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HEALTH AND SAFETY AT WORK ETC ACT 1974

SCHOOLS’ FRAMEWORK HEALTH AND SAFETY POLICY

1.
INTRODUCTION

1.1
Health and Safety at Work etc Act 1974

This Act places a duty on all employers to safeguard so far as is reasonably practicable the health, safety and welfare of all their employees.  In addition to this, duties extend to cover the health and safety of persons not employed but who may be affected by the work activities undertaken such as pupils, visitors, contractors, etc.

The Authority retains the above responsibilities under local management of schools as an employer in the same way the Governing Body of an Aided school but, it is important to realize that all employees have legal duties under the Health and Safety at Work Act, to co-operate with their employer so far as is necessary to ensure a safe and healthy place of work.  This local Statement of Safety Policy is not intended to replace the Wirral LA’s Policy but to detail individual schools' Arrangements and Organisation for Health and Safety.

1.2
General Statement

..................................... School accepts its responsibilities under the Health and Safety at Work Act 1974, for providing a safe and healthy work place and working environment for all its employees, pupils, visitors and other persons who maybe affected by its activities.

The Headteacher and Governing Body will take all reasonable steps to ensure that the Authority’s Safety Policy is implemented and, that LA’s Policy and Guidance Documents are followed and monitored throughout the school.

It is essential for the success of this Safety Policy that all employees recognize their responsibilities under Section 7 of the Act in co-operating with management on health and safety issues and taking care of themselves and other persons whilst at work.


Signed:  ........................................... (Chair of Governors)


Date:     ..........................................


Signed:  .......................................... (Headteacher)


Date:     ..........................................

2.  ORGANISATION

To achieve successful implementation of the safety policy there should be clear lines of communication throughout the organisation.

Whilst the ultimate responsibility for health and safety remains with the employer a wide range of functions may successfully be delegated to the Headteacher, but the duty to comply with statutory requirements cannot be delegated away from the employer.

2.1
Management Chain

Guidance:

See Appendix 1 for County Primary Schools

See Appendix 2 for County or Controlled Secondary Schools

Names or positions may be inserted in the Management Chain diagrams

2.2
Consultation Procedures

The following forums are in place at which Health and Safety issues can be raised by any employee associated with the school;

AUTHORITY’S

(i)
Joint Teachers' Health and Safety Committee 


Held term


Agenda items to be sent to Mrs J Royle, Hamilton Building.

(ii)
Non-teachers' Health and Safety sub-committee


Held every 2-3 months


Agenda items to be sent to Mrs D Todd, Hamilton Building.

(iii)
APT&C  JCC


Agenda items to be sent to Mrs A Butt, Hamilton Building.

SCHOOL

(i)
Health and Safety Committee or Governors sub-committee ie Buildings

(ii)
Staff meetings

(iii)
PTA

(iv)
Departmental meetings

Guidance:

List all regular meetings at which health and safety is discussed, indicate frequency of meetings, outline mechanism for placing items on agenda and actioning health and safety issues, recommendations, etc.

All Health and Safety Information, Policy and Guidance Documents and associated literature are kept ...................................................

2.3
Responsible Persons

The following people have been identified to carry out a number of Health and Safety functions:

Health and Safety Function
Name/Position

1. 
Holding Health and Safety Documents, Authority’s Guidance etc

2.
Accident Reporting, Incident Reporting


3.
First Aid


4.
Fire Precautions; Drills, Exits, Extinguishers


5.
Building Maintenance (Control of Contractors)


6.
Safety Inspections


7.
Manual Staff (information, instruction)


8.
Purchasing Equipment and Products


9.
Security, Out of Hours Lettings


10.
Trips, Visits and Overnight Stays


11.
Risk Assessment Management

Secondary Schools

i.
Departmental Health and Safety Policies


ii.
Technicians; responsibilities, roles etc


iii.
Purchasing; chemicals, art materials etc


iv.
Protective Clothing

v.
Disposal of Chemicals


Guidance:

The above list is not exhaustive, please add or delete responsibilities as necessary.

2.4
Emergency Contacts

In case of an emergency out of school hours.



