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HEALTH AND SAFETY POLICY

PART 1.
STATEMENT OF INTENT

The Governing Body of Lakeside School will strive to achieve the highest standards of health, safety and welfare consistent with their responsibilities under the Health and Safety at Work etc. Act 1974 and other statutory and common law duties.

This statement sets out how these duties will be conducted and includes a description of the school’s organisation and arrangements for dealing with different areas of risk. Details of how these areas of risk will be addressed are given in the arrangements section.

This policy will be brought to the attention of all members of staff and is published on the shared drive and the website.
This policy statement and the accompanying organisation and arrangements will be reviewed on an annual basis.  
Read in connection with Offsite visits, Supporting Pupils with Medical Needs, behaviour,  and physical intervention policies 
Full details of the LA policy will be found live at:

http://www.thegrid.org.uk/info/healthandsafety/manual.shtml#
	Anne Lloyd  Chair of Governors
	
	Judith Chamberlain Headteacher

	
	
	

	March 2016 
	
	March  2016 


PART 2.
ORGANISATION

As the employer the LA has overall responsibility for Health and Safety in the school.

At a school level duties and responsibilities have been assigned to staff and governors as detailed below.

RESPONSIBILITIES OF THE GOVERNING BODY
The Governing Body are responsible for ensuring health and safety management systems are in place and effective. 

As a minimum these systems should adhere to the LA’s health and safety policy, procedures and standards as detailed in the Education Health and Safety Manual.
A Health & Safety Governor Brian Lawrence has been appointed to receive relevant information, monitor the implementation of policies and procedures and to feedback health and safety issues and identified actions to the Governing Body. This is done through the Safeguarding committee. 
The Governing body will receive regular reports from the Headteacher or other nominated member of staff in order to enable them to provide and prioritise  resources for health and safety issues. This is done through the Safeguarding committee. 
Where required the Governing body will seek specialist advice on health and safety which the establishment may not feel competent to deal with. The Education Health and Safety Team, Tel: 01992 556478 provide competent health and safety advice.
RESPONSIBILITIES OF THE HEADTEACHER
Overall responsibility for the day to day management of health and safety in accordance with the LA’s health and safety policy and procedures rests with the Headteacher.

The Headteacher has responsibility for:
· Co-operating with the LA and Governing Body to enable health and safety policy and procedures to be implemented and complied with.
· Communicating the policy and other appropriate health and safety information to all relevant people including contractors.
· Ensuring effective arrangements are in place to pro-actively manage health and safety by conducting and reviewing inspections and risk assessments and implementing required actions.
· Reporting to the Governing body on health and safety performance and any safety concerns/ issues which may need to be addressed by the allocation of funds.  

· Ensuring that the premises, plant and equipment are maintained in a safe and serviceable condition.
· Reporting to the LA any significant risks which cannot be rectified within the establishment’s budget.
· Ensuring all staff are competent to carry out their roles and are provided with adequate information, instruction and training.
· Ensuring consultation arrangements are in place for staff and their trade union representatives (where appointed) and recognising the right of trade unions in the workplace to require a health and safety committee to be set up.
· Monitoring purchasing and contracting procedures to ensure health and safety is included in specifications & contract conditions. 
Whilst overall responsibility for health and safety cannot be delegated the Headteacher may choose to delegate certain tasks to other members of staff.  It is clearly understood by everyone concerned that the delegation of certain duties will not relieve the Headteacher from the overall day to day responsibilities for health and safety within the establishment.   
RESPONSIBILITIES OF OTHER STAFF HOLDING POSTS OF SPECIAL RESPONSIBILITY 

	Task 
	Named Person / Role

	Apply the school’s health and safety policy to their class or area of work and be directly responsible to the Headteacher for the application of the H&S procedures and arrangements;
	All teachers

Swimming teacher

Administration staff

	Have access to an up to date library of relevant H&S guidance and ensure that all staff make use of guidance

COSHH

CLEAPSS,

AfPE 
	Deputy head   Lynnette Johnson


	Ensure regular H&S  risk assessments are undertaken for the activities for which they are responsible and that control measures are implemented;
	Deputy Head Lynnette Johnson
Moving and Handling Trainers

