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SECTION 1 LIGHTHOUSE SCHOOLS
PARTNERSHIP

HEALTH AND SAFETY POLICY STATEMENT

This Policy applies to all schools and employees within the Lighthouse Schools
Partnership.

Structure of Health and Safety Policy

Section 1 of the Health and Safety Policy details the framework in place in the Lighthouse
Schools Partnership, which applies to all schools and the Central Team in order to comply
with Health and Safety legislation and to meet our responsibilities as the employer.

Section 2 of the Health and Safety Policy (separate document) details the organisation
and arrangements that each school and the Central Team are required to put in place.
This reflects the responsibilities that are delegated from the Board of Trustees to Local
Governing Bodies, as committees of the Board of Trustees. Section 2 of the policy needs
to be amended to reflect the organisation and arrangements in each school/the Central
Team where indicated, and approved by the Local Governing Body. Section 2 can only be
amended where indicated and no other changes should be made by individual schools.
The amended section 2 of the policy should be published on each school’s website with a
link to this section 1 policy statement on the Trust’s website.

General Policy

It is the policy of the Lighthouse Schools Partnership (LSP) to conduct its operations in
such a manner as to ensure the health, safety and welfare of all its employees, students,
contractors, clients, general public and others while working, studying, participating or
supporting events on or outside its premises where associated activities are involved.

The Trust will ensure, so far as is reasonably practicable, that:

« premises provide a healthy and safe working environment for all students, staff,
clients, temporary contractors and the general public,

« there are safe systems of work for all employees, students, contractors and
volunteers,

- suitable and sufficient work equipment is provided,

« there are adequate welfare arrangements,

+ information, instruction, training and supervision is provided to employees,
students, contractors and volunteers to ensure their competency to perform their
tasks.

The Trust recognises its responsibility to provide adequate control of the health and
safety risks arising from its schools and client’s activities. When staff or students operate
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on behalf of the Trust, an assessment of risks specific to the activities, or tasks will be
prepared where a significant risk has been identified. All reasonably practicable measures
will be put in place to manage those risks and ensure the activities, or tasks can be

conducted in a safe manner.

Whilst day to day management of health and safety can be delegated to the individual
schools, the ultimate and overall responsibility for ensuring a safe and healthy
environment lies with the Trust’s Board of Trustees as the employer.

Specific health and safety policies of each Trust school must integrate into this Health
and Safety Policy. This will support the Trust to deliver its overall health and safety
responsibilities and ensure good and consistent practice in all Trust schools.

All Members, Trustees, Governors, Headteachers and members of staff must familiarise
themselves with the contents of this statement, organisational structure and individual
school arrangements together with supporting sources of safety information and guidance
from the Trust’s externally commissioned competent person.

Employees have a legal duty to act in a safe manner and not to endanger themselves or
others by their actions. All health and safety procedures must be communicated to staff
with consultation. Staff are encouraged to play a positive role in developing and
maintaining a healthy and safe working environment and to report health and safety
concerns to the appropriate person as detailed in section 2.

The Trust commits itself to implementing the Health & Safety at Work etc. Act 1974 and
UK Statutory Instruments, as well as any future health and safety legislation, where
legally applicable and relevant. The Trust’s competent health and safety representative
will provide to the schools’ leadership regular information on updates, changes, and
arrangements, about any revisions to safety legislation.

It is the belief of the Trust that a positive health and safety culture is of significant
benefit to the good performance and safety of all the schools, and itself. We aim to
encourage, support, and develop a positive and proactive approach for students, through
risk education and awareness. The organisational structure will ensure that sufficient
resources, both financial and physical, are available so that the policy and its
arrangements can be implemented effectively.

This policy and our health and safety standards will be kept under continual review in the
interests of improvement. Formal amendment to this policy will be conducted biennially
or as hecessary to reflect changes in the Trust’s strategy, UK or other relevant law and
any changes will be brought to the attention of all staff.

A high level summary of the Trust’s strategic approach to delivering this policy, and
ensuring effective Health and Safety management is summarised in Appendix A.
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1. Introduction

The Lighthouse Schools Partnership (LSP) recognises the need to identify organisational
methods for ensuring the health and safety of all persons who work within the Trust, at
each Trust school, of all our pupils and students and anyone who visits Trust premises.

The Trust understands that the Health and Safety at Work etc. Act 1974 places ultimate
and overall responsibility for health and safety with the Trust’s Board of Trustees. This
Trust Health and Safety Policy directly relates to the Board of Trustees, as a corporate
body, Schools Local Governing Bodies, the Headteachers of the individual schools within
the Trust and the Central Senior Leadership Team (including the Chief Executive and the
Chief Financial and Operating Officer).
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The following is an outline of duties and responsibilities that have been assigned to these
specific groups:

Each school’s Local Governing Body is required to adopt the Trust’s organisational
approach to health and safety (detailed in section 1) and complement it with its own
organisational structure and arrangements, within the framework set by the Trust
(section 2). Prime delegation for the delivery of health and safety falls to the
Headteacher, which may include the delegation of various roles to colleagues in order to
maintain a robust safety system, working with colleagues in the Central Team as
necessary. The Central Team and Board of Trustees will monitor the approaches taken
and require management reports to assess statutory compliance.

2, Lighthouse Schools Partnership Board of Trustees

The Board of Trustees, as a corporate body, has the responsibility to set the strategic
direction and objectives of all health and safety matters across the Trust and to comply
with all legal requirements.

The Board of Trustees is responsible for ensuring that high standards of corporate
governance are maintained. [t exercises its powers and functions by addressing such
matters as policy and strategy development, adopting an annual plan, monitoring Trust
safety management systems, managing the Trust risk register and making strategic
decisions about the direction of the Trust. The overall aim is to ensure a positive health
and safety culture is established and maintained across the Trust.

The Board of Trustees ensures that all reasonable steps have been taken to reduce the
possibility of illness, accident or injury to staff, students, contactors and/or visitors.

The Board of Trustees and the schools Local Governing Bodies will be kept informed of all
developments relating to health and safety matters and will include such matters in an
annual health and safety report.

The Board of Trustees’ responsibilities are to:

» Ensure that each member of the Board of Trustees accepts their individual role in
providing health and safety leadership for the Trust.

+ Ensure that it formally and publicly accepts its collective role and responsibility in
providing health and safety leadership for the Trust.

= Ensure that its decisions reflect its health and safety intentions, as articulated in
the Trust’s Health and Safety Policy statement.

» Ensure and monitor the delivery of the Trust’s Health and Safety arrangements
through the nomination of a Trustee with a specific focus on Health and Safety

» Warrant that all external and third party contracts that are awarded across the

« Ensure that there are adequate communications channels of co-operation to
enable the Trust to meet its statutory requirements.

* Ensure that the Headteachers and Central Senior Leadership Team are:

o implementing and reviewing policies

HE&S Policy Statement
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undertaking strategic and operational decision making
identifying ways of reducing the likelihood of people getting harmed by the
Trust’s activities

o providing findings from health and safety audits

o ensuring that compliance audits, building condition surveys and any
necessary inspection audits are carried out

o complying with the Reporting of Injuries Diseases and Dangerous
Occurrences Regulations (RIDDOR)

o minimising the likelihood of prosecutions and penalties under current
health and safety and other relevant legislation

o ensuring that development plans are established and implemented,
as necessary.

« Ensue that the Central Senior Leadership Team and Headteachers provide and
ensure an informed, proportionate and prioritised risk management system for the
Trust is implemented and monitored.

» Ensure effective accident reporting and investigation procedures are in place
across the Trust.

» Ensure there are effective and adequate formal internal and external
communications on health and safety across the Trust.

» Ensure monitoring of compliance contracts throughout the Trust is undertaken and
suitable reports are provided to the Chief Financial and Operating Officer and
reported to the Trust, e.g. M&E statutory inspections, fire risk assessments,
asbestos surveys and management systems and water hygiene monitoring

« Ensure there are effective business continuity and critical incident plans and
procedures for the safe evacuation and lockdown of all the Trust premises.
Contingency emergency arrangements must be in place to ensure the Trust’s
strategic and educational operations continue in line with their statutory
requirements.

» Confirm that there have been no instances of material irregularity, impropriety,
lack of integrity or negligence of health and safety statutory instruments, across
the Trust.

« Ensure, as part of an overall and effective approach, that health and safety is not
a standalone subject but has a major and integral part to play in effective
Safeguarding.

Some of these responsibilities are delegated to the Trust’s Central Senior Leadership Team
and the Audit and Risk Committee.

3. The Trust’s Audit and Risk Committee

The Audit and Risk Committee’s responsibilities are to:

» Actively monitor the delivery of the Trust’s Health and Safety arrangements and
the implementation of any health and safety development plans.
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» Identify and manage risk, at all levels of the Trust.

* Ensure that the Headteachers and Central Senior Leadership Team assist the
Trustees by openly and transparently inform the Board of Trustees on:

o implementing and reviewing policies

o strategic and operational decision making

o ways of reducing the likelihood of people getting harmed by Trust activities

o findings from health and safety audits, compliance audits, building
condition surveys and inspection audits

o reporting of incident, accidents and dangerous occurrences, including
RIDDOR reports, minimising the likelihood of incidents re-occurring, and
prosecutions and penalties under current Health and Safety legislation.

* Ensure that the Headteachers and Central Senior Leadership Team assist the
Trustees gather data, record, monitor and provide reports to the Board of Trustees
on the effectiveness of the Trust’s health and safety systems to ensure that the
Board of Trustees is satisfied with the support and governance of health and safety
and that the Trust is getting value for money.

+ Ensure suitable and sufficient monitoring, reviewing and recommendations of all
health and safety management systems across the Trust.

+ Ensure that there are adequate communication and cooperation channels between
all levels of the Trust and relevant third parties, to ensure that the Trust meets its
statutory requirements.

* Receive reports from the Chief Financial and Operating Officer, which incorporate
information and advice from independent health and safety specialists, on the
effectiveness of the health and safety policy, safety management systems,
procedures and arrangements within every school.

* Ensure that effective business continuity and critical incident plans and
procedures for the safe evacuation of all the Trust’s premises are in place. These
must be in place to ensure the Trust’s strategic and educational operations
continue in line with their statutory requirements.

Some of these responsibilities are delegated to the Chief Executive Officer.

4. Chief Executive Officer (delegated to the Chief Financial and Operating
Officer and the Hub Estates Leads)

The Chief Executive Officer must:

* In co-operation with the Local Governing Bodies and Headteachers of the
individual schools implement and review individual Health and Safety Policies to
ensure that they reflect the status of the school and that the policy is regularly
reviewed, revised and new arrangements are implemented, as and when
necessary.
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« Ensure that risk assessments are undertaken for any activity that has significant
associated hazards and that a written record of these assessments are kept and
reviewed regularly.

« Ensure that sufficient resources are allocated and authorised within the
organisation’s budget to meet statutory procedures and standards for health and
safety across the Trust.

- Warrant that all external and third party contracts that are awarded across the
Trust have consistency of approach and ensure legal compliance and that
successful contracts awarded by the Trust must have been appropriately vetted
for health and safety standards, and other measures deemed appropriate.

« Ensure that there are adequate communications channels of co-operation between
relevant third parties, to enable the Trust to meet its statutory requirements.

« Ensure that the Headteachers and Central Senior Leadership Team assist the
Trustees by:

o implementing and reviewing policies

o strategic and operational decision making
o identifying ways of reducing the likelihood of people getting harmed by the
Trust’s activities

o providing findings from health and safety audits

o ensuring that compliance audits, building condition surveys and any
necessary inspection audits are carried out

o complying with the Reporting of Injuries Diseases and Dangerous
Occurrences Regulations (RIDDOR)

o minimising the likelihood of prosecutions and penalties under current
health and safety and other relevant legislation

o ensuring that development plans are established and implemented,
as necessary.

« Provide and ensure an informed, proportionate and prioritised risk management
system for the Trust is implemented and monitored.

- Establish and ensure effective accident reporting and investigation procedures are
in place across the Trust.

« Ensure there are effective and adequate formal internal and external
communications on health and safety across the Trust.