Other useful numbers:

Metro Security





666 5127

Health and Safety Officer




666 4693/5611

Building Inspectors





666 5608

Metro Catering





666 4435

Metro Cleaning 





666 4256

Fire Safety



Birkenhead

666 2471






Wallasey

638 0961






Bromborough
644 8788






Upton


604 1610






Heswall

342 8567

Arrowe Park Hospital




678 5111

Health and Safety Executive



479 2200

3.
ARRANGEMENTS

Guidance:

This section deals with how the functions allocated to individuals are carried out.

Many of the arrangements for Health and Safety are carried out in line with Authority’s Policy and Guidance Documents therefore any practical extracts have been inserted in this Policy.  However, where a school has its own codes for safe working practice or has particular instructions, ie taking groups to local library or park, these must be indicated in the Safety Policy.  Obviously for more detailed guidance references can be made to other documents.

This school has identified the following key areas of Health and Safety where specific Arrangements are in place.  For activities not covered by the Authority’s Policy and Guidance documents these have been highlighted by the school and are outlined in the Arrangements section of the Policy.

3.1
Risk Assessment

The Management of Health & Safety at Work Regulations 1999 place a duty on the employer to make a suitable and sufficient assessment of the risks to the health and safety of his employees to which they are exposed to also, persons not in his employment arising out of his undertakings.

New or Expectant Mothers

In assessing risks to employees, the employer must consider new or expectant mothers.  The phrase “new or expectant mothers” means a worker who is pregnant, who has given birth within the previous 6 months, or who is breastfeeding.  “Given birth” is defined in the regulations as “delivered a living or, after 24 weeks of pregnancy, a stillborn child.” 

Protection of Young Workers

The Management of Health & Safety at Work Regulations 1999 now place a specific duty on employers to ensure that young persons are protected against any risks to their health and safety at work, that are due to their inexperience, immaturity and lack of awareness of risks.  A young person is anyone who not attained the age of 18.

Lone Workers

There is no specific legislation in relation to lone working, however, the Management of Health & Safety At Work Regulations 1999 require employers to carry out a risk assessment in relation to all significant hazards faced by their employees.  

Lone workers are defined as those who work by themselves without close or direct supervision, either employees who work separately from others in an establishment, or mobile workers who work away from a fixed base.  

A risk assessment should involve identifying the hazards present in any undertaking and then evaluating the extent of the risks involved.

For many Authority undertakings these are covered in the Authority’s Policy and Guidance documents but the school must ensure these are being implemented throughout the school within lesson plans, school trip arrangements, out of school activities etc.  For activities undertaken by a school which are peculiar to an individual school a risk assessment must be carried out with significant risks recorded.  Details are available from the Authority’s Health & Safety Officer.

Risk Assessments must be reviewed at least annually, but in any event where there has been a significant change in policies/procedures/equipment, introduction of new staff/pupils and following report of accident/near miss.

Guidance:

List school mechanism for carrying out Risk Assessments, bringing them to the attention of staff, recording system, reviewing assessments, list Risk Assessments carried out. 

Associated Risk Assessment Guidance

HSE Approved Code of Practice/Guidance Document:  Management of Health & Safety Work Regulations 1999

HS/ECS/013
New & Expectant Mothers

HS/ECS/039

Work Experience for Young People in Compulsory Education

HS/ECS/006

Risk Assessment

3.2
First Aid

Regulations

The Health and Safety (First Aid) Regulations 1981 apply to all teaching and non teaching employees in schools and educational establishments.

Although pupils and students are not covered by the Regulations, in line with DfES Guidance, first aid facilities and appointed first aid persons will be available in schools and colleges.  This school has assessed the level of First Aid required dictated by school size, hazards and levels of risks, layout, personnel available etc following authority’s guidance document HS/ECS/007.

Appointed Personnel

Guidance:

i)
A trained first aider must complete a training course approved by the Health & Safety Executive and attend refresher training course every three years.

ii) Appointed persons are not first-aiders.  They should not give first aid treatment for which they have not been trained.  It is good practice to ensure that appointed persons have emergency first aid training and refresher training as appropriate.  These courses do not require HSE approval.  