Sue Kingscote Rosie Hollands

	Ensure that appropriate safe working procedures are brought to the attention of all staff under their control;
	All staff with team leadership responsibility

	Resolve health, safety and welfare problems members of staff refer to them, and inform the head any problems to which they cannot achieve a satisfactory solution.
	Health and Safety Rep

Hannah Scarborough

	Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture and activities are safe and record these inspections where required;
	Swimming Teacher  Jenny Day


	Ensure, so far as is reasonably practicable, the provision of sufficient information, instruction, training and supervision to enable other employees and pupils to avoid hazards and contribute positively to their own health and safety;
	Headteacher Judith Chamberlain



	Ensure that all accidents (including near misses) occurring within their department are promptly reported and investigated using the appropriate forms etc; 
	All staff

	Arrange for the repair, replacement or removal of any item of furniture or equipment which has been identified as unsafe
	Headteacher Judith Chamberlain


Responsibilities of other staff holding posts of special responsibility 

· Apply the school’s health and safety policy to their own department or area of work.

· Ensure staff under their control are aware of and follow relevant published health and safety guidance (from sources such as CLEAPSS, AfPE etc.)
· Ensure health and safety risk assessments are undertaken for the activities for which they are responsible and that identified control measures are implemented. 

· Ensure that appropriate safe working procedures are brought to the attention of all staff under their control.

· Take appropriate action on health, safety and welfare issues referred to them, informing the head of any problems they are unable to resolve within the resources available to them.

· Carry out regular inspections of their areas of responsibility and report / record these inspections.

· Ensure the provision of sufficient information, instruction, training and supervision to enable staff and pupils to avoid hazards and contribute positively to their own health and safety.

· Ensure that all accidents (including near misses) occurring within their area of responsibility are promptly reported and investigated. 

Responsibilities of employees
Under the Health and Safety at Work Act etc. 1974 all employees have general health and safety responsibilities. All employees 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 for the health and safety of themselves and others in undertaking their work.
· Comply with the school's health and safety policy and procedures at all times.
· Report all accidents and incidents in line with the reporting procedure.
· Co-operate with school management on all matters relating to health and safety.
· Not to intentionally interfere with or misuse any equipment or fittings provided in the interests of health safety and welfare.
· Report all defects in condition of premises or equipment and any health and safety concerns immediately to their line manager.
· 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.
SPECIFIC ROLES AND RESPONSIBILITIES

       

THE HEADTEACHER :
· has responsibility for the day to day organisation and management of sound health and safety practices

· has to complete a regular safety audit with a member of the governing body and to keep governors informed of all health and safety matters through the headteacher's report and the school's review and development plan. This duty may be delegated by her to the deputy head.
       

· has to ensure that there are effective lines of communication to enable staff to participate in the development of the health and safety policy and to bring their concerns to her.
· To scrutinise and complete the accident and violent incident forms
· Is a educational visits co-ordinator to level 2. 
· Is one of 3 people trained to give Permission to Work in respect of the Asbestos Log
THE DEPUTY HEADTEACHER

· has responsibility for the administration/organisation of emergency and security procedures and for arranging the maintenance of such appliances and equipment by the caretaker who checks the systems weekly.
                     
· is one of 4 trained pool operators and is responsible with the team for ensuring that the pool water is tested throughout the day and that the pool operates within strict safety limits. 

· is responsible for ensuring that risk assessments are carried out for manual handling, off sites visits and teaching activities. 
· has responsibility for the maintenance of records re staff water safety /swimming qualifications and for the regular updating of these qualifications.

· Has responsibility for maintaining training records for all health and safety training 
· Is a member of the governing body safeguarding committee and, in this role, normally deputises for and reports to  the head on the governors’ annual safety audit

HEALTH AND SAFETY REP

· has to report to the management the health and safety concerns of the staff  and liaise with the management to ensure that action is taken regarding these concerns.
 
THE CARETAKER:


· has responsibility for the security of the premises and for opening fire exit doors prior to the arrival of the pupils each school day.
                     