« Ensure monitoring of compliance contracts throughout the Trust is undertaken and
suitable reports are reported to the Trust, e.g. M&E statutory inspections, fire risk
assessments, asbestos surveys and management systems and water hygiene
monitoring

« Ensure there are effective business continuity and critical incident plans and
procedures for the safe evacuation and lockdown of all the Trust premises.
Contingency emergency arrangements must be in place to ensure the Trust’s
strategic and educational operations continue in line with their statutory
requirements.
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« Confirm that there have been no instances of material irregularity, impropriety,
lack of integrity or negligence of health and safety statutory instruments, across
the Trust.

+ Ensure, as part of an overall and effective approach, that health and safety is not
a standalone subject but has a major and integral part to play in effective

Safeguarding.

» Consider the impact of health and safety in all strategic and operational decision
making.

* Implement ways of reducing the likelihood of people being harmed by the Trust’s
activities.

* Award, check competency, manage, monitor and audit all Trust wide compliance
contracts and maintenance service agreements carried out on school premises.

* Monitor findings from health and safety audits, compliance audits, inspection
audits, Reporting of Injuries Diseases and Dangerous Occurrences (RIDDOR)
reports, and to implement changes to policy and procedures where required.

« Ensure that systems are in place and adhered to in order to minimise the
likelihood of enforcement action, penalties and prosecutions.

* Implement and monitor an informed, proportionate, and prioritised risk
management system for the Trust.

» Receive a progress report on individual school findings, issues, and progress to
date on health and safety audit action plans.

» Monitor the structure, attendance, agendas and minutes from the schools Health
and Safety Committees.

« Enable and encourage regular feedback from schools in relation to their health and
safety function and be the point of contact to enable staff representatives, and
Senior Leadership Teams of the schools to discuss higher level health and safety
issues e.g. funding and building issues.

+ Implement spot checks on specific target areas for consistency of approach and
compliance.

» Implement an effective accident reporting and investigation procedure across the
Trust.

+ Record, implement, monitor, and review the business continuity plans across the
Trust, including emergency plans and procedures for the safe evacuation and
lockdown of the Trust’s premises.

* Monitor and review that contingency emergency arrangements are in place to
ensure that the Trust’s strategic and education operations continue in line with
statutory requirements.

5. Other Employees Duties

Under the Health and Safety at Work Act etc. 1974 (sections 7&8), and the Management
of Health and Safety at Work Regulations 1999 (section 1.12.2), all employees have

H&S Policy Statement
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general health and safety responsibilities. Employees must take reasonable care for the
Health and Safety of themselves and others affected by their acts and omissions.

All employees have responsibility to:

Comply with the Trust's health and safety policy and procedures at all times.
Report all accidents, incidents and dangerous occurrences in line with the
reporting procedure.

Report immediately to their line manager any shortcomings in the Trust’s or a
schools’ arrangements for health and safety.

Co-operate with the employer and others to enable them to fulfil their legal
obligations.

Not to interfere with or misuse any equipment, fittings or other safety provisions
provided in the interests of health, safety, and welfare.

Inform the Trust’s or school’s management if something happens that might affect
their ability to work. e.g. suffering an injury, taking prescribed medications that
could affect them, penalty points on a driving license, or becoming pregnant, etc.
Ensure that they only use equipment, machinery or substances that they are
competent / have been trained to use and use it in accordance with training or
instruction given by the employer.

Make use of all necessary control measures and personal protective equipment
provided for safety or health reasons.

Report to the employer any serious or imminent danger and any other ‘Health and
Safety Cause for Concern” using the local reporting procedure.

6. Competent Health and Safety Advice

The Trust will appoint competent health and safety advice to meet their management and
Board legal duties. The current service providers will be clearly marked on all HSE
laminated posters across the Trust and its premises.

The Trust’s appointed Health and Safety Advisor is contracted to provide an effective
health and safety service, as published within the Service Level Agreement for the Trust.

A summary of the Service Level Agreement is to:

Provide timely health and safety advice, support and training to the trust, schools
and their staff.

Support the Trust to ensure that all Members, Trustees, Governors and members
of staff are aware of their duties and responsibilities in relation to health and
safety, in line with legislation and any forthcoming legislation, and how to
implement those duties to full effect.

Undertake general supportive audits and higher risk area supportive audits on a

rolling basis, each followed up by support for proportional, prioritised action
planning to celebrate successes and remedy areas for development.
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» Provide all communications, feedback and reports in a constructive manner and
style that achieves 'buy in’ so as to aid legal compliance with comfort and
confidence that then benefits overall strategic health and safety planning for the

Trust.

H&S Policy Statement
File ref: M:\MAT Operational Policies\2020-21 Operational Policies\Health And Safety Policy Approved July

2021\LSP Health And Safety Policy Statement For Consultation Section 1.Docx
15



(99111ww0) Hsty

pue }ipny pue wea] 1esjudd)
Jeak Jad

SOWIL} 934Y3 SIINULW I9IWIWOD)
A1ajes g YjjeaH S1004dS MILASY

(9871wiwo) sty pue ypny)
SISeq jenuue ue uo Josiape
juajadwod s,3sna| 3yl wod)
1io0dau Juspuadspul ue 9A1923Y

(29131wwon)

YSIY pue 1Lpny) saaisn] 03} dueinsse
2Al18 03 uejdyiom ajendoidde ue
21nsua pue J0SIAPY Jud3adwio?) Jutoddy

13430 Yyoed Loddns
pue ules) ued sj00Yyds ey}
0s $12315182J YsL JooYds aleys

(s9m1wwo) sty

pue 31pny) (Suluteuy oul) Jeak e
SOWL) 22.4Y] RIEP JeNIXSIU0D pue
sid) A19JeS B YI)eaH MaIAY

saa31sn.] Jo paeog) L1ojes
B Y11eaH Joj 93isnJ] pea e Ayuap|

(wea |

Jeslua)) sanliqisuodsay Ayajes
B Y3)esH pue juswaseuew sy
11943} 9)e14apun 0} SIOUIDA0D
pue swgs ‘speaH 03 suiutel)
pue Lioddns ‘adiApe 9pIACUd

(wesa)

1eq3ua)) (s92uUa.1uN320 snotdsuep
pue slUapLoUL ‘SjUspLIDR
‘ulurely 1oul) Jeak e sawly
224Y3 1583) Je adueuloiad
£12)es B U31eaH,S)00YdsSMalAsy

(99111wwon

)S1y pue 1pny) Jeak e sswl) 9.4Y)
sjuawalinbal eda) 10 sasueyd ‘SuIadU0D
£1a)es pue UjjeaH Aue Joj 1a3sigal

}sLl 3yl aepdn pue asua)jeyd ‘MalAdYy

(22731uwo0)
sy pue 1pny) Adljod A1ajes
B Ul]eaH 243 JO MalAal jetuualg

(wea] je1ua)) sj00yds
Uam supne A1a5es B YjjesH
WOoJ} S9WaY) Uowwod aJeys

Py

(Hostapy

jualadwo)) uolyoe jelpawal
yim Jioddns pue wea] jeajus)
243 pue $jooy3s 1enplALpul

Je aouewiojlad A)ajes B yjjesH
JO S1LpNEe Jenuue d)elapun

(wea] 1enud)) syuawiinbal esa) 1o
safueyd ‘suladuod Ajajes pue yyeaH Aue
J0J 19351834 ysu 9y} arepdn Ayjenunuo)

(yadey - s3331WIW0) HsIY pue 1pNY)
Jeak Bulwod ayj 104 suolyde Aj1uspl

03 sysi pue asuewiopad K)ajes B

jJuawaseueuwl

K1ajes pue yjjeaH aAldae 03 yoeoidde JiSajesys s,3sni] ay} Jo Arewwns 1aA3) ysiy v - diysisulied sjooyds asnoyiysi

v xipuaddy

wawazes As1od SBH

0's UoISIOA
)11 Juawindoqg




€l

0% uolsap
Juawsazess Ad1jod SBH )11 uswWnd0q

uolensuo) Jod Juswales Aatjod A1a4es puy yneaH dS\LZoz Anr pasoaddy Aonod A3ages puy YijesH\sa1onod jeuonesadg |1z

X20@"} UO0l1095
-0707\s312110d Jeuoijelad) |YW\:W ). Sjl4
Juawajyels Adljod SBH

93ep 031 dn s| pue 33isqam a1
uo ajqejteae si Aonjod Ayajes
pue yyeay sjooyds ay} yoayo

(9a131wwo)

YSkY pue jipny pue wea|
1enjua)) Jeak sad sawil sy
13151891 HSLI JOOYIS MILADY







Document title H&S Policy Statement
Version 5.0

LIGHTHOUSE

SCHOOLS PARTNERSHIP

Health and Safety Policy

Section 2 - School/Central Team - details of the
organisation and the arrangements for ensuring
health, safety and wellbeing

Statutory

HE&S Policy Statement
File ref: G:\Policy Documents\CURRENT S+ POLICIES\H&S Policy And Appendices\2 Health And Safety Policy
Section 2 Sept 23.Docx



Document title

H&S Policy Statement

Version 5.0
Policy Approved by the Board of Trustees
Abosgson~
Signed: Date: 28.9.23
Name; Adele Haysom
Chair of Board of Trustees
Authorised for Issue
Signed: 5“‘2; g Date:28.9.23
Name: Gary Lewis
Chief Executive
Document History
Version Owner Date Source
1.0 Clare Sanders Published 7 Adapted by Clare
September 2016 Sanders from a Single
Academy H&S Policy
issued by Priory
Community School
Enterprises Ltd
2.0 Clare Sanders Annual Renewal only - no
renewal/approval by | changes
Board of Trustees 11
July 2017
2.1 Clare Giordmaine 07/02/18 Page 5 updated due
to LSP growth
3.0 Louise Malik December 2018 Regular update
4.0 Louise Malik March 2021 Scheduled update
5.0 Louise Malik March 2023 Scheduled update
Date document adopted 06/10/2023 i

Review cycle

Biennial or earlier as required

Review date

February 2025

This Policy applies to all schools and employees within the Lighthouse Schools Partnership.

H&S Policy Statement
File ref: G:\Policy Documents\CURRENT S+ POLICIES\H&S Policy And Appendices\2 Health And Safety Policy
Section 2 Sept 23.Docx



Document title H&S Policy Statement
Version 5.0

Contents

Section 1 - Lighthouse Schools Partnership - policy statement, strategic
organisation and summary of arrangements (separate document)

1. Lighthouse Schools Partnership Health and Safety Policy Statement
2. Lighthouse Schools Partnership Organisation and Responsibilities

Appendix A - A high level summary of the Trust’s strategic approach to effective Health
and Safety management

Section 2 - School/Central Team - details of the organisation and the
arrangements for ensuring health, safety and wellbeing (this document)

Aims
Legislation
Roles and responsibilities
Monitoring
Links with other policies
Hazardous Substances
Accident, incidents and dangerous occurrences
Driving at work
Equipment
. Fire
. Food Safety
. Glazing
. Infection prevention and control
. Letting of school facilities
. Lockdown procedure
. Lone working
. Manual handling
. New, breastfeeding and expectant mothers
. Occupational stress
. Educational visits
. Risk Assessments
. Site security
. Smoking
. Training
. Violence at work
. Warning and Banning
. Working at height

® N UAWN

NNNNNNNNA—\—\—\—‘—\—‘—\—\—\\D
NOUL A WN =2 O VOONOUDAWN=a O

Appendix 1 - A high level summary of the School’s strategic approach to effective Health
and Safety management

Appendix 2 - Fire safety checklist (separate document)

Appendix 3 - Asbestos management plan and guidance (separate document)

H&S Policy Statement
File ref: G:\Policy Documents\CURRENT S+ POLICIES\H&S Policy And Appendices\2 Health And Safety Policy

Section 2 Sept 23.Docx



Document title H&S Policy Statement
Version 5.0

Appendix 4. Asbestos record (separate document)

Appendix 5 - Asbestos management and communication plan (separate document)
Appendix 6 - Schedule of school risk assessments (separate document)

Appendix 7 - Health and Safety Committee Agenda template

Appendix 8 - Mandatory training matrix (separate document)

H&S Policy Statement
File ref: G:\Policy Documents\CURRENT S+ POLICIES\H&S Policy And Appendices\2 Health And Safety Policy
Section 2 Sept 23.Docx



Document title H&S Policy Statement
Version 5.0
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Date document adopted LGB 04/12/2023 (HSC 06/11/2023) |
Review cycle Biennial
Review date September 2025

A high level summary of the school’s strategic approach to delivering this policy, and
ensuring effective Health and Safety management is summarised in Appendix 1.