Trained First Aider(s)

1.
Name


Location


Date of Certificate

2.
Name 


Location


Date of Certificate

Appointed First Aider(s)

1.
Name 


Location

2.
Name


Location

Location of First Aid Boxes

1.

2.

3.

4.

Functions of First Aiders

· To ensure first aid boxes are stocked, regularly checked and refilled.

· Ensure that records are kept of all first aid treatment via form M13.

· To administer treatment in accordance with the first aid training they have received.

Associated First Aid Guidance

Code

   Title

HS/ECS/043
A Management Guide to Childhood Illnesses and Communicable Disease

HS/ECS/007
First Aid at Work – Policy and Guidance

HS/ECS/008
A Guide to the Reporting of Illnesses, Disease and Dangerous Occurrences Regulations 1995 

DfES

Guidance on First Aid for Schools

Booklet
HIV & AIDS – A Guide for the Education Service

3.3
Clinical Waste

In accordance with the "Duty of Care" - Code of Practice all swabs, tissues etc used for first aid treatment will be placed in the medical bin provided by the Authority.  This is located:








Incontinence waste such as disposable nappies, stoma bag etc will be placed in the disposal unit provided by the Authority.  This is located:



Items such as needles, syringes and other sharps will be placed in the "sharps bin" provided by the Authority.  This is located:



First Aid away from School Premises

A travel first aid kit is taken by an appointed member of staff when taking a group of children out of school.

Guidance:

School to list procedures 

3.4
Medical Policy

Guidance:

Schools should detail their Policy on the Administration of Medicines (see HS/ECS/043) Appendix 3 - gives key areas for consideration.

3.5
Accident Reporting Procedures

This school will follow the accident reporting procedures as outlined in Policy Document, Reporting of Injuries, Diseases and Dangerous Occurrence.  This document will be consulted for more detailed information.

As required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 the following will be reported:

i)
Any accident to any person on school premises or education establishment.

ii) Any accident to a pupil whilst under the supervision of a member of staff eg school trips.

This includes any act of non-consensual physical violence done to a person at work.

3.5.1
Procedure for Employees, Pupils, Visitors, Contractors, 


Members of the Public

For All Accidents

i)
Complete Wirral MBC Accident Form M13.  If the incident is reportable (see below).  Send form to the Health & Safety Section, Hamilton Building, Conway Street, Birkenhead, on the day of the accident or as soon as possible after the event.  A copy must be kept at the school in a secure location.  All pupil accident reports must be kept until pupil has attained the age of 21 years.  For injuries to employees, visitors, contractors, members of the public over the age of 21 years, copies must be kept for a period of three years.

For Over 3 Day Incapacity

ii)
Telephone the Health & Safety Section on the 4th day of incapacity/absence from work.  Ensure normal accident reporting procedure has been followed.

For Fatalities, Major Injuries, Dangerous Occurrences

iii)
Notify Health & Safety by telephone (666 5602/5603/4693) as soon as possible.


Ensure normal accident reporting procedure has been followed.

Note:
Accidents to pupils not resulting in a major injury but involving an unsafe condition or other cause of concern should be reported via form M13, or by telephoning the Health & Safety Officer on 666 5602/5603/4693.

A copy of all accident reports must be kept in a secure location.  The information contained in these documents must be treated as confidential in accordance with the requirements of the Data Protection Act 1998.

Guidance:

Schools should regularly monitor accidents occurring to pupils, employees etc this is an extremely useful exercise in identifying hazardous areas and accident "blackspots".  Reports should be passed to the Governing Body for comments and for actions to be taken.

3.6
Fire Precautions

The Fire Precaution (Workplace) Regulations 1997 place a new duty upon schools to carryout a fire safety risk assessment.  Full details of these requirements are contained within policy and guidance document HS/ECS/009.

By following the fire precautions listed below this school can demonstrate compliance with the Regulations. 