· has responsibility for the safety and security of the school grounds -a daily check of the grounds is necessary in case of vandalism.
                      

· has responsibility for the safety and maintenance of all heating and swimming pool plant.


· has responsibility for the safety and maintenance of the school buildings –he ensures that all urgent repairs are carried out immediately and any major defects reported to the headteacher.
                                 

· has responsibility to ensure that all fire exits, escape routes and corridors are kept free from obstruction at  all times and that no combustible materials are kept near heaters or lights.
                       

· If the current post holder is qualified as a COSHH risk assessors he is responsible for ensuring that the COSHH action plan is carried out and that all COSHH procedures are in place.

· If the current post holder is qualified as a pool operator he is responsible with the team for ensuring that the pool water is tested throughout the day and that the pool operates within strict safety limits.

· Is responsible for arranging the regular maintenance and testing of equipment as necessary and for keeping the maintenance schedule updated.

· If the current post holder is trained he will give Permission to Work in respect of the Asbestos Log. He has the responsibility for maintaining the Log. 

· Has responsibility for arranging regular fire drills. Testing the equipment, arranging for maintenance and maintaining the Fire Log.
THE POOL OPERATORS      

· are qualified for the role and are responsible with the team for ensuring that the pool water is tested throughout the day and that the pool operates within strict safety limits.

THE SCHOOL NURSE 


· has responsibility for the health and welfare of pupils. She is responsible for all procedures applicable to the administration of medicines, basic hygiene and other matters relating to child health
                     

· is responsible for ensuring the maintenance of high standards of hygiene and undertakes regular audits throughout the school. Special attention is given to the prevention of cross infection.
· records any accidents in her accident book – pages are then stored in the child’s individual medical file. This is a data protection measure.
· She delegates to Catriona McCulloch the task of ensuring all first aid boxes, and blood spoilage kits are up to date and appropriately stored. These are checked termly and checks are recorded. 
· Provides gastrostomy and epilepsy training for staff

             
FIRST AIDER AT WORK

· To provide first aid for staff as required
· In the case of more serious injuries to liaise with the school nurse
· In the absence of the school nurse to administer medicines. To receive regularly updated training from the school nurse to be able to do so safely. A member of the SLT would accompany her and countercheck all procedures.

STEPS TRAINERS

· To undertake all training and updates for school staff.
· To assist and advise staff on the use of STEPS
· To liaise with the STEPS  organisers with particular children
· To maintain a qualification in First Aid.
· To liaise with the deputy head teacher to ensure all staff training is up to date.
MANUAL HANDLING TRAINERS

· To train all staff in safe manual handling procedures
· To provide risk assessments for all pupils who require manual handling

LUNCHTIME ASSISTED EATING TEAM

· To risk assess all pupils to ensure they are able to eat safely.
· To provide assisted eating programmes for all pupil who require assistance with eating to ensure safety. 
EDUCATIONAL VISITS CO-ORDINATOR (EVC)

· To ensure all offsites visits are appropriately planned and risk assessed. 
· \to ensure staff are trained to complete these assessments. 
TEACHERS:

· are responsible for ensuring the administration of medicines and other medical procedures  when the class is off site. All procedures must be adhered to and the advice/guidance of the nurse sought. The teacher will ensure that she is aware of who is trained and willing to give oral midazolam and other medical interventions.

CLASS STAFF:


· have responsibility for the health and safety of pupils, staff and visitors within the classroom and must pay particular attention to the provision of a safe working environment. Special care and attention must be paid to health and safety during physical activities, including moving and handling procedures, technology and when in the play areas or out in the community.
                                

· are responsible for ensuring a high standard of hygiene within the classroom and particular attention must be paid to the prevention of cross-infection. Cleaning contractors are responsible for the cleanliness of floors, walls and sinks, together with the weekly cleaning of work surfaces but class staff are responsible for the cleanliness of all equipment including cookers and fridges.
                                