1. Aims
The school aims to:

e Provide and maintain a safe and healthy environment

o Establish and maintain safe working procedures amongst staff, pupils, contractors and
all visitors to the school site

¢ Have robust procedures in place in case of emergencies

» Ensure that the premises and equipment are maintained safely, and are regularly
inspected

2. Legislation and policy framework

This policy is based on advice from the Department for Education on health and safety in
schools and the following legislation:

¢ The Health and Safety at Work etc. Act 1974, which sets out the general duties
employers have towards employees and duties relating to lettings

e The Management of Health and Safety at Work Regulations 1992, which require
employers to make an assessment of the risks to the health and safety of their

employees
e The Management of Health and Safety at Work Regulations 1999, which require

employers to carry out risk assessments, make arrangements to implement necessary
measures, and arrange for appropriate information and training
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The Control of Substances Hazardous to Health Regulations 2002, which require
employers to control substances that are hazardous to health

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)
2013, which state that some accidents must be reported to the Health and Safety
Executive and set out the timeframe for this and how long records of such accidents
must be kept

The Health and Safety (Display Screen Equipment) Regulations 1992, which require
employers to carry out digital screen equipment assessments and states users’
entitlement to an eyesight test

The Gas Safety (Installation and Use) Regulations 1998, which require work on gas
fittings to be carried out by someone on the Gas Safe Register

The Regulatory Reform (Fire Safety) Order 2005, which requires employers to take
general fire precautions to ensure the safety of their staff

The Work at Height Regulations 2005, which requires employers to protect their staff
from falls from height

Control of asbestos regulations 2012, which details the ‘duty to manage’ asbestos, to
protect anyone using or working in the premises from the risks to health that exposure
to asbestos causes.

The Construction (Design and Management) Regulations 2015, the main set of
regulations for managing the health, safety and welfare of construction projects.

Legionella bacteria in water systems (L8), contains practical guidance on how to
manage and control the risks in your system

Provision and Use of Work Equipment Regulations 1998 (PUWER), place duties on
people and companies who own, operate or have control over work equipment

Any other relevant legislation or regulations

The school follows national guidance published by Public Health England when responding
to infection control issues.

This policy complies with our funding agreement and articles of association.

This policy complies with the Trust’s Health and Safety Policy Statement

3.

Roles and responsibilities

The following is a structure and an outline of duties and responsibilities that have been
assigned to the Headteacher, Local Governing Body and members of staff.

Local Governing Body

Health & Safety Committee/Governor

Headteacher :
AN :
Deputy Headteacher Business Manager

“site and Other Staff
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3.1. The Local Governing Body

The Local Governing Board (LGB) are responsible for complying with health and safety
legislation and the Trust’s Health and Safety Policy. Whilst the LGB holds these
responsibilities (as a committee of the Board of Trustees) it may delegate day-to-day
responsibility to the Headteacher.

The Local Governing Body must ensure that:

o The LGB has a duty to take reasonable steps to ensure that staff, pupils, visitors and
contractors are not exposed to risks to their health and safety. This applies to
activities on or off the school premises.

e Approves the schools Health and Safety Policy on review every 2 years.

e Where reasonably practicable sufficient resources are allocated and authorised within
the school’s budget to meet statutory procedures and standards for health and safety
within the school.

e The school maintains and updates a proportionate and prioritised risk register as part
of a holistic risk management process.

o Competency, management, monitoring and auditing of all statutory requirements,
compliance contracts, asbestos management, fire risk assessments, water hygiene
management, management of radioactive sources and all other maintenance services
agreements are carried out on the school premises and in line with current legislation.

o The Local Governing Body appoints a Health and Safety Governor and receives an
annual audit of health and safety systems and standards for the school.

¢ There are effective arrangements in the Business Continuity and Critical Incident Plan
for business continuity and emergencies for the safe evacuation and lockdown of the
school.

e Health and safety is on the agenda by including it intrinsically with business
discussions.

e Ensure that a Health and Safety Committee is established with key representation
from senior school staff, staff groups and the nominated Health and Safety Governor
from the LGB. The chair must be a person in a position of responsibility and
influence. The purpose and objectives of the committee are detailed below and the
committee must meet a minimum of three times per year.

o Ensure that the Headteacher reports areas of non-compliance to the Chief Executive.

The Trust, as the employer, also has a duty to carry out the following activities. The task
of carrying out these duties is delegated from the Board of Trustees to the Local

Governing Body:

e Assess the risks to staff and others affected by school activities in order to identify
and introduce the health and safety measures necessary to manage those risks.

¢ [nform employees about risks and the measures in place to manage them.

o Ensure that adequate health and safety training is provided.

3.2. The Health and Safety Committee
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To be effective, health and safety committees should address strategic issues affecting
employees, students, contractors, clients, general public and others and allow day-to-day
health and safety matters to be resolved at a local level. Details of the Health and Safety
Committee are provided below:

Health and Safety Committee will have representation from senior school staff, staff

groups and the nominated Health and Safety Governor from the LGB.

The chair must be a person in a position of responsibility and influence.

The committee must meet a minimum of three times per year. The minutes of the

Health and Safety Committee will be provided to the LGB following each meeting and

to the Trust’s Central Team.

A template agenda for the Health and Safety Committee is provided in Appendix 7.

The purpose and objectives of the committee are:

o Shape and reinforce a positive health and safety culture in the school

o Monitor the effectiveness of the school’s health and safety arrangements

o Review and make recommendations in relation to incidents and all audits,
inspections and other reports associated with compliance and health and safety.

o Make recommendations to the appropriate person/body on actions required to
improve the school’s health and safety arrangements.

o Review any changes in legislation/policy or arrangements within the school that
impact on the school health and safety arrangements.

o Comment on the school’s Health and Safety Policy at each review.

o Make recommendation to add, amend or remove items from the school’s risk
register.

3.3. The Headteacher

The Headteacher is responsible for health and safety day-to-day. This involves:

Implementing and complying with the health and safety policy

Ensuring there is enough staff to safely supervise pupils

Working in collaboration with the Chief Financial and Operating Officer and the Hub
Estates Lead

Maintaining and updating the school’s risk register

Ensuring that the school building and premises are safe and regularly inspected
Providing adequate training for school staff

Ensuring appropriate evacuation procedures are in place and regular fire drills are
held

Ensuring that in their absence, health and safety responsibilities are delegated to
another member of staff.

Ensuring all risk assessments are completed and reviewed.

Monitoring cleaning contracts, and ensuring cleaners are appropriately trained and
have access to personal protective equipment, where necessary.

Co-operating with the Local Governing Body to advise on any safety policies that need
to be introduced, to enable health and safety policy and procedures to be
implemented and complied with.
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o Ensuring a positive health and safety culture is encouraged and developed within the
school.

» Ensuring effective health and safety management arrangements are in place for
carrying out statutory requirements, regular inspections, surveys, risk assessments,
implementing actions and submitting inspection reports to the local governing body
and other agencies where necessary.

e Ensuring that the Business Continuity and Critical Incident Plan contains effective
arrangements in place for business continuity and emergencies, and that they are
effectively communicated to all students, staff, contractors, volunteers, visitors,
other members of the public and, where applicable, emergency services and the Local
Authority as part of Safeguarding.

¢ Communicating the policy and other appropriate health and safety information to all
relevant people, including contractors.

¢ Carrying out health and safety investigations, or to ensure an investigation has been
carried out by a competent person.

e Ensuring all staff have had induction training and are competent to carry out their
roles and are provided with adequate information, instruction and training.

e Supporting the Health and Safety Committee to meet its purpose and objectives,
engaging with the agenda and outcomes.

e Ensuring communication and consultation arrangements are in place for staff in
relation to Health and Safety, encouraging a positive health and safety culture in the
school. This will be in partnership with their trade union representatives (where
appointed) and recognising the right of trade unions in the workplace.

¢ Reporting to the local governing body and the Trust’s Chief Executive and Chief
Financial and Operating Office, respectively, including any areas of non-compliance
and any hazards which cannot be rectified within the school’s budget.

e Ensuring that the premises, plant and equipment are maintained in a safe working
condition.

o Ensuring that the school appoints a lead first aider and lead on pupil medication. This
can be held by one postholder.

e Ensuring that the school has a sufficient number of training first aiders, including
paediatric first aid if applicable.

¢ Ensuring that the school appoints a named Educational Visits Co-ordinator and
Lead/Deputy Trip Leaders, who have received relevant training to carry out the role.

¢ Ensuring that pupil educational visits or learning outside of the classroom has
effective health and safety management arrangements in place for pupils and staff to:
o Ensure risk assessments for the activities are undertaken, and suitable and

sufficient action plans and procedures are implemented, and
o Ensure information and arrangements to parents’/carers’ of pupils on all
educational visits or learning outside of the classroom activities are communicated

effectively.

The Headteacher may either undertake, or decide to delegate certain tasks to appropriate
senior staff or managers within the school. Some health and safety tasks have been
delegated by the Headteacher to the Business Manager as detailed below. It is clearly
understood by everyone concerned that, the delegation of certain duties will not relieve
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the Headteacher from the overall day-to-day responsibilities for health and safety within
the school.

3.4. Business Manager

The Business Manager is responsible and accountable for delivering the schools health and
safety policy in collaboration with the Headteacher. The Business Manager must also
ensure the school meets and adheres to the health and safety legislation, as advised by
the Trust’s competent health and safety provider.

The Business Manager is also required to:

Be responsible for checking competency, managing, monitoring and auditing all
compliance contracts awarded by the school and maintenance service agreements
carried out on the school premises.

Actively manage the risk assessment system including reviewing risk assessments as
necessary and as part of a rolling programme

Develop and implement relevant action plans based on risk assessments, outcomes of
meetings, audits and inspections and emergency arrangements.

Review existing health and safety policies and procedures in the school, to ensure all
staff, students and contractors adhere to them.

Be responsible for the implementation of effective arrangements for business
continuity and emergencies (Business Continuity and Critical Incident Plan) and the
safe evacuation and lockdown of school premises.

To ensure that the school’s asbestos register and the asbestos management plan is
maintained and available as required.

Investigate all serious incidents and liaise with appropriate authorities and third
parties as necessary.

Convene and attend all Health and Safety Committee meetings.

Monitor purchasing and contracting procedures to ensure compliance with the schools
Health and Safety Policy.

Ensure there is a systematic and methodical system of servicing and inspection to
maintain workplace equipment in the school.

Ensure that first aid boxes are available in agreed strategic places around the site and
that these are inspected on a termly basis, or as required.

Be responsible for checking the competency of contractors. Managing, monitoring and
auditing all statutory requirements, compliance contracts, asbestos management, fire
risk assessments, water hygiene management, management of radioactive sources and
all other maintenance service agreements carried out on the school premises. This
should be undertaken with guidance from the Trust’s Chief Financial and Operating
Officer.

Ensure competency of all contractors engaged by the school to undertake work or
activities at the school e.g. insurance, financial viability, health and safety policies,
Exor registered, method statements, risk assessments, accident records, DBS,
agreeing method statements before work commences.
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Ensure building projects comply with the Construction (Design and Management)
Regulations 2015 (CDM 2015), length or project as well as other statutory instruments
e.g. ‘Principal Designer’ has been appointed.

Ensure reasonable attempts to identify the hazards arising out of any contractors work
or activities are undertaken. Provide any health and safety information to
contractors’ e.g. asbestos register/location, underground services, floor loading, safe
working loads, school activities, ensuring safeguarding requirements are met.
Reporting to the Headteacher any areas of non-compliance and any hazards which
cannot be rectified within the school’s budget.

Ensure all staff are made aware of the contents of the Health and Safety Policy and
their responsibilities within it.

Ensure the development of health and safety development plans as required.

Carry out termly Health & Safety Inspections (as a minimum - 3-times per year) of the
school site and buildings. Using the template document provided within the Trust’s
compliance system, ensure that equipment, furniture and activities are safe and
record these inspections, reporting any defaults in line with school procedure where
required. Arrange for the repair, replacement or removal of any item of furniture or
equipment that have been identified as unsafe.

3.5. Caretaker

The Caretaker is responsible and accountable to the Business Manager and Headteacher
for all matters relating to health, safety and welfare within the scope of their duties.

NB: added note to policy by school - highlighted areas below are usually undertaken by the
Business Manager due to the caretaking service being a ‘purchased’ service. Delegated

where appropriate.