3.6.1
Fire drills

A schedule of fire drills should be established, for example, every six months or one drill per term.  One person should be appointed to organise fire drills and should keep a record of the drill as shown overleaf:

Date of Drill

Approximate No. of Participants

Optimum





Actual

Evacuation Time                                                 Evacuation Time

All present to roll call?

Person Responsible for Drill

Type and Extent of Drill

General Assessment of Drill

Action Taken

3.6.2
Fire Routine

1.
If a fire is discovered raise the alarm via the nearest fire alarm call point.

2.
On hearing the fire alarm all pupils should leave the school buildings under the direction of their teacher.

3.
Doors and windows should be closed as classrooms and corridors are vacated.

4.
All laboratory, experimental equipment and apparatus should be turned off.

5.
The Head Teacher or his/her Deputy will telephone for the Fire Brigade or detail some other member of staff to do so.

6.
When the pupils are assembled the roll will be called via the register.  Should there be any absentees an immediate search will be made.

7.
Until the Fire Brigade arrives, the staff should, after the pupils are safely evacuated and accounted for, remain at the assembly point until re-entry of the building is allowed by the Fire Brigade.

3.6.3
Means of Escape

Guidance:

Regular inspections should be made of means of escape, to ensure that they are kept free from obstruction.  If it is found that they are even partially blocked, for example, furniture or rubbish, immediate action must be taken to clear the obstruction.  Inspections should also include a visual check that all fire safety signs eg direction of escape routes, are in place and clearly visible.  Immediate action should be taken to replace or expose to view any sign which is not visible.

3.6.4
Fire Fighting Equipment

Guidance:

It should be clearly explained to all staff that fire fighting equipment should be used only when they are confident in their ability to douse a small blaze.  In most cases they should leave the area immediately by the nearest escape route.

Location of fire extinguishers with dates of inspection by a specialist company should be known and kept centrally.  Fire fighting equipment including extinguishers, blankets, hose reels, sand and water buckets should be checked for:-

i)
Its correct location

ii)
Free of vandalism

iii)
Free from obstruction

iv)
Sand and water buckets should be full and not contain any rubbish.

3.6.5
Fire Alarm Systems

The fire alarm system should be tested at a pre-determined time on a weekly basis via a different alarm point on each occasion.

This will ensure that in addition to checking the system as a whole, all call alarm points are checked on a regular basis.  Any sounding of the alarm outside of the agreed time should be treated as an evacuation.  Any visitors or contractors should be informed of tests. 

3.6.6
Fire Doors

Fire doors play an essential role in prohibiting the spread of smoke and fire, but only if they are closed and stay closed during a fire.

Fire doors are often wedged open or propped open with fire extinguishers or litter bins.  Such practices must be discouraged.

Weekly tests should, therefore, be carried out to inspect all fire doors as well as door furnishings such as hinges, glazing, push bar mechanisms and self closing devices.  Faults found in any mechanism should be reported for immediate attention.

3.6.7
Storage

Guidance:

Care must be exercised when storing combustible materials, eg paper, cardboard, wood, materials, etc, should not be stored under stairs, electrical intake cupboards, boiler rooms, restricting access, etc.  Flammable products must be stored in a metal cabinet.

All staff have a responsibility for the safe storage of materials used in school.  Flammable products will be stored in ..................…….......….  All combustible materials will be carefully controlled and excess disposed of.

3.6.8
Fire Precautions Checklist

Daily


Check exit doors & emergency routes are free from obstruction.



Weekly
a)
Test fire alarm via different call alarm point.



                      b)
Ensure automatic doors release correctly, and fire door mechanisms

                                 are functioning.

Monthly
a)
Check smoke/fire detectors are free from damage/dirt.



                      b)
Ensure fire extinguishers are in correct location and that their tamper

                                 devices have not been disturbed.



c)
Check fire signs are in situ.



Termly

Fire drill/evacuation



6 Monthly

Check battery systems for emergency lighting.



Annual
           Check: Hose reels, fire extinguishers, fire blankets, (this is carried out 

                                 by service engineers). 