· have responsibility  when using the bathrooms and toilet areas to leave them in a reasonable state. The cleaning contractors are responsible for the cleanliness of floors, work surfaces and sanitary ware, but shower trolleys/ changing beds, potties and special toilet aids should be wiped down after use and regularly cleaned.

 THE SWIMMING TEACHER:


· has responsibility for the health and safety of all pupils, staff and volunteers in her charge
                                 

· has responsibility for the safety and maintenance of all swimming aids and equipment and the availability of rescue equipment.

ALL STAFF, VOLUNTEERS AND VISITORS

· have a duty to take reasonable care for the health and safety of themselves and of others and to comply with the requirements and procedures of the school.
                          

· have a responsibility to report any concern regarding health and safety matters to the Headteacher or do so via the health and safety rep. They should report any repairs which are required to the caretaker via his jobs book or noticeboard. Any ‘Near Misses’ should be recorded in the Near Misses book which is kept in the Head’s Office.
                          

· Any accident to a member of staff or pupil must be reported to the headteacher and the school nurse or first aider called to attend. Accident forms must be completed by the member of staff in charge at the time.

· must report all violent incidents to the school office, and complete the appropriate form.  

PART 3.
ARRANGEMENTS
Detailed information on the LA’s expectations are provided in the Education Health and Safety Manual.
1
Risk Assessments 

2
Offsite visits

3
Health and Safety Monitoring and Inspections

4
Fire Evacuation and other Emergency Arrangements 

5
Fire Prevention, Testing of Equipment

6
First Aid and Medication

7
Accident Reporting Procedures

8
Health and Safety Information and Training

9
Personal safety / lone Working

10
Premises Work Equipment

11
Flammable and Hazardous Substances 

12      Asbestos 
13      Moving and Handling 
14
Contractors 

15
Work at Height 

16
Display Screen Equipment

17
Vehicles

18
Lettings
19
Minibuses

20
Stress

21
Legionella

22
Swimming pool

23
Work Experience
1 RISK ASSESSMENTS
General Risk Assessments

The school conducts and documents risk assessments for all activities presenting a significant risk. These are co-ordinated by Lynnette Johnson following guidance contained in the Education Health and Safety Manual and are approved by the headteacher.
 

Risk assessments are available for all staff to view and are held centrally on the shared drive and in the deputy head’s office. These assessments will be reviewed on an annual basis or when the work activity changes, whichever is the soonest. Staff will be made aware of any changes to risk assessments relating to their work.

Individual Risk Assessments
Specific assessments relating to staff member(s) or pupil(s) are held on that individual’s file and will be undertaken by the head or deputy.
Such risk assessments will be reviewed on a regular basis.

It is the responsibility of all staff to inform their line manager of any medical conditions (including pregnancy) which may impact upon their work.  
Curriculum Activities 

Risk assessments for curriculum activities will be carried out by class teachers  using the relevant codes of practice and model risk assessments detailed below.  

Whenever a new course /subject / topic is adopted or developed all activities are checked against these and significant findings incorporated into schemes of work and / or lesson plans.
All LA schools have a subscription to CLEAPSS and their publications
 are used as sources of model risk assessment within science and DT. 

In addition the following publications are used within the school as sources of model risk assessments:
·  [National Society for Education in Art & Design (NSEAD)
http://www.nsead.org/hsg/index.aspx ]
· [ Safe Practice in Physical Education and School Sport’  Association of PE ‘afPE’  http://www.afpe.org.uk/ ]
2 OFFSITE VISITS
The LA has adopted the Outdoor Education Advisory Panel’s national guidance for learning outside the classroom and offsite visits and all offsite visits will be planned following this guidance available via http://www.hertsdirect.org/services/edlearn/schlife/outside/offsitevisits/
The LA’s Offsite Visits Advisor must be notified of all level 3 trips, which include self-led adventurous activities, fieldwork trips to open or "wild" country, and all trips overseas. This will be done via the use of Evolve, the online notification and approvals system.
Evolve will be used for the planning and approval of some offsite visits. Currently this is only used for level 3 trips and is being introduced for other visits.  Relevant risk assessments, participants names etc. will be attached electronically as required
The member of staff planning the trip will submit all relevant paperwork and risk assessments relating to the trip to the school’s Educational Visits Co-ordinator(s) Hannah Scarborough or Judith Chamberlain who will check the documentation and planning of the trip and if acceptable initially approve the visit before referring to the headteacher.
See Offsites Visits Policy