The Caretaker’s responsibilities are to:

Report to the Business Manager any non-compliance, defects and hazards that are
brought to his/her notice.
Not1fy the Business Manager whenever contractors are due to enter the school to

endl DIl RS

gndertake malntenance, 5erv1(;e or vggrks contracts Any works that affect the fabric

ayghgnsed and Implemep,t_e_cL B

Support anc and contribute to the effectlve operation of n of the Health al]d Safety
Engmlt;gie

Ber _e_s_ponSIble for coordmatlng all coggragtu;l work and maintenance carried out on
school premises, in line with the agreed method statement where appropriate and
including health and safety matters concerned with contractors,

In conjunction with the Business Manager ensure that strict procedures are laid down
for building work such as roofing, excavation and drainage, alterations to building
structures, refurbishments and renovations or re-modelling schemes.
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Epsure that all site, cleaning and catering staff are ggung aware of the s;hgol’
Health and Safety Policy gnd ghgt they are aware of any arrangements of the policy
Ehat, affects their work activities, e.g. storage arrangements, materials, equipment
and hazardous substances.

Implement a systematic and methodical system of servicing, inspecting, maintaining
and checking workplace equipment within the school. Once tested ensuring that a
full list of items tested is generated and retained.

Implement a systematic and methodical system to ensure that all safety systems are
checked and serviced, e.g. fire alarm, fire doors, firefighting equipment, smoke
detectors, etc.

Implement a systematic and methodical system to ensure that the use of showers and
all water systems are checked and maintained to ensure the control of Legionella.
Ensure that all contractors are fully inducted on all site related health and safety
matters. Asbestos information is provided as part of this to enable contractors to plan
and undertake their works without risk of exposure to asbestos fibres. Records of
induction will be maintained in line with record management guidelines.

Ensure that all contractors share the school’s commitment to safeguarding children.
Undertake and co-ordinate the site team’s specific emergency procedures, as detailed
in the Business Continuity and Critical Incident Plan.

Manage full detalls of Compliance contracts and ensure they are carried out according

M M

ko the contracts in a timely manner, maintaining full records of visits.

3.6. Deputy Headteacher

Deputy Headteachers are responsible to the Headteacher for the health and safety of all
staff, workplaces and activities under their control. To achieve this, their duties include
the following:-

Acting as Responsible Person in Headteacher’s absence.

Developing strong, positive health and safety attitudes among those employees
reporting directly to them. Ensuring that a positive health, safety and welfare
awareness culture is also developed, actively encouraged and reinforced with all
students.

Applying the school’s Health and Safety Policy and be directly responsible to the
Headteacher for the application of the health and safety procedures and
arrangements to all staff and students.

Developing, publishing and sharing with members of the team, specific Health and
Safety procedures for high risk departments, such as Science, Design and Technology,
PE and Art.

Maintaining or having access to an up to date library of relevant published health and
safety guidance from sources including CLEAPSS , AfPE and ensure that all staff are
aware of and make use of such guidance.

Ensuring regular health and safety risk assessments are undertaken for the activities
for which they are responsible and that control measures are implemented and shared
with all staff.
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Ensuring that appropriate safe working procedures are brought to the attention of all
staff under their control.

Ensuring that where necessary, the appropriate personal protective equipment is
available, in good condition and used and that any other identified safety measures in
the risk assessment are implemented.

Resolving any health, safety and welfare problems members of staff refer to them,
and inform the Headteacher/Business Manager of any problems to which they cannot
achieve a satisfactory solution within the resources available to them.

Ensuring, so far as is reasonably practicable, the provision of sufficient information,
instruction, training and supervision to enable other employees and students to avoid
hazards and contribute positively to their own health and safety.

Establishing acceptable housekeeping and safe storage standards, in all areas of their
responsibility.

In conjunction with the Headteacher, developing a training plan that includes specific
job instructions, induction and health and safety training for new or transferred
employees. Ensuring that the training needs of their staff are monitored and training
opportunities made available. Notify the Business Manager of any identified training
needs annually via the training development plan and as part of the induction
programme for any new staff that join during the year.

Ensuring that all accidents, incidents and dangerous occurrences occurring within
their department are promptly reported and investigated using the Trust’s compliance

system.

3.7. Teaching Staff, Cover Supervisors and Supply Teachers

Teaching Staff, Cover Supervisors and Supply Teachers are responsible to their line
managers or heads of department for the health and safety of themselves, other staff and
students, and activities under their control. In order to achieve this, their duties include

the following:-

Ensuring that a positive health, safety and welfare awareness culture is developed,
actively encouraged and reinforced with all students.

Implementing the health, safety and welfare procedures for students at a level
appropriate for their requirements. Ensuring that these procedures are explained in
terms that they can be easily understood.

Carrying out safety briefings that refer to specific risk assessments, especially before
any hazardous or high-risk activities and lessons. Seeking information on any special
safety measures that must be adopted in their own areas of responsibility and
ensuring that they are adhered to.

Ensuring that all students, probationers and supply teachers are aware of the general
health and safety requirements of the school and the detailed requirements, or
arrangements for activities relevant to them.

Ensuring, so far as is reasonably practicable, the provision of sufficient information,
instruction, training and supervision to enable other employees and students to avoid
hazards and contribute positively to their own health and safety.
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Exercising effective supervision of students and maintain an awareness of emergency
procedures in respect of lockdown, fire, first aid and accident or incident reporting.
Setting an example by personally following safe working practices.

Ensuring that where necessary, the appropriate personal protective equipment is
available, in good condition and used and that any other identified safety measures in
the risk assessment are implemented.

Ensuring that all electrical and other equipment, particularly in higher risk areas, is
visually checked before use.

Reporting to the Line Manager any defects in equipment or identified inadequacies in
procedures. N.B where any defect renders the equipment potentially hazardous, it
should be isolated and clearly labelled ‘awaiting repair’, until repaired or replaced.
Integrating all relevant aspects of health and safety into the teaching process and if
necessary, giving special lessons - e.g. the use of equipment in technology lessons.
Highlighting any training needs deemed necessary to fulfil their role to their line
manager.

Establishing acceptable housekeeping and safe storage standards, in all areas of their
responsibility.

3.8. Other Employees

Under the Health and Safety at Work Act etc. 1974 all employees have general health and
safety responsibilities. Staff must be aware that they are obliged to take care of their own
health and safety whilst at work along with that of others who may be affected by their
actions.

All employees have responsibility to:

Take reasonable care of their own health and safety and that of others who may be
affected by what they do at work

Comply with the Trust and school’s health and safety policy and procedures at all
times.

Work in accordance with training and instructions

Model safe and hygienic practice for pupils

Understand emergency evacuation procedures and feel confident in implementing
them

Report all accidents, incidents and dangerous occurrences in line with the reporting
procedure.

Report all defects in condition of premises or equipment and any health and safety
concerns immediately to their line manager and/or use the system available for doing
this, and where relevant, taking any immediate safety action to stop the issue causing
harm to others while a remedy is put in place.

Report immediately to their line manager any shortcomings in the schools
arrangements for health and safety.

Co-operate with the schools leadership and management on all matters relating to
health and safety
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e Not to intentionally interfere with or misuse any equipment or fittings provided in the
interests of health safety and welfare.

¢ Inform their immediate line manager if something happens that might affect their
ability to work, e.g. suffering an injury, taking prescribed medications that could
affect them, penalty points on a driving license, becoming pregnant or any other
matter that may impact on the safe and healthy performance of their role.

o Ensure that they only use equipment or machinery that they are competent/have
been trained to use.

» Make use of all necessary control measures and personal protective equipment
provided for safety or health reasons.

3.9. Pupils and parents
All pupils and parents are required to:

» Adhere to detailed procedures and policies at the school,

e Cooperate with all staff on health and safety matters,

o Not interfere with anything provided to safeguard their own health and safety,
¢ Take reasonable care of their own health and safety,

¢ Report all health and safety concerns to a member of staff.

3.10. Contractors

All contractors must report to reception, be signed in and given an identity/visitors badge.
On leaving the site they will need to sign out and inform the appropriate member of staff
of the work that has been carried out and any further work that is required.

Contractors will receive induction (covering areas such as asbestos) and agree health and
safety practices with the Headteacher and/or Business Manager before starting work. This
will be recorded and stored in line with records management guidelines. Before work
begins the contractor will provide evidence that they have completed an adequate risk
assessment and produced a method statement for all their planned work.

A contractor’s health and safety record will be taken into consideration as part of any
procurement selection process.

3.11. Visitors

All visitors must report to reception, be signed in and given an identity/visitors badge. On
leaving the site visitors will need to sign out.

Visitors will be provided with site safety information on arrival.

3.12. Work Experience Students

A nominated person will provide health and safety induction to work experience students.
The nominated person will also carry out the risk assessment and ensure all suitable and
relevant checks are carried out on the work experience provider.
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The student(s) will be monitored/supervised by the class teacher or other member of staff
that they are assigned to and liaise if necessary with the nominated person.

3.13. First Aiders and Nominated Persons

Staff, who are competently trained, will be appointed as first aiders and will receive
refresher training as necessary. First Aiders will be required to ensure that they have a
fully stocked first aid kit at their normal place of work to enable them to respond
effectively to any notified incident. First Aiders will have access to the Trust’s
compliance system to enable them to complete and report an incident in a timely manner,
or for really minor incidents, to record on paper if this is more efficient.

Staff, who are competently trained will be appointed as first aiders and will receive
refresher training as necessary to:

s Attend to injuries and incidents occurring at the school and ensure that the injured
party receives appropriate attention and advice. Where a pupil is involved a
parent/guardian to be informed.

s Depending on advice from paramedics, the parent/guardian or member of staff,
escort them to a doctor or hospital where injuries are considered more serious.
Telephone parent/guardian to inform of status of student.

¢ To complete incident reports in respect of all accident, incidents and dangerous
occurrences affecting staff, students and other persons on site.

* Immediately inform the Business Manager of all serious incidents.

A sufficient number of trained first aiders are appointed taking into consideration the age
of pupils, the hours that the school is open for and size of the school site (e.g. several
individual buildings).

3.14. First Aid Coordinator

The First Aid Coordinator will develop and maintain working relationships with other staff,
work effectively and in co-operation with all other staff in the school using their own
knowledge and skills, to contribute positively to the overall welfare of the school and its
students. NB: The Administrator will act as the School’s First Aid Lead but the below
points are covered between the Administrator/Business Manager roles.

The First Aid Coordinator will be responsible for:

e Maintaining school and student records of first aid support given to staff and students.

o Maintaining first aid stocks and records, ensuring that sufficient appropriate materials
and equipment are available to administer first aid when the need arises and
maintaining and restocking first aid boxes.

o Completing accident reports in respect of all accidents, incidents and dangerous
occurrences affecting staff, students and other persons on site.

o Immediately informing the Business Manager/Headteacher of all serious incidents

¢ Analysing the accidents and reporting them at each meeting of the Health & Safety
Committee. (SBM)
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* Maintaining an up-to-date log of current first-aiders and ensuring this information is
distributed/displayed as necessary

3.15. Appointed Educational Visits Coordinator (EVC)

If an Educational Visits Coordinator (EVC) has not been appointed by the school, the roles
and responsibilities remain with the Headteacher. The Administrator supports the
Headteacher with this process.

The Educational Visits Coordinator’s responsibilities are to:

e Attend appropriate and relevant training when required to ensure the competence for
the role, which is detailed in Appendix 8

o Coordinate pupil educational visits or learning outside the classroom and ensure that
effective health and safety management arrangements are in place for pupils, staff
and volunteers.

o Ensure that suitable risk assessments have been recorded for the activity and suitable
and sufficient actions and procedures have been implemented.

o Ensure that advice from the SENCO is sought if applicable for individual students.

e Ensure that there are emergency contingencies, alternative options and that
necessary details and information is provided at key locations, or within online /
server systems.

e Communicate all relevant information and arrangements to providers of educational
visits, staff, students and parents/carers of students to ensure that the key learning
objectives of the visit can safely be achieved.

o Ensure that sufficient resources are allocated and authorised for pupil educational
visits or learning outside the classroom activities.

o Take reference from the National Guidance for the Management of Outdoor Learning,
Educational Visits and Learning outside the Classroom, the Foreign Office, and the
Trust, when appropriate.