3.6.9
Fire Action Notices

Guidance:

These should be placed in every classroom, service area, reception, at every fire alarm call point and/or fire exit etc, details to be given are:

1.
Instructions on raising the alarm and calling the fire brigade.

2.
What to do on hearing the alarm.

3.
Directions to assembly point via pre-determined route.

4.
Diagram of exits/assembly point.

3.6.10
Display Policy:

The schools' policy on displaying pupils' work is as follows:

Guidance:

Display should be carefully monitored in all schools particularly on stairways, corridors and emergency routes.

A limited amount is recommended by the Fire Authority, ie up to a maximum 20% display of the total surface area, limiting display to 3m in length with a 1m fire break.

No display is allowed on protected fire routes, ie schools having classrooms on the 1st floor with only one escape route.  Signs indicating "Do not display work here" and "No storage here" are available from the Health and Safety Officer.  No display should be hung from light or other electrical fittings, obscure fire fighting equipment, safety signs, fire alarms or placed near to heaters etc.

3.6.11
Fire Precautions

Guidance:

The best way to fight fire is to prevent fires starting in the first place.  Like all hazards, fire prevention depends upon identifying the risk, understanding it and devising and operating systems and procedures to reduce and eliminate the risk.

The Fire Authority will assist in identifying fire risks via a walk through inspection.  Schools will, however, have to request this service as it does not occur on an automatic annual basis.

The following basic fire precautions should be adopted by all schools, and should be extended to include specific local information, provide a school plan of emergency exits, routes, extinguishers, call alarm points, etc.

3.7
ELECTRICAL SAFETY

Regulations

The Electricity at Work Regulations 1989 apply to school premises and place a duty on the employer to ensure so far as is reasonably practicable that, electrical installations and all electrical appliances are constructed, maintained and used so as to prevent danger.

3.7.1
General Guidance

· No appliance will be used within the school if it has been deemed unsafe by either the Technical Support Section or an Authority approved contractor.  These appliances will be identified by a red label and the plug removed.

· All staff will be made aware of the school system for removing defective equipment.

· All appliances passing the electrical inspection will be identified by a green test label.

· All staff will carry out a visual check of any electrical appliance prior to use.

· No repairs will be carried out (including changing a plug) unless that person is deemed competent to do so.

· Electrical equipment used by pupils will be restricted to close supervision only.

· Staff must not bring personal electrical equipment into school.

· Basic electrical safety instructions will be made known to staff and pupils.

Guidance

(i)
Secondary schools should have departmental policies on the use of electrical  
equipment by pupils.

(ii)
Primary schools should have clear instructions on "plugging in" equipment by pupils


etc.

(iii)
Electrical inventories should be held at each site.  A checklist is strongly  
recommended to show that regular and systematic checks are being carried out  
within the school.

3.7.2
Visual Inspection Checklist

· Check equipment casing/body for signs of damage, ie cracks, holes, etc, that may cause breakdown of insulation.

· Check mains supply cable for signs of damage or wear.

· Check mains supply plug for damage to the pins, cover or cable clamp.

· Check the point of cable entry to the equipment, ie grommet or clamp entry or plug and socket.

· Check on/off switch for signs of damage or malfunction.

3.8
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS (COSHH) 2002

Regulations

The COSHH Regulations place a duty on the employer to assess the risks to the health of employees and other persons posed by the use of toxic, harmful, irritant and corrosive substances and, to put in place, to eliminate or control that exposure.

Assessments

For products purchased through the Wirral & North Wales Purchasing Organisation, Risk Assessments have been carried out and are contained in the school COSHH handbook.

It is the responsibility of the school to ensure that for other products purchased outside this organisation, Health and Safety Data Sheets will be requested from either the supplier or manufacturer and sent to the Health and Safety Officer for Risk Assessments to be carried out.

Information

Sufficient information will be given to all employees using harmful, toxic, irritant and corrosive products as regards to the safe use, handling and storage, and protective equipment/clothing to be used.  Copies of assessments will be given to all employees and any additional information will be requested from the Authority’s Health and Safety Officer.