3 HEALTH AND SAFETY MONITORING AND INSPECTION 
A general inspection of the site will be conducted on a 6 monthly basis and be undertaken by a member of the safeguarding committee. 
The person undertaking the inspection will complete a report in writing and submit this to the deputy head. Responsibility for following up items detailed in the safety inspection report will rest with the deputy head
A named governor Brian Lawrence will be involved / undertake an audit of the school’s health and safety management systems on an annual basis and report back to both the relevant sub-committee and full governing body meetings. 

Advice and pro forma inspection checklists can be found in the Education Health and Safety Manual.



Inspections will be conducted jointly with the establishment’s health and safety representative(s) if possible.

  4  FIRE PREVENTION AND EMERGENCY EVACUATON PROCEDURES. 

1.  FIRE PREVENTION.

The teacher in charge of the class should make every effort to maintain a safe environment and so reduce the risk of fire. He/she has a responsibility to ensure that all staff and pupils are fully aware of the school's fire and emergency procedures and all staff must be able to identify the particular sound of the fire alarm, and know where the alarm call points are situated.
                          

Combustible materials must not be stored near immersion heaters ill cupboards and on 

no account should clothes be placed on immersion heaters to dry .
                          

Classrooms and corridors must be kept free from litter and expanded polystyrene should never be used in displays.
                          

Fire exits and corridors must be kept clear of obstruction and fire extinguishers should be clearly displayed and should remain unobstructed.
                          

The teacher in charge of the class should maintain safety of all electrical appliances, plugs and sockets by:

· ensuring that any defective item is reported immediately to the caretaker and is taken out of service until repaired
                          

· ensuring that electrical cables do not trail and that sockets are not overloaded
                          

· ensuring that pupils/students are supervised when using electrical appliances and have been taught correct procedures
                                                    

· ensuring that electrical appliances are not used in bathrooms or near water

All electrical appliances are tested annually.

2.  SAFETY PROCEDURES.


Details of fire alarm call points -fire fighting appliances -telephones -isolation points for gas, electricity and water are provided on a plan of the school located in the entrance hall; it should be made available to the Emergency Services immediately on arrival.
              

Fire procedure is indicated on notices adjacent to all Alarm call points.
              

The Assembly point for all classes is The WOODLAND , at the rear of the school.  This places the children in a safe enclosed space at  a safe distance from any fire in the buildings. This goves immediate access to the school field and from there a double gate with access to Lemsford Lane or into Stanborough Park. 
In the event of this being a bomb scare pupils should be taken imediately into the field at a further distance from the school. 
             

Exit routes are clearly labelled with the green and white 'running man' signs. The swimming pool and hall are equipped with emergency lighting.
              
3.  FIRE ALARM SYSTEM
              

This is tested once a week by the caretaker. Defects are reported immediately. A record of each test and any defects are kept in the fire logbook.

The system is tested quarterly by the manufacturers. 

              

4.  FIRE DRILLS
              

This will be held at least once a term and as soon as practicable after the start of each term for the new entrants, both staff and pupils. Usually no advance notification will be given. When the alarm sounds, the assumption should be that it is a real fire and evacuation should take place as quickly as possible.
              

Escape routes may be restricted in order to make occupants aware of other routes available.
               

For the purpose of a drill staff in the swimming pool will be informed that a drill will be held. They will practice emergency evacuation from the pool but will not take pupils outside.

         

      
5.  VISITORS' REGISTER /  OFF SITE FORMS
               

To ascertain all those on the school premises at the time of a fire or during fire drill, all visirtors to the school are asked to sign the visitors’ book.

All voluntary workers, students and supply staff  must enter their names in the register provided in the office.
               

Classes going out of school leave a list which states which staff and students are out and which are left behind and where they are.
               