3.16. Trade Union Safety Representative

There is no requirement to have a union health and safety representative at the school. If
a person wishes to represent staff, they should have been employed by the school for the
proceeding two years or have enough experience in similar employment. The Safety
Representative and Safety Committees Regulations 1977, as amended, has detailed
information on what the law requires employers to undertake when consulting staff on
health and safety matters.

Any Trade Union Safety Representative will be encouraged by the Headteacher to fulfil his
or her duties as well as being released for any appropriate training. They will also consult
regularly with the Safety Representative on health & safety matters. He or she will be
entitled to inspect the school in accordance with the agreed Trade Union procedures.
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4. Monitoring

This policy will be reviewed by the Headteacher biennially and recommended for approval
to the LGB.

At every review, the policy will be shared with the school’s Health and Safety Committee
for comment.

5. Links with other policies

e Stress Management (Trust level policy)

o Risk Management (Trust level policy)

¢ Safeguarding (school level policy)

o Supporting pupils with medical conditions (school level policy)

¢ Business Continuity and Critical Incident Plan (school level policy)

6. Hazardous Substances

Schools are required to control all hazardous substances. These can take many forms and
the most common are detailed below:

6.1. Control of Substances Hazardous to Health (COSHH)
COSHH includes any form of hazardous material, including:

e Chemicals

¢ Products containing chemicals
e Liquids

e Fumes

e Dusts

e Vapours

e Fibres

e Nano-particles

e Mists

e Gases

¢ Bacteria and viruses

An inventory of all hazardous substances used on site is maintained by the school and
reviewed regularly.

Control of substances hazardous to health (COSHH) risk assessments are completed by
Business Manager/Caretaker and circulated to all employees who work with hazardous
substances. Staff will also be provided with protective equipment, where necessary. The
COSHH register is located in Business Manager’s office.

Staff use and store hazardous products in accordance with instructions on the product
label. All hazardous products are kept in their original containers, with clear labelling and
product information.
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Any hazardous products are disposed of in accordance with specific disposal procedures.

Emergency procedures, including procedures for dealing with spillages, are displayed near
where hazardous products are stored and in areas where they are routinely used.

6.1.1. Legionella

The school recognises that the management of water hygiene is essential to ensure the
prevention of Legionnaires disease, which is a potentially fatal pneumonia caused by
legionella bacteria, and other diseases caused by water borne organisms.

Legionnaires disease can occur from exposure to legionella bacteria, usually in airborne
water droplets, mists or vapours, generated from systems such as cooling towers,
evaporative condensers and hot and cold water services. The propagation of Legionella
bacteria is enhanced by the following system conditions:

o Where the water temperature in a system falls between 20°c and 45°c; the active
temperature range of the bacteria

o Systems in which water is re-circulated or stored

¢ Situation where bacteria growth is supported by the presence of biofilms and other
organic material, scale, rust or sludge which provide nutrients to the bacteria.

The Headteacher is appointed as the responsible person for implementing arrangements to
control the risk of legionella within systems and for reviewing the effectiveness of the
arrangements. The Headteacher appoints the Business Manager as the deputy responsible
person and will ensure that arrangements are in place if either the responsible person or
their deputy are not available.

The Headteacher will manage potential risk from Legionella exposure in accordance with
current legislation, guidance and good practice by:

¢ |dentifying and assessing sources of risk,
¢ Implementing, managing and monitoring Legionella control measures (detailed

below),
¢ Ensuring that suitable and sufficient staff, training and financial resources are

available,
o Keeping up to date records.

The following control measures are designed to mitigate the risk of Legionella exposure
and should be delivered in accordance with Legionella bacteria in water systems Approved

Code of Practice:

¢ A Legionella risk assessment is carried out every three years. This risk assessment will
be reviewed at least annually and when significant changes have occurred to the
water system and/or building footprint.

o Little used water outlets will be flushed at least weekly

¢ Temperature checks will be completed at least monthly

¢ Disinfection of showers will be completed at least quarterly
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e Calorifiers, thermostatic valves and water storage tanks will be inspected at least
annually and the necessary cleaning/servicing undertaken

e Control measures will be completed by a suitable competent individual

e The Business Manager/Caretkaer are responsible for ensuring that the identified
control measures are conducted and recorded in the school’s water log book.

If an outbreak of Legionella bacteria is detected the Headteacher should contact the Chief
Financial and Operating Officer as a matter of urgency.

The necessary notification to the Health and Safety Executive along with the necessary
remedial action will be undertaken immediately by suitable competent individual.

6.2. Gas safety

Installation, maintenance and repair of gas appliances and fittings will be carried out by a
competent Gas Safe registered engineer.

Gas pipework, appliances and flues are regularly maintained.

All rooms with gas appliances are checked regularly to ensure that they have adequate
ventilation.

Installation, maintenance and safety arrangements apply to all gas appliances including
those used externally e.g. BBQ's or external heaters.

6.3. Asbestos
The asbestos management plan and associated guidance is attached as Appendix 3.

Staff are briefed on the hazards of asbestos, the location of any asbestos in the school and
the action to take if they suspect they have disturbed it or they notice any damage. This
training is incorporated in induction training for new staff and forms part of annual Health
and Safety refresher training for staff.

A full asbestos management survey will be undertaken every ten years and updated with
any changes. An asbestos re-inspection survey will be undertaken every year and updated
to reflect any change in condition of Asbestos Containing Materials. All surveys are stored
in an online portal. Details of any remedial or removal work is updated in the portal
allowing real time tracking of any changes. If asbestos is identified it is risk rated in
consultation with an Asbestos specialist and a decision must be made as to whether the
asbestos should be removed, in consultation with the Trust’s Chief Financial and Operating
Officer. If the asbestos is not deemed to be a risk, due to its location and/or condition,
the Headteacher will become responsible for its management.

A regular inspection system is in place to monitor the condition of the asbestos (where it is
accessible) and the findings recorded. If any damage or flaking is noticed to an asbestos
containing material, either during an inspection or otherwise, it should be reported
immediately to the Headteacher and the Trust’s Chief Financial and Operating Officer.
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Material known to contain asbestos e.g. ceiling tiles, must never be drilled or screwed
into, nor must any item be affixed to it e.g. posters or mobiles, especially with pins or
staples.

Arrangements are in place to ensure that contractors are made aware of any asbestos in
the area that they will be working in and that it is not disturbed by their work.
Contractors will be advised that if they discover material which they suspect could be
asbestos, they will stop work immediately, until the area is declared safe, and report to
the Headteacher. Contractors are required to sign and confirm that they have seen the
asbestos register in relation to the area they will be working in or the activities they will
be undertaking.

A record is kept of the location of asbestos that has been found on the school site as
detailed in Appendix 4.

6.4. Radon

Radon is a naturally occurring clear, odourless radioactive gas that escapes naturally from
the rock beneath the earth’s surface and can seep out of the ground and build up in
houses and indoor workplaces. Radon is itself a ‘decay’ product of radioactive uranium
and is naturally found in rocks such as granite.

Most radon gas breathed in is immediately exhaled and presents little radiological hazard.
However, the decay products of radon are radioactive. Radon contributes by far the
largest component of background radiation dose received by the UK population and, while
the largest radon doses arise in domestic dwellings (due to the longer time spent there),
significant exposures are possible in workplaces.

Radon Surveys are conducted in any building or basement where its location and
characteristics suggest that elevated levels may be found and significant exposures to
employees and/or other persons are possible. Radon measurements from these surveys are
recorded in the Trust’s compliance system and these measurements dictate whether or
not repeat testing is required every 5 years or every 10 years.

Where indicated by the survey, immediate steps will be taken to manage occupational
exposures.

7. Accidents, incidents and dangerous occurrences

7.1. Recording Accidents, incidents and dangerous occurrences

An electronic incident form will be completed as soon as possible after the accident,
incident or dangerous occurrence occurs by the member of staff or first aider who deals

with it.

As much detail as possible will be supplied when reporting an Incident.
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Information about injuries will also be kept in the pupil’s educational record or on the
staff member’s personal file (paper or electronic), as appropriate.

Records held in the system will be retained by the school in line with the LSP Records
Management Policy and in accordance with regulation 25 of the Social Security (Claims and
Payments) Regulations 1979, and then securely disposed of.

7.2. Head injuries

The NHS has advice on how to deal with Head injuries. The school will use its best
judgement and will err on the side of caution on a case by case basis whether or not to
contact NHS services directly or to advise family members to seek medical attention.

7.3. Reporting to the Health and Safety Executive

Records will be kept in the Trust’s compliance system of any accident, incident or
dangerous occurrence (an event that does not cause harm but does have the potential to
cause injury or ill health) which could result in a reportable injury, disease, or dangerous
occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7).

Logging a potentially Reportable Incident in the Trust’s compliance system will notify the
Trust’s appointed Health and Safety Advisor who will report incidents, where appropriate,
to the Health and Safety Executive as soon as is reasonably practicable and in any event
within 10 days of the incident.

The logged incident will be ‘reviewed’ by your Hub Estates Manager on The Trust’s
compliance system at such time as the Trust’s competent Health and Safety Advisor have
either confirmed that they have reported the incident to the HSE or that it is unnecessary
to do so. In the case of dangerous occurrences, this will be logged as an issue in the
Trust’s compliance system and will only be closed when any necessary remedial action has
been taken.

Reportable injuries, diseases or dangerous occurrences include:

¢ Death

o Specified injuries. These are:

o Fractures, other than to fingers, thumbs and toes

Amputations
Any injury likely to lead to permanent loss of sight or reduction in sight
Any crush injury to the head or torso causing damage to the brain or internal
organs
Serious burns (including scalding)
Any scalping requiring hospital treatment
Any loss of consciousness caused by head injury or asphyxia
Any other injury arising from working in an enclosed space which leads to
hypothermia or heat-induced illness, or requires resuscitation or admittance to
hospital for more than 24 hours

0O O O

o 0 O O
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¢ Injuries where an employee is away from work or unable to perform their normal work
duties for more than 7 consecutive days.

* Where an accident leads to someone being taken to hospital.

o Where something happens that does not result in an injury, but could have done.

e Dangerous occurrences that do not result in an injury, but could have done. Examples
of near-miss events relevant to schools include, but are not limited to:
o The collapse or failure of load-bearing parts of lifts and lifting equipment
o The accidental release of a biological agent likely to cause severe human illness
o The accidental release or escape of any substance that may cause a serious injury

or damage to health

o An electrical short circuit or overload causing a fire or explosion

7.4. Notifying parents

The Headteacher, supported by the school office, will inform parents of any significant
accident or injury sustained by a pupil, and any first aid treatment given, on the same
day, or as soon as reasonably practicable.

7.5. Reporting to Ofsted and child protection agencies

The Headteacher, in conjunction with the Chief Financial and Operating Officer, will
notify Ofsted of any serious accident, illness or injury to, or death of, a pupil while in the
school’s care. This will happen as soon as is reasonably practicable, and no later than 14
days after the incident.

The Headteacher, in conjunction with the Chief Financial and Operating Officer, will also
notify the appropriate Local Authority of any serious accident or injury to, or the death of,
a pupil while in the school’s care.

7.6. Reporting to the Health and Safety Committee

Details of all accidents, incidents or dangerous occurrences (events that do not cause
harm but do have the potential to cause injury or ill health) which could result in a
reportable injury, disease, or dangerous occurrence as defined in the RIDDOR 2013
legislation (regulations 4, 5, 6 and 7) are provided to the schools Health and Safety
Committee. The Committee will be advised of issues and trends and of measures that can
be implemented to prevent reoccurrence. The Committee will ensure that all actions are
taken to prevent any reoccurrence, so far as is reasonably practicable.

7.7. Pupil Medications

Information on pupils who have specific medical requirements e.g. asthmatics, epileptics,
is kept on the schools SIMS system and made available electronically to the necessary

staff.

Children and young people, who are asthmatic, are required to keep a spare inhaler at the
school. Spare inhalers must be kept in a secure staffed areas and labelled with the
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child/young person’s name. The secure storage area should be accessed by designated
staff to ensure that the inhalers are available in an emergency.

Medication may only be administered for documented medical conditions where routine
administration has been formally agreed or in an emergency situation, where it is critical
to life and the Headteacher has prior written knowledge about the child or young person’s
medical condition. Any medication of this nature must be kept in a secure location and all
relevant staff be informed and advised on how to access it.

Staff administering medication in an emergency must be fully trained to do so.