Guidance

i)
Secondary schools must insert information regarding the inclusions of Risk  
Assessments into lesson plans and for schemes of work, use of CLEAPSS 
Hazcard, CLEAPSS Assessments for Design Technology and other safety texts 
used.  The advisory teacher must be contacted if further information is required.

ii)
Details to be given re: fume cupboards and other local exhaust ventilations 
systems that require testing under the Regulations must be kept within the 
department.

iii)
Primary schools must highlight lessons where hazardous products are used and  
mechanisms for carrying out lesson Risk Assessments.

iv)
Schools must ensure that their purchasing policy requests Health and Safety Data  
Sheet on the order form.

v)
Staff must be instructed to purchase non hazardous products wherever possible.

vi)
Any other substances used within the school must have a risk assessment made based on the hazard data sheet for each hazardous substance.  A copy of each new Risk Assessment must be forwarded to the Authority’s Health & Safety Officer.

3.9
SUMMARY

The main areas giving rise to concern towards health & safety within the school have been addressed within this Framework Health & Safety document.  There are obviously many other areas which could be included and indeed you will wish to incorporate into your own school Health & Safety Policy.

It is important that each and every school recognises the need to set time and resources aside for Health & Safety and that each policy is a true reflection of the good management strategies that are in place within the school.

Other areas for inclusion in the Health & Safety Policy are as follows:

· General classroom checklist (See appendix 4)

· Smoking policy 

· Controlling contractors on site

· Security and personal safety Out of hours use of the school/lettings

· School trips 

· Work experience  

· Minibus, use of staff vehicles

· Lunchtime supervision

· Departmental policies (DT, Science, Art, PE etc)

· Training

· Safety of SEN pupils

· Safety Inspections

· Stress Management

NB   This list is not exhaustive.

Other related areas for which schools have produced separate documentation are Security and Emergency Procedures, documents such as these can be referred to within the main Health and Safety Policy.



APPENDIX 3

MEDICAL POLICY












  YES
        NO


Does the school administer medicines at school?





Is a doctor’s note required before medicines are given?



Is a parent note required before medicines are given?





Is there a central point for storing medicines?






Where is the central point _____________________________


Are all doses given recorded?








Are all parents aware of School Policy?








Are all medicines safely stored?







Is a named member of staff responsible for medicines?






State Name: ________________________________________

Does the School have a standard letter giving details of:



i)
bumped head











ii)
First Aid treatment









iii)
other medical treatment








Are inhalers stored centrally?









Give details of School Policy on inhalers:


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


Is information readily available to staff re: asthma, epilepsy etc?




How is this information given:


________________________________________________________________________

GENERAL CLASSROOM SAFETY





   APPENDIX 4

GUIDANCE: The following points are intended to act as a quick safety checklist for classroom teachers, other checks can be added to the list below












YES
      NO

Are all exits and emergency routes free from obstruction?


            

Are Fire Action notices clearly visible and up to date?





Are all fire extinguishers free from obstruction?






Are all fire exits clearly marked?








Is the nearest call alarm point known?







Is the classroom free from trip hazards?







Are all trailing cables removed and secure?







Are desks and chairs in a safe condition?








Is storage kept to low level?










Are there any dangers from high level storage?






Is the use of scissors and other sharp instruments controlled?




Is all display safe ie away from light fittings, heat source, no protruding

sharp ends?












Are all cleaning products kept in a locked cupboard?






Are risk assessments available for products labeled as being

Harmful, Irritant, Toxic or Corrosive?








Is all classroom equipment checked on a regular basis?





Is first aid treatment readily available?








Is all medication kept centrally?








Are heaters etc free from obstruction and secure?





Are all windows and doors in a safe condition?





Is all combustible material removed on a regular basis?





Are store rooms in a safe and tidy condition?







i)  Headteacher:





    Address:

















    Tel No:





iii)  Caretaker





      Address:

















     Tel No:





ii)  Deputy Head:








     Address:














     Tel No:





iv)  Chair of Governors:








      Address:














      Tel No:





2002-2003


Community Legal Services


2003-2004


Transforming Secondary Education


Child and Adolescent Mental Health Services


2006-2007


Positive Youth Engagement











Children and Young People’s Department
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