Staff leaving the premises at any time including lunch times sign out in the main office, in the prescribed manner.

Parents taking their children out of school during the day sign a register. 

6.  STAFF DUTIES IN THE EVENT OF A FIRE.

The Head
Take overall command of the situation.


Be in a position at the assembly point where others can easily locate her and report to her

Ensure the safety of staff and pupils at all times.

Take a mobile phone to the assembly point to contact the caretaker
The Deputy Head
Take charge of the assembly point and registration and report anyone missing to the head.



Assume the duties of the head  in their absence

Assistant Head
Assume the duties of the Deputy in her absence
Caretaker
Locate and isolate the fire and services (electricity and gas) if


necessary; inform the head when completed.


Ascertain the location of the fire


Ensure access to the school is clear

Awaits fire brigade at front of school
Take a roll call of staff evacuated to the front of the school 

Ascertain from the head whether anyone is missing and report this to the Fire Officer

Bursar
Phone the Fire Brigade immediately on hearing the alarm unless previously forewarned that this is a drill



Assume the duties of the caretaker in his absence
Secretary
Take registers, visitors' books, staff off site file,  supply book, going out forms and children’s signing out book to assembly point.


Take medical bag to assembly point
Head of Kitchen

Take staff register to assembly point

7.  EMERGENCY FIRE PROCEDURE


If you discover a fire or one is reported to you, operate the nearest fire alarm call point by breaking the glass.
                        

On hearing the alarm:
                        

· A member of class staff should immediately close the internal classroom door to ensure that they have time to make a safe evacuation.

· Classroom staff, under the direction of the teacher should quickly and calmly collect
all children for whom they have responsibility during that session and leave the building by the nearest and safest exit. If they have a register it should be taken to the assembly point.

· The school secretary should take the registers to the assembly point unless the registers are being used in class in which case they must be taken by class staff


· Staff who are not responsible for children at that time should help other teachers to evacuate the children if they can reach them safely and without risk to themselves or others.
                        

· Staff should close all doors as they leave.                                    
                        

· All staff and pupils should report to assembly point, via their recommended route. If egress is blocked by fire they should leave by the best alternative route. If a class has to meet other than in the rear field a message should be sent to the main assembly point. If a class has to congregate at the front of the school they must do so safely being aware of the arrival of the Emergency Services. If possible they should use the car park in front of Extended Education.

· The first person to arrive at the gate to the field should unlock the padlock using the 2219 code which is known to all staff.

             

· The staff member in charge of the class must call the register.
                        

· Having ensured the safety of your own class, staff extra to requirements may be directed to help other classes reach the assembly point, although staff should not re-enter the building.                        
                                                                                                                                                         
8. AFTER A FIRE ALARM

If it was a small localised fire such as a cooker top fire, staff and pupils may re‑enter the building once it has been declared safe. 

If it was a large fire, no‑one will be able to re‑enter until advised to do so by the Senior Fire Officer present. 

Do not disturb any evidence which may indicate the cause of the fire.

The premises must be in safe working order before they are re‑occupied, i.e. fire doors satisfactory and fire alarm operating.

Arrangements must be made as soon as possible, to reinstate fire fighting equipment, including the recharging of fire extinguisher

LOCATION AND USE OF FIRE FIGHTING APPLIANCES

Fire fighting should always be secondary to evacuation and saving lives.


See Annex 1 for location and types of equipment

2.  Fire Blankets

See Annex 1 for location and types of equipment
Use to smother fire or a victim on fire: hold blanket at full length in front of you and cover fire.  Take care that flames do not escape from under the blanket and threaten your personal safety. 
             

3. Isolation Points
Gas main 

in freezer room in kitchen (the room is always unlocked). 




In cupboard outside swimming pool

Electricity main 
in alcove in the hall, adjacent to the kitchen.
Water main 

under sink in kitchen.
                                 

4. Fire Alarm Call Points
            

All call points are of the ‘break glass in case of fire’ type.

                   

 Entrance Hall

Primary 1

Primary 2

Primary 3
Swimming pool corridor


Seniors 1

Seniors 3                 

 Kitchen 

Extended Education
Music Lodge.