The School Office/Classroom Support Staff/SENDCo - dependent on the nature of the
below - are responsible for:

e Administering prescription and other medicines where there is no alternative to them
being taken in school time, when written parental consent has been obtained to do
so.

o Collecting data including administration of medication, Personal Health Plans, consent
forms and medication retained, and keeping it up to date at all times.

o Liaising with the Health and Safety Advisor, Health Centre, School Nurses and parents
as appropriate.

o Managing the input, maintenance and retrieval of all medical data in respect of
students and staff at the School, ensuring that confidential information is held
securely.

Individual risk assessments should be completed for pupils requiring medication if risks are
not adequately reflected in the parental consent form.

Arrangements for the administration of medication in the school will be in accordance
with the school’s Supporting pupils with medical conditions Policy.
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9. Equipment

The Provision and Use of Work Equipment Regulations 1998 (PUWER) places duties on
people and companies who own, operate or have control over work equipment.

All equipment and machinery is maintained in accordance with the manufacturer’s
instructions. In addition, maintenance schedules outline when extra checks should take

place.

When new equipment is purchased, it is checked to ensure that it meets appropriate
educational standards.

All equipment is stored in the appropriate storage containers and areas. All containers are
labelled with the correct hazard sign and contents.

9.1. Electrical infrastructure and equipment

Arrangements are in place to ensure that the school complies with the Electricity at Work
Regulations (EAWR 1989)

Fixed wire testing is undertaken every 5 years and any necessary remedial work is
undertaken. Information on the test and the remedial work is recorded in the Trust’s

compliance system.

Emergency lighting is formally inspected at least annually. Details are recorded in the
Trust’s compliance system.

All staff are responsible for ensuring that they use and handle electrical equipment
sensibly and safely.

Any pupil or volunteer who handles electrical appliances does so under the supervision of
the member of staff who so directs them.

Any potential hazards, electrical faults or faulty fittings must not be used and must be
reported to the Headteacher or Business Manager immediately.

Permanently installed electrical equipment is connected through a dedicated isolator
switch and adequately earthed. All isolator switches are clearly marked to identify their

machine.
Only trained staff members can check plugs.

Portable appliance test (PAT) will be carried out by a competent person annually. A PAT
register is maintained and all defects identified are either repaired or removed

immediately.

Electrical apparatus and connections will not be touched by wet hands and will only be
used in dry conditions.
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Maintenance, repair, installation and disconnection work associated with permanently
installed or portable electrical equipment is only carried out by a competent person.

Staff are informed that they should not bring electrical items in from home unless they are
new or a recent portable appliance test (PAT) can be evidenced.

Where it is necessary to use an extension lead this must be only as a temporary measure.
Extension leads should be fully unwound. Extension leads should be RCD compliant and
new or PAT tested prior to use.

Hirers of the school’s facilities, contractors and visitors must ensure that any electrical
equipment they bring in to the school must have an appropriate portable electrical test
and be safe to use. Random checks of electrical equipment may be required to ensure
compliance with this arrangement.

9.2. PE equipment

Pupils are taught how to carry out and set up PE equipment safely and efficiently. Staff
check that equipment is set up safely before use.

Any concerns about the condition of the gym floor or other apparatus will be reported to
the Headteacher or Business Manager.

PE equipment will be inspected annually by a competent person, and records kept.
9.3. Outdoor play equipment or other wooden structures

External play equipment will only be used when supervised. The equipment will be
checked daily by staff for any apparent defects and for contamination by animals.

Outdoor play equipment will be independently inspected annually by a suitably qualified
individual.

If necessary outdoor play equipment or other wooden structures, e.g. decking, will be
sealed off and secured from use in unsafe conditions, such as heavy rain or lightening.

9.4, Display screen equipment

All staff who use computers daily as a significant part of their normal work will undertake
a display screen equipment (DSE) assessment for each workplace. ‘Significant’ is taken to
be continuous/near continuous spells of an hour or more at a time. Staff should raise any
issues with their line manager.

DSE assessments are available on the Trust’s compliance system.

Staff identified as DSE users are entitled to an eyesight test for DSE use upon request, and
at regular intervals thereafter, by a qualified optician (and a contribution towards
corrective glasses provided if required specifically for DSE use in line with the Staff
Expenses Policy).
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9.5. Specialist equipment

Parents are responsible for the maintenance and safety of their children’s individual
specialist equipment such as wheelchairs. In school, staff promote the responsible use of
such equipment.

Oxygen cylinders are stored in a designated space, and staff are trained in the removal
storage and replacement of oxygen cylinders.

10. Fire

The school maintains a fire log in the Trust’s compliance system containing full details of
evacuations, servicing and checks. The log is regularly updated by the
Headteacher/Business Manager/Caretaker.

Emergency exits, assembly points and assembly point instructions are clearly identified by
safety signs and notices, and free from obstructions. Final exit doors must be unlocked
while there are people in the building.

Fire risk assessment of the premises is maintained and reviewed regularly.

Emergency evacuations are practised at least three times per year. Details should be
recorded in the Trust’s compliance system.

The fire alarm is a loud two tone continuous siren.

Fire alarm testing will take place at least once a week. Manual break glass points from
different zones should be used to trigger the alarm to ensure that all break glass or other
points are in working order. Details should be recorded in the Trust’s compliance system.

Fire extinguishers and emergency lighting are formally inspected at least annually. Details
are recorded in the Trust’s compliance system.

The location of explosive substances such as gas supply pipes, butane gas cylinders and
highly flammable substances should be known and made available to emergency services
as required.

New staff will be trained in fire safety as part of their induction training and all staff and
pupils will receive annual refresher training and be made aware of any new fire risks.

In the event of a fire:

» The alarm will be raised immediately by whoever discovers the fire and emergency
services contacted. Evacuation procedures will also begin immediately.

¢ Fire extinguishers may be used by staff only, and only then if staff are trained in how
to operate them and are confident they can use them without putting themselves or
others at risk.

¢ Staff and pupils will congregate at the assembly points. These are the assembly
points: Church Playground
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e Class teachers will take a register of pupils, which will then be checked against the
attendance register of that day.

o The Business Manager/Administrator will take a register of all staff.

» Staff and pupils will remain outside the building until the emergency services say it is
safe to re-enter.

The school will have special arrangements in place for the evacuation of people with
mobility needs and fire risk assessments will also pay particular attention to those with
disabilities.

A fire safety checklist can be found in appendix 2.
11. Food Safety

Food safety is managed through the Food Standards Agency advice and guidance. It is
linked to occupational health and safety through the equipment and utilities used and the
activities.

Food safety and hygiene uses a HACCP (Hazard Analysis and Critical Control Point) system
similar in framework to risk assessment and risk control systems.

All activity using food including catering, curriculum activities and PTA events are
controlled using the same standards.

Appropriate risk assessments are undertaken to ensure that we prepare and respond to
food allergies/intolerances.

12. Glazing

A glazing review is undertaken by the Headteacher. Any unsafe glazing identified in the
review will be replaced.

Any damaged glass will be reported and replaced immediately.

These arrangements apply to all glazing including external buildings e.g. sheds.
13. Infection prevention and control

Schools follow national guidance published by the UK Health Security Agency and
Government guidance on infectious diseases to support infection control in conjunction
with their infectious diseases risk assessment

14. Lettings of school facilities

This policy applies to lettings. Those who hire any aspect of the school site or any
facilities will be made aware of the content of the school’s health and safety policy by the
Business Manager and will have responsibility for complying with it.

15. Lockdown procedures

H&S Policy Statement
File ref: G:\Policy Documents\CURRENT S+ POLICIES\H&S Policy And Appendices\2 Health And Safety Policy
Section 2 Sept 23.Docx

28



Document title HE&S Policy Statement
Version 5.0

Management of the lockdown procedure is the responsibility of the Headteacher. The
Headteacher will devise and communicate the lockdown procedure to all necessary staff,
pupils, parents/carers, contractors and visitors.

The lockdown procedure will be practiced and reviewed at least annually.

Lone working
Lone working may include:

¢ Late working

o Home or site visits

e Weekend working

¢ Site manager duties

¢ Site cleaning duties

e Working in a single occupancy office

Potentially dangerous activities, such as those where there is a risk of falling from height,
will not be undertaken when working alone. If there are any doubts about the task to be
performed then the task will be postponed until other staff members are available.

A risk assessment should be completed for instances of lone working. The employee(s) has
a responsibility to report any medical conditions that may make them unsuitable to work
alone.

16. Manual handling

It is up to individuals to determine whether they are fit to lift or move equipment and
furniture. If an individual feels that to lift an item could result in injury or exacerbate an
existing condition, they will ask for assistance.

The school will ensure that proper mechanical aids and lifting equipment are available in
school, where necessary and that staff are trained in how to use them safely.

A manual handling risk assessment should be carried out and recorded for all manual
handling activities that pose a risk of injury to school staff.

Staff and pupils are expected to use the following basic manual handling procedure:

¢ Plan the lift and assess the load. If it is awkward or heavy, use a mechanical aid, such
as a trolley, or ask another person to help.

o Take the most direct route that is clear from obstruction and is as flat as possible.

¢ Ensure the area where you plan to offload the load is clear.

* When lifting, bend your knees and keep your back straight, feet apart and angled out.
Ensure the load is held close to the body and firmly. Lift smoothly and slowly and
avoid twisting, stretching and reaching where practicable.

Expectant mothers must not undertake any hazardous manual handling activities.

17. New, breastfeeding and expectant mothers
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Risk assessments will be carried out whenever any employee or pupil notifies the school
that they are pregnant.

Appropriate measures will be put in place to control risks identified. Some specific risks
are summarised below:

» Chickenpox can affect the pregnancy if a woman has not already had the infection.
Expectant mothers should report exposure to antenatal carer and GP at any stage of
exposure. Shingles is caused by the same virus as chickenpox, so anyone who has not
had chickenpox is potentially vulnerable to the infection if they have close contact
with a case of shingles.

¢ If a pregnant woman comes into contact with measles or German measles (rubella),
she should inform her antenatal carer and GP immediately to ensure investigation.

e Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If
exposed early in pregnancy (before 20 weeks), the pregnant woman should inform her
antenatal care and GP as this must be investigated promptly.

18. Occupational stress

The school is committed to promoting high levels of health and wellbeing and recognises
the importance of identifying and reducing workplace stressors through risk assessment.

Systems are in place within the school for responding to individual concerns and
monitoring staff workloads.

Schools should refer to the Trust’s Stress Management Policy for further information.

19. Educational visits

The School may appoint an Educational Visits Coordinator. Where an Educational Visits
Coordinator has not been appointed by the school, the roles and responsibilities remain
with the Headteacher. At St Andrew’s the EVC is the Headteacher, supported by the
Administrator.

When taking pupils off the school premises, in line with appropriate regulations, the
school will ensure that:

e Visits are led by competent staff with their specific and relevant competencies
detailed in the risk assessment.

o Risk assessments are completed where off-site visits and activities require them, with
those that are either residential or include adventurous activities sent to the Trusts’
appointed competent Health and Safety Advisor (e.g. via the schools’ secure GoTo
area on Delegated Services website) at least 4 weeks prior to trip, or 6 weeks if
overseas.

e All off-site visits are appropriately staffed. Staff will take a mobile phone, a portable
first aid kit, information about the specific medical needs of pupils.
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 [f any of the school trip will be outside of school hours the parents’ and carers’
contact details must be taken and a member of staff not attending the educational
visit will be nominated to provide support for the visit

o There will always be at least one first aider on school trips and visits.

o For schools with Early Years Foundation Stage provision, there will always be at least
one first aider with a current paediatric first aid certificate on school trips and visits,
as required by the statutory framework for the Early Years Foundation Stage.

e The adventure activities licencing regulations and/or DfE guidance covering health
and safety on education visits have been consulted.

20. Risk Assessments

Assessing risk is an important part of the overall process used to control and mitigate risks
in our school. The schools risk assessments consider what harm an activity may cause
people and identifies the reasonable steps and control measures that we can take to
prevent that harm.

Risk assessments are produced in consultation with all applicable staff.

Appendix 6 includes a list of the risk assessments that the school has in place. Risk
assessments should be reviewed in a timely manner to reflect any changes in
circumstances, procedures or legislation but at least every three years. Some risk
assessments should be reviewed annually, and this is detailed in Appendix 6.

21. Site security

The Headteacher/Caretaker are responsible for the security of the school site in and out
of school hours. They are responsible for visual inspections of the site, and for ensuring
the intruder and fire alarm systems are fully functional

A site security risk assessment is carried out and reviewed at least annually.

