St Peter’s Church School Health & Safety Policy

	Staff consultation:
	

	Premises committee:
	

	Ratified by governors:
	12/7/06

	Review dates:
	July 2008


General Statement of Policy
· We aim to create a commonsense approach to health, safety and security both in and out of school for all users of the school, children, staff, parents and visitors.  To do this we will ensure that we comply with the Children and Young People’s Services Directorate’s policy.

· The allocation of duties for safety matters and the particular arrangements that we will make to implement the policy are set out below.

· This Policy was developed through a process of consultation with staff and governors.

Organisation

Although we are a small school the headteacher is responsible for:

· ensuring that this policy works and is understood by all staff and is revised annually.

· ensuring that this policy is monitored to make sure it is working and that the Governing Body are regularly informed of health and safety issues.

· keeping staff fully informed concerning all matters of health and safety.

· seeing that the Authority’s attention is drawn to any matter that cannot be dealt with locally.

· training (see below).

Delegation of Responsibility
Although everyone is responsible for health and safety within the school each member of staff will complete a checklist on an annual basis for their own area (Appendix A – attached).

As a staff we share the curriculum responsibilities.  However, the curriculum co-ordinator for each subject must ensure that the appropriate health and safety policies of the Local Education Authority, as contained in the Education Health and Safety Manual (listed under Guidance Documents) are understood and applied to our school.

The school administrator must ensure that appropriate contractors are used to maintain the equipment, as listed in the Devon Education Health and Safety Manual, and to ensure records are kept.  To do this we will make use of the A3 form contained within the manual or other similar documents.

The school administrator will also ensure that all appropriate accident reporting forms, the record of fire drills and the manual is kept up to date.

The school caretaker/cleaner must comply with the school’s policy and be fully aware of the policy issued by their employer and any other instructions given.

The kitchen manager must be aware of the school’s policy and ensure her activities comply.  She must also be fully aware of the policy issued by her employer and any other instructions given.

All Staff

Apart from the specific responsibilities mentioned in this policy it is the individual responsibility of all staff to ensure his own safety and that of all those in contact with his work, including pupils, visitors and contractors.  The responsibility extends to teachers and any others having control of pupils and ensuring that, so far as is reasonable, pupils do not endanger themselves or others.

Governors

The Governors will assist the headteacher in the above.  The Premises Committee Chair, on an annual basis, will carry out a safety tour of the whole building and playground with the Health & Safety Officer.  The Premises Committee will include health and safety on the Agenda for each meeting and report back to the full Governing Body.

Arrangements

We will refer to the Devon Education Health and Safety Manual as our main reference on health and safety issues.  We will then contact Devon Education Health and Safety if we require any further assistance.  We will make the following arrangements:

· revise the Health and Safety Policy at least annually, or when circumstances make it appropriate.

· hold a fire drill at least once every term.

· annually revise our Fire Risk Assessment or as appropriate.

· First Aid boxes will be provided, stocked correctly and appropriate staff trained in emergency first aid.

· ensure that parent permission forms are obtained before any medication is administered.  In addition we will record when the medication is taken.

· any defects to the property or furniture and equipment will be notified to the health & safety officer immediately and appropriate action taken.

· Governors will review school security annually or as appropriate.

· ensure that health and safety is included within all our curriculum policies.

APPENDIX A

HEALTH AND SAFETY AT WORK

WORK PLACE POLICY STATEMENT CHECKLIST
Individual class teachers should check the room areas for which they are responsible as follows:

1
Doors and Windows


Check that:

1.1
Doors are unobstructed.

1.2
Glazed doors are sound (and if required are fire resistant).

1.3
There are no doors with 
- loose or broken hinges






- damaged or sticky catches






- broken wood panels or broken glass panels






- loose or stiff handles






- defective closing mechanisms






- obscure vision panels

1.4
Doors that are liable to blow open have suitable restraints.

1.5
Glass in windows is not broken or badly cracked.

1.6
Windows normally used as a means of ventilation open easily without undue force being applied, but where necessary the opening can be restricted to prevent an accidental fall.

1.7
Windows do not jut out dangerously when opened.

1.8
Windows do not have broken fastenings or cords.

1.9
Where necessary a window pole is available.

2
Electrical Equipment


Check that:
2.1
All electrical equipment is maintained in a safe condition. Do this by a visual examination to ensure that all looks to be in order.

2.2
Mains electrical distribution areas and electric meter cupboards are avoided for storage purposes and access restricted to authorised persons only.

3
Lighting


Visually check that:
3.1
All the light fittings are working.

3.2
Light switches are not loose cracked or broken.

4
Plugs, sockets and leads


Visually check that:
4.1
Plugs are in good condition with no cracks or pieces missing.

4.2
Sockets are in good condition with no cracks or pieces missing.

4.3
Socket screws and mountings are secure.

4.4
Sockets are situated in safe positions, convenient for the equipment to be used.

4.5
Indicator lights where fitted on sockets function.

4.6
Insulation on leads is not cracked or frayed.

4.7
Leads are without knots, joints and free of 'kinks'.

4.8
Ensure drum extension leads are not used when coiled.

4.9
Leads are correct length for the equipment being used.

4.10
There are no hazardous trailing leads.

4.11
Multi-point adapters are not being used (except computer w.s).

4.12
Leads and flexible cable are securely fixed at both equipment and plug ends.

5
Electrical Equipment


Check that:
5.1
Fixed and portable electrical equipment is not damaged and as far as you are aware in operation correctly.