22. Smoking

Smoking is not permitted anywhere on the school premises. This includes electronic
cigarettes.

23. Training

All staff are provided with health and safety training as part of their induction process and
annual refresher training.

Staff who work in high risk environments, such as in science labs or with woodwork
equipment, or work with pupils with special educational needs and disabilities (SEND), or
work at height are given additional health and safety training.

Training will be provided in line with the Trust’s mandatory training requirements
provided in Appendix 8.
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24. Violence at work

Staff should not be in any danger at work, and violent or threatening behaviour towards
staff will not be tolerated.

All staff will report and record any incidents of aggression or violence (or dangerous
occurrences) directed to themselves to the Headteacher immediately and this will be
recorded on the Trust’s compliance system. This applies to violence from pupils, visitors
or other staff.

25. Warning and Banning

The school will give warning in writing to any parent/carer that is behaving in a manner
thought to be threatening or abusive to explain this behaviour is unacceptable and will not
be tolerated.

Section 547 of the Education Act 1996, and its updates, make it a criminal offence to
commit nuisance and trespass on school sites. The Headteacher, or the Trust’s Competent
Health & Safety Advisor acting on the Headteachers behalf, is authorised to act on the
school’s behalf in taking proportionate action, in accordance with natural justice, in
exercising those powers on our behalf.

Schools are not public places, and the school can decide who is welcome, or not, using
their rights as Landlord of the site.

Parents/Carers will be given a home/school contract to explain expectations of their
behaviour and procedures if these expectations are not met.

26. Working at height

The school will ensure that work is properly planned, supervised and carried out by
competent people with the skills, knowledge and experience to do the work. A risk
assessment should be completed for instances of working at height.

In addition:

o The Caretaker etains ladders for working at height

¢ Pupils are prohibited from using ladders

o Staff will wear appropriate footwear and clothing when using ladders

¢ Contractors are expected to provide their own ladders for working at height

o Before using a ladder, staff are expected to conduct a visual inspection to ensure its
safety

o Access to high levels, such as roofs, is only permitted by trained persons
o Contractors are expected to provide their own equipment and will not be

permitted to use the school’s equipment.

A ladder log is maintained and subject to appropriate inspection and recording to
evidence that they are fit for purpose. Please note that the term ladder includes
step ladders.
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Appendix 1

St Andrew’s CE Primary School - A high level summary of the school’s strategic
approach to effective Health and Safety management

Schools

Heh

Annual
conversation to
discuss Health &
Safety
performance and
risks to identify
actions for the
coming year
(H&S Committee
or equivalent)

\iDo"

Comply with
health and safety
legislation and the
Trust’s Health and
Safety Policy
(Headteacher)

_ Check

Review, challenge and
update the risk
register for any Health
and Safety concerns,
changes or legal
requirements three
times a year (LGB)

' Take remedial action

to resolve or improve
Health & Safety
performance
(Headteacher/Business
Manager)

Biennial review
of the schools
Health & Safety
Policy following
updated

Continually update
the risk register
for any Health and
Safety concerns,
changes or legal

Receive annual
supportive audit of
Health & Safety
performance from the
Trust’s competent

resources are
planned within
the budget to
meet Health &
Safety
responsibilities
(Headteacher
and LGB)

assessments in a
timely manner to
reflect any
changes in
circumstances,
procedures or
legislation but at
least the Trust’s
compliance system
three years
(Headteacher)

template policy | requirements advisor (H&S

from the Trust (Headteacher) Committee or
equivalent)

Ensure sufficient | Review risk Have termly Health &

Safety meeting with
the Hub Estates Lead
(Headteacher/Business
Manager)

Review H&S
performance including
monitoring data three
times a year (H&S
Committee or
equivalent)
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Appendix 2-Fire safety checklist
Issue to check Yes/No

Are fire regulations prominently displayed?

T —— =

| Is fire-fighting equipment, including fire blankets, in place?

[ e
—— ———

Does fire-fighting equipment give details for the type of fire it
should be used for?

Are fire exits clearly labelled?

e

I Are fire doors fitted with self-closing mechanisms?

Are flammable materials stored away from open flames? l
Installed the ‘What3Words’ App on all school owned mobile
devices and encouraged the use on staff personal devices

|

Do all staff and pupils understand what to do in the event of a fire? - please see below: |:

Refresher training provided annually for all staff and pupils _g-

e —
“Induction training provided for new staff and pupils

All staff and pupils made aware of any new fire risks |

Can you easily hear the fire alarm from all areas?

Signed:
Position:

Date:
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Appendix 3- Asbestos Management Plan and
Guidance

Introduction

This document sets out the procedures for managing asbestos containing material
on any Lighthouse Schools Partnership premises.

a) The presence in the work place of asbestos containing materials (ACM’s) does
not in itself constitute an active danger. Persons may be exposed to significant
risk, however, if activities which give rise to airborne asbestos fibre release-for
example: cutting drilling breaking or machining are carried out, and good
management techniques are not applied.

b) No member of staff, contractor or member of public is expected be exposed to
asbestos fibres when working on or visiting a Lighthouse Schools Partnership
school. Staff whose normal duties may bring them into contact with existing
ACM’s such as site maintenance staff, electrical and building maintenance
contractors will have previously attended an asbestos awareness training

course.

Statement

The Trust is committed to providing a safe and healthy work place. To achieve this
asbestos is managed and exposure eliminated or reduced in accordance with

current regulations.

a) An effective asbestos management strategy is maintained.

b) Appropriate risk assessments are carried out recorded and reviewed.

c) Safe systems of working with asbestos are promoted with the schools own staff
and external contractors.

d) Asbestos awareness for school staff is promoted through asbestos awareness
training or tool box refresher training annually.

e) Contractors working at any Trust school will provide written evidence of up to
date staff asbestos awareness training on an annual basis.

f) An up to date asbestos register listing all identified ACM’s, with floorplans
showing ACM locations (See Appendix 4).

g) All Contractors and school maintenance staff are required to sign to confirm
they have seen the asbestos register in relation to the area that they will be
working in or the activity they will be undertaking.

h) The designated duty holder for each school unless otherwise stated is the
Headteacher.

The Duty holder can nominate a member of staff to act as the responsible
person for managing asbestos on the school premises.

i) If any ACM is damaged the area will be sealed off immediately to prevent access
to the area. Emergency procedures to be followed are:

H&S Policy Statement
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IF AT ANY TIME YOU COME ACROSS A DAMAGED ASBESTOS MATERIAL OR
IDENTIFY A SUSPICIOUS MATERIAL YOU MUST:

Document title H&S Policy Statement
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EMERGENCY PROCEDURES

STOP WORK
SECURE THE AREA e.g. close windows and doors affix warning signage.
NOTIFY THE SITE RESPONSIBLE PERSON OR DUTY HOLDER.

RECORD and REPORT the timeline of events and affected individuals at
the earliest opportunity.

j) A refurbishment or demolition survey will be required to be used to locate and
describe, as far as reasonably practical, all asbestos containing materials in the
area where the building works will take place or the whole building if
demolition is planned.

k) The survey will be fully intrusive and involve destructive inspection, as
necessary, to gain access to all areas including those that may be hard to reach.

Responsibilities

The Board of Trustees have overall responsibility for the asbestos policy and
management guidance and plan. The Trustees responsibilities include:

Directing the asbestos policy at operational level.

Ensure asbestos registers are in place.

Ensure annual re-inspections are carried out by a competent person.

Unless otherwise stated the Head teacher will be the designated Duty Holder
for asbestos management within the School.

The Head teacher can nominate a responsible person to manage the asbestos
on the School premises but cannot discharge his or her legal duty.

The duty holder and/or the responsible person responsibilities include:

Assess and monitor the condition of the ACM’s

Ensure that all contractors and School maintenance staff have sufficient and
relevant asbestos training no more than 12 months apart.

Record and report any damage caused to ACM’s to the Chief Financial and
Operating Officer.

Ensure that all contractors are given access to the asbestos register and
obtain a signature to retain as proof.

Ensuring contractors work in accordance with this guidance document.
Ensuring that asbestos management is included on the agenda at all building
or maintenance pre-contract meetings.

Maintain the asbestos management and communication plan provided as
Appendix 5.
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Asbestos contractors are responsible for:

Complying with current regulations.

¢ Providing the necessary documentation to the HSE before notifiable work
commences.

e Attend pre- contract meetings and provide risk assessments and safe methods
of work.

o Attending site to assess and prepare quotations for ACM removal of
encapsulation work.

e Carry out annual asbestos register inspections
Carry out refurbishment and demolition surveys.

o Attend and make safe any areas of School buildings affected by asbestos
disturbance of damage.

e Provide copies of notification and consignment notes and other
documentation for School records.

School staff

It is unlikely that school employees will be exposed to an ACM. However, they have
the following responsibilities:

¢ Not to disturb or commission others to disturb any part of the fabric of a
building without consultation with the duty holder or responsible person e.g.
drilling or fixing nails or screws or using drawing pins.

» To report immediately any materials or damage in their work area which they
suspect to be an ACM to the duty holder or nominated responsible person.

IF IN DOUBT LEAVE IT ALONE AND REPORT IT

Further reference

Health and Safety at Work Act 1974

Control of Asbestos Regulations 2006

Management of Health and Safety at Work Regulations 1999
Construction Design Management Regulations 2015

Other related regulations
Workplace (Health and Welfare regulations) 1992
CoSHH regulations 2002

H&S Policy Statement
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Appendix 4- Asbestos Register

Below as of Survey on 02/08/2023. Please note that the asbestos management is now

H&S Policy Statement

4.0

held in a LIVE portal accessed by the Headteacher/SBM so the below may have changed
and the portal should be referred to for most up to date information.

AD=Asbestos Detected

PTCA=Presumed to Contain Asbestos

SPTCA=Strongly presumed to Contain Asbestos

d Locatt Material tevel of Asbestos | Quantity Risk Recommandation
Reference Dascripiion tdentification | Type Assessment
Score
(Priority)
Main buikding .
2 Ground fioor / Open Plon | YYhile floor files benzatty Chiysotie|  sonw oW Monitor Condition
N carpet ties '
Jeoching 019
N‘w‘ blﬂdl‘ )g .
3 Ground Fioor / Openian | GreY floor files beneoth Cheysotie | som® Low Moritor Condilion
N carpet tiles
Teoching 019
Mdin building : .
a Ground Floor / Classioom | #VMite floor ""e';:’"""" Chiysotie | 34nv Low Monitor Concition
ond Cupboards 020 cane 5
Main buikling
5 Ground Floor § Classroom | OT8Y 00! "f:;:’““"’ Cheysotie | 34 Low Monitor Condition
and Cupbocrds 020 i)
No gained withi i
Min buiding R o e
& Ground Fioor / Clossroom obstruction of stored ftems Presumed Exercise Coution
ond Cupboords 020
Moin buikting Ho occess gained within
7 Ground floor / Switchgeer | electrical swilch box due Presumed Exetcise Coution
Cupboord 026 fo ive status
Incident location Material Leval of Asbestos | Quantity Rizk Recommendation
Reference Descripfion identificalion| Type Assessment
Score
{Priority)
Main buiiding
8 Ground Floor / Switchgeor White floor tiles Chrysofle | 0.5m® Monitor Condition
Cupboord 026
Main buliding
9 Ground Floor / Switchgeor Grey floor tites Chrysofile | 0.5m? Monilor Condition
Cupboord 026
Main biokdng 9 Chrysotie
n Ground Floor / Bolker Room | Cling board ponels to AD + 6im Moritor Contilion
032 Amosite
‘V‘OAl w .q . o
14 | Ground Fioor  serverRoom | White fioor fiies beneath Chvysoble | 2w Monitor Condilion
carpet tiles
033
Main buiiding .
15 Ground Foor / Server Room Grey floor files beneoth Chrysofile 2m* Monitor Condilion
033 corpet ties
Main buiiding : i
16 Ground Fioor / Closstoom w""‘::“ ":f;;‘"’“"‘ Cheysofiie | 225 Low Mornitor Condition
and Cupboords 034 pe
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Incident 1 i Moterial Lavel of Asbestos | Quantity Risk Recommaendaotion
Reference Descripfion Identification | Type Assessment
Score
(prority)
Main building
17 Ground fioor / Classoom | &eY flee "",’i::"“’“ Chrysofie | 225m? Low Monfior Candition
and Cupboonds 034 corpe
Main bullding . s b
18 Ground floor 7 Clossoom Whits fioor h:ﬁe oth Chiysotile | 2&6m” Low Monitor Condition
and Cupboords 0358 corpel les
Main buiiding .
19 Ground Hoor / Classioom Grey ::I:ov M'elsi:seneoth Chrysotie | 28 m? Low Monitor Condilion
and Cupboards 038 ot
5 Cement lascio panel
2 Ground Fioor /Store 04g | ©°1ind buldens poper kB Chsafie]]  4m Menifor Concition
within celing void
. y Cement toscio panel
Main building . .
2 Ground Floor/ Stare 049 | Dehind bulkders pape Chrysotie [ 4m Monitar Condition
within cefing void
Main bullding Green floor ties ond " ; —
% Ground Floor / Store 052 achesive o Chiysofie | 4 MonilosCanition
incident Location Material Levei of Asbesios | Quantity Risk Recommendation
Referance Description identiicalion | Type
Main ing Green floor tiles and
28 Ground 1 Stors 055 odhesive beneu'tl loase Cheysotile Monitor Condilion
non asbestos vinyl
A No access goined within
Moin building s A
Fal electrical switch box due Presomed Exercise Coution
Ground Floor / Store 054 1o five stalus
Moin bullding Cement lascia ponel
30 Ground Floor / Classroom behind buliders paper Chrysotile Monitor Condition
057 within celing void
. Cement lascia ponet
3 GroundFloor / Clooks 058 | OSTind bulders poper Chnotis MBHIDr Conclion
within ceiing void
Main bulding Cement foscio panet
32 Ground Foor / Classroom fehind buiders paper Chrysotile Monitor Condition
061 within celing void
Main building Cement fascia panst
33 Ground Floor / Music behind buikiers poper Chrysofile Monitor Condifion
Clossroom 062 within celing void
Incident Location Material level ol Asbsstos | Quantity Risk Recommendation
Referance Descripfion identification | Type Assessmant
Score
(Prority)
L Cement fascio panel
“ Ground Floor / Clooks0sa | Derinet buldess pope Chrysofie|  4m SIS Condiion
within ceiing void
Main buiiding Cement lascia ponel
as Ground Roor / Classroom behind buiderns paper Chrysofie dm Monitor Condition
066 within cesing void
Yo i Cemenl fascio ponel
36 G Fioor 4 Librory 067 behind buikiers paper Chrysofile ém Monilor Condition
o) oY within ceiling void
. Cement foscia ponet
37 ey b‘f“""k‘ osa | bohind buiders poper Creysolie | 4m Monitor Condition
within celling void
Moin buliding Cement fascio ponel
38 Ground floor / Clossioom behind buiders paper Cheysotie | 17 m Monitor Condilion
071 within celing void
Main budding Cement fascio panel
3¢ Ground foor / Classroom behind buiders paper Chrysolile m Monitor Condition
073 within ceiing void
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Incident Location Material Level of Recommendoiion
Reterence Desciiption Ideniification
Main bullding Cemenl foscio ponel
40 Ground Roor / Classroom behind buikders poper Monitor Condition
| 076 within celing void
' o Cement foscia behind
44 Gioond b“'::": 081 buliders popsr within Monitor Condition
o Berdpichen celing void
Cement fascia behind
45 builders paper within Monitor Condition
Ground fioor / Lobby 082 ceiing void
Cement fascia behind
44 & 3 Floot / W.C 083 buidefs popefwthm Monitor Condition
ceiling void
Main building Cement fascio behind
47 Ground Floor / Corelaker's buiiders poper within Monitor Condition
Store ond W.C 084 ceiing vok!
Main building .
w“ External / Edemol oreos | €SN "":c': ta ossemboly Monitor Conitior:
£01
incident Location Material Leval of Asbesios | Quantity Risk Recommendation
Reference Dascription Identificotion| Type Assessmant
Score
{Priodty)
1in Uil
50 Extemal / Externcl oreas Domp proot membrane o Chrysotie | Throughout Monitor Condifion
01 foo! ol building

Appendix 5 - Asbestos Management and
Communication Plan
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School: St Andrew’s CE Primary School
ASBESTOS MANAGEMENT PLAN

1. Responsibilities Name -Title
Who is the site Duty Holdec? Frances Martin Headteacher
Who is the person with day to day operational ibility for ging ast site? | Frances Martin Headteacher

Who is responsible for undertaking the annua! pection of ACM's and updating the

CASA Environmental Services LTD (via LSP central contract)

Who is the author of this plan Jo Beavan Business Manager

2. Reviewing this Management Plan

Date this Management Plan was first produced 20/11/2023
Date of last review 28/11/2023

3. How the location and condition of ACM’s are recorded

1, Management survey with annusl re-inspection reports via CASA

How is informaticn about Asbestos an the premises recorded?
2. Asbestosregister maintained in CASA online portal

Where sre hard copies of the Asbestos Register and site plans kapt on site Headtzacher Office
4. Results of Risk Assesments and any action required
What was the date of your Iast Annual re-inspection suney? 04/08/2023

Were there any concerns or high risk items that required immediate attention? No

5. Monitoring arrangements for ACM's

What are the arrangements for monitoring the known or presumed AGM's, to | 1. Annual re-inspection vis third party (CASA Environmental Services).

::::-:ﬂm ;heyremaln in good condition and that there isno Increased risk of 2. Monthly visual inspection carried outby site staff and recorded in online portal
rbance

6. How information ab Ashestos is p d to those that need it

How are staff informed and updated on Asbestos related issues, including the | 1. Asbestos information is shared as part of annual Health & Safaty briefing delivered during Inset
location of ACM's? sessions at the start of each academic year,

2. Asbestos information is included a5 part of induction process for new staff joining mid year.

3. Staff are encouraged to view plans if they have any concerns and departmant specific sassions are

run by naquest.
What is the protedure for ensuring that contractors and others check the 1. RE&D Surveys are commissioned prior to major woks taking place.
Asbestos register before swrting work? 2. ACM's are removed prior to work if directly affecting pl d work.

3. Infarrnation relating to contractors aress of work is covered as part of a contractors induction and
safety briefing carried out by the site manager. The Asbestos register is made availzble as part of

this process.
How are routine maintenance and construction works monitored during the Pre start visual inspections take place along with perladic checks whilst work Is teking place.
activity?
| Name Title
Who is the nominated person who will act on behalf of the duty holder inthe | Andy Quinton Deputy Headteacher
event of absence?
Jo Beaven Business Manager i
7. Training
Asbestos Awarenass for Duty Holders/Site Staff {vis IAM online training svite] | Name Training Completed ‘]
Frances Martin 12/10/2022
| Jo Beavan 28112023
General staff information session and annua! recap All teaching and support staff October 2022

H&S Policy Statement
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1 8. Action plan

High risk items / major concerns / training
requirements

Training

Training
Training

Awsreness

H&S Policy Statement
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Version

Remedial action required

FM to undertake annus! refresher training

AQ to undertake asbestos awareness training

Staff to undertake refrashar HRS training within iAM

Familiarise se staff with new CASA portal

4.0

Targetdate |Date completed

| for action

20/12/2023
2012/2023
20/12/2023

20/12/2023
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Appendix 6 - Schedule of Risk Assessments

A risk assessment should be in place for all standard risk assessments identified below
unless they are not applicable at your setting. Risk assessments listed under the headings
of Curriculum and Trips & Events are also to be used when applicable.

This is not an exhaustive list and so further risk assessments should be completed if
applicable, in accordance with the additional hazards identified at your school.

The ongoing review of the risk assessments should be spread out over an ever-rolling
review period of three years, to make the task more manageable, allow contributions to
them by task and finish groups, to help with overall ownership of them and our positive
culture. This will also allow for effective management reporting on progress each year. A
review will be required sooner if there is a legislative change and/or an incident that
highlights areas of learning.

Template risk assessments are available from the Trust’s competent health and safety
advisor.

STANDARD RISK ASSESSMENTS

A

Risk Assessment Owner Max review Last Due for
period updated review
1 Access/Egress Triennial 31/10/2023
2 Asbestos Annual 12/12/2023
3 Before & After school club Triennial 31/10/2023
4 Caretaking / Site Team Triennial 31/10/2023
5 Chemicals / COSHH Triennial 31/10/2023
6 Classroom / Office Triennial 31/10/2023
7 Cleaning & Cleaners Triennial 31/10/2023
8 Confined spaces Triennial 31/10/2023
9 Contractors Triennial 31/10/2023
10 Display Screen Equipment Triennial 31/10/2023
11 Driving Triennial 12/12/2023
12 ESafety Annual 31/10/2023
13 Electricity & Electrical Triennial 31/10/2023
Equipment
14 Expectant and new Triennial 31/10/2023
mothers
16 First Aid & Medicines Triennial 31/10/2023
17 Food Safety and Allergies Biennial 31/10/2023
18 Forest School (inc. ponds) Triennial 12/12/2023
19 Individual Pupil / Staff Depends on 31/10/2023
Health Issue individual
20 Legionella Biennial 31/10/2023
21 Lettings Triennial 12/12/2023
22 Lone Working Triennial 31/10/2023
23 Manual Handling & Lifting Triennial 31/10/2023
Equipment
24 Noise Triennial 31/10/2023
25 Respiratory and Other Triennial 12/12/2023
| Infectious Diseases
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26 | School Dogs & Triennial 12/12/2023 |
Animals/pets

27 School Premises & Triennial 12/12/2023
Compliance

28 Security | Triennial 12/12/2023

29 Slips/Trips & Falls Triennial 12/12/2023 |

30 Supervision Triennial 12/12/2023 |

31 Vehicles, Cars, Pedestrian Triennial 12/12/2023
Separation

32 Violence/Threatening Triennial 31/10/2023
Behaviour

33 Weather Conditions Triennial 31/10/2023

34 Work Equipment & Triennial 12/12/2023
Machinery

35 Work Experience for Triennial 12/12/2023
Students

36 Working at Height Triennial 12/12/2023

CURRICULUM

Inevitably, there will not be just one risk assessment per subject, especially when applying
these to a secondary school curriculum (e.g. for D&T others may include; Electronic Products, Food
Technology, Graphic Products, Resistant Materials, Systems and Control, Textiles, Art, Product Design, etc).

It is recommended to use the risk assessment template where national standards exist,

such as afPE for Physical Education, CLEAPSS for Science, etc

38 (Arts & Crafts) Triennial |

39 Design & Technology Triennial

40 Drama Triennial

41 Food Technology Triennial

42 Gardening Triennial

43 Kilns Triennial

44 PE Equipment & Sports Triennial
Activities

45 Sciences Triennial

46 Swimming Triennial

TRIPS & EVENTS

47 School Trips / Adventurous Use these 12/12/2023
Activities whenever

48 Inflatables (e.g. bouncy required, 12/12/2023
castles) remembering |

49 Entertainers/performers to amend on 12/12/2023

50 Explosives/Fireworks each 12/12/2023

51 Productions (on or off-site ) occasion to 12/12/2023

52 | School Fetes / Bazaars make them | 12/12/2023

53 Sporting Fixtures trip/event | 12/12/2023

specific |




Appendix 7 - Template Agenda for Health
and Safety Committee

1. Apologies
2. Minutes of Previous Meeting
3. Actions & Matters Arising

4. Standing Iltems

a) Operational Plan, Health & Safety Action Plan progress report including
any legislation changes.

b) Accident Reporting - including any serious or RIDDOR reportable
incidents, any statistics/trends, investigations/outcomes, lessons learnt
and implemented as a result of accidents or near misses.

c) Inspections & Monitoring Visits

d) Every Compliance Reports

e) Audits - Outcomes, action plans, strategic actions and/or items of major
concern to be added to school risk register and escalated to Trust if felt
necessary.

f) Risk Register - Existing risks on register relating to Health and Safety to
be considered or new ones added.

5. General Health & Safety Update

a) Live Issues - events, fire / security / other incidents, building projects

b) Training Update

c) Documentation - policies e.g. Health & Safety, procedures, risk
assessments

d) Staff Wellbeing

e) Insurance Claims

f) Educational Visits

g) Union Representative Report - if applicable

h) Business Continuity Planning - any updates, including testing
arrangements

6 AOB

7 Date of Next Meeting
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