5.2
Copies of manufacturers instructions/operating manuals are easily accessible.

5.3
Equipment is only being used for purposes for which it was intended.

5.4
All electrical equipment is switched off and where appropriate unplugged when not in use.

5.5
On/off indicator lights where fitted function correctly.

5.6
No unauthorised equipment is in use.

5.7
Get second-hand purchases or hired items of equipment have been tested for safety before use.

6
Use of Gas


Check that:
6.1
All gas taps are closed when not in use.

6.2
The location of gas isolator valves and main gas cocks are known and accessible and that they are clearly labelled.

6.3
Nothing is stored near gas metres.

6.4
Portable LPG equipment is used in accordance with the Chief Fire Officer's recommendations.

7
Fire and Emergency


Check that:
7.1
Evacuation procedures are prominently displayed in each room and drills are held regularly.

7.2
Fire extinguishers are regularly checked.

7.3
Fire alarms are audible throughout the building.

7.4
All designated fire exists are clearly marked.

7.5
Adequate assistance is provided for disabled in the event of fire or emergency.

7.6
Materials are not used or stored in a manner likely to cause a fire hazard eg near to a heat source.

8
First Aid


Check that:
8.1
Notices are posted in prominent places indicating the name of members of staff responsible for first aid and the location of first aid boxes.

8.2
Suitably equipped first aid boxes are available and easily accessible.

9
General


Check that:
9.1
All cupboards fixed display units, etc are stable.

9.2
Classroom furniture is not so badly damaged as to be the cause of injury or hazard and that wherever possible there are no sharp edges or corners.

9.3
Furniture is positioned safely.

9.4
All shelf-mountings are secure.

10
Health and Safety Publications

All publications are listed in the Health and Safety Policy are available.

	Non-Teaching Areas
1  CIRCULATION AREAS

(a)  
Stairways, Corridors and                      
Passageways

i Steps/stair treads are not badly 
worn or broken

ii Banisters/rails are sound

iii All areas are adequately lit

iv Stair covering is sound, ie trip free

v All areas are free from obstruction

vi Fire doors are not wedged or kept in a 
permanently open position

vii Floors are not inherently slippery

viii Vision panels are not obstructed on 
swing doors

(b)
Doors and Windows
i Doors are unobstructed

ii There are no doors with:


- loose or broken hinges


- damaged or sticking catches


- defective closing mechanism

iii Glass in windows is not broken or badly cracked

iv Windows open easily without undue force, and allow for adequate ventilation

v Where necessary a window pole is available

2
ELECTRICAL EQUIPMENT

Check by Looking (visual inspection)
(a)
Cables and Plugs
i For signs of damages, eg cut, 
abrasions (apart from light 
scuffing) to the cable covering

ii Damage to the plug, eg the 
casing is cracked or the pins are 
bent

iii Non standard joints including tape 
joints in the cable

iv The outer covering (sheath) of the 
cable not being gripped where it 
enters the plug of equipment. Look to 
see if the coloured insulation of the 
internal wires is showing.
	
	v Leads are not coiled, nor trailing and 
have adequate length for the 
equipment used

vi Multi point adapters are not being 
used (except for the fuse multi gang 
extension sockets on low wattage 
equipment)

(b)
The Equipment
i Copies of operating instructions are 
readily accessible

ii Equipment that has been used in 
conditions where it is not suitable, 
eg a wet or dusty area

iii Damage to the outer cover of the 
equipment or obvious lose parts of 
screws

iv Overheating (burn marks or 
staining)

v Equipment is switched off and 
unplugged at the end of the day

vi Is the item being maintained

(c)
Lighting, Heating and Space
i Light switch is not broken

ii Light is adequate for work 
undertaken

iii Heating is adequate

iv There is adequate space for 
employee accommodated in each 
office

3
FURNITURE/MACHINERY


/OFFICE EQUIPMENT
    Check that:
i Desks, tables, chairs are in sound 
condition and positioned safely

ii Filing cabinets are in stable 
condition and the uppermost 
drawers are not overloaded

iii Dangerous parts of machinery are 
properly guarded eg guillotine

iv Lifting and carrying of equipment 
is 
performed safely

v Caution is exercised in the use of 
steps/step ladders/ladders

vi Paper/combustibles are kept clear of 
heat sources

vii Waste paper is stored and disposed of 
adequately

viii Plan cabinets are bolted either to wall 
or floor

ix Adequate noise protection gear is 
provided as necessary


	4
SANITARY FACILITIES


Check that:
i Sanitary facilities are clean and tidy

ii Soap and hand dry facilities are 
available

5
FIRST AID ARRANGEMENTS


Check that:
i First Aid Notices are prominently 
displayed

ii Locations of First Aid boxes are 
marked

iii First Aid boxes are adequately 
stocked with the approved items

6
FIRE AND EMERGENCY


Check that:
i Evacuation procedures are 
prominently displayed in each room 
and drills are held regularly

ii Fire extinguishers are regularly 
checked

iii Fire alarms are audible throughout the 
building

iv All designated fire exits are clearly 
marked

v Adequate assistance is provided for 
disabled in the event of fire or 
emergency

vi Materials are not used or stored in a 
manner likely to cause a fire hazard 
eg near to a heat source.
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