Hall
    Details of service isolation points 
Gas:   Green Cabinet outside PPA room
          Green Cabinet outside Swimming Pool / NC1

Water:  Stopcock in Cupboard in hall
Electricity:  Electric Cupboard in the hall
Details of chemicals and flammable substances on site.  
An inventory of these will be kept by the Caretaker as appropriate, for consultation.
List of Call points, Fire extinguishers and blankets. 

	Location
	Call point
	Extinguisher
	Fire Blanket

	PPA Room
	1010
	1 carbon

1 foam  back door
	

	Staff Room
	
	
	1 blanket

	Outer front lobby
	1015
	
	

	Reception
	
	1 carbon

1 foam
	

	Sensory Zone
	1041
	
	

	Medical Room
	1038
	
	

	Laundry
	
	1 carbon
	

	Primary 2 Classroom
	1030
	1 carbon

1 foam   back door
	

	Primary 2 storeroom
	1021
	
	

	Primary 2 corridor
	
	1 carbon
	

	Hall 
	1051
	1 carbon

1 foam  side door to Pri playground
	

	Primary 3 classroom 
	1036
	1 carbon

1 water
	

	Primary 1 classroom
	1052
	1 carbon

1 foam
	

	Swimming Pool Lobby
	1067
	
	

	Swimming Pool side
	1066
	
	

	Swimming pool back door
	1069
	1 carbon

1 foam
	

	Pool plant room
	1062
	1 carbon
	

	Caretaker’s shed

Top of ball skills court
	
	1 carbon

1 foam
	

	Caretaker’s shed

Bottom of ball skills court
	
	1 carbon
	

	NC1 classroom
	1071
	1 carbon  back door
	

	NC2 classroom
	1079
	1 carbon back door
	

	NC3 classroom 
	1083
	1 carbon
	1 fire blanket

	Music Room
	1101
	1 carbon
	

	Senior corridor
	1112
	
	

	FL1 The Lodge
	1099  Front

1097 Back
	1 carbon

1 foam
	1 fire blanket

	FL  The Zone
	1095
	
	

	FL2 The Hub
	1087 Front

1092 Back
	1 carbon front

1 foam front

1 carbon back

1 foam back
	1 fire blanket

	Boiler Room 
	1009
	1 carbon

1 powder
	

	Kitchen
	1105
	1 foam
	

	Meeting Room 
	
	1 carbon 

1 foam
	


                 5 INSPECTION /MAINTENANCE OF EMERGENCY EQUIPMENT
Greg Jackson is responsible for ensuring that the school’s fire log is kept up to date and that the following inspection / maintenance is undertaken and recorded in the fire log book located in the hall cupboard
FIRE ALARM SYSTEM 
Fire alarm call points will be tested weekly in rotation. This test will occur on Friday at 8 a.m
Any defects on the system will be reported immediately to the alarm contractor Clymac 01509 232651
A fire alarm maintenance contract is in place with Clymac and the system is tested quarterly  by them.

FIRE FIGHTING EQUIPMENT 
Weekly in-house checks that all fire fighting equipment remains available for use and operational. 
Firesolve undertakes an annual maintenance service of all fire fighting equipment.
Defective equipment or extinguishers that need recharging should be taken out of service and reported direct to Firesolve 01484866614
EMERGENCY LIGHTING SYSTEMS
These systems will be checked for operation monthly in house and annually a full discharge test and certification of the system will be undertaken by Terry Walkerdine 07935498903
MEANS OF ESCAPE 
Daily checks for any obstructions on exit routes and ensures all final exit doors are operational and available for use.
6 FIRST AID AND MEDICATION
The school has assessed the need for first aid provision and identified the following staff to provide first aid (both on site and where required for trips/visits and extra curricular activities) 

TRAINED TO FIRST AID AT WORK LEVEL (18 hr):

Karen Wake    
 to be renewed Jan 16

Jenny Day          to be renewed   Nov 17

Pip Moore 
 to be renewed   Nov 17

Joyce Dixon 
 to be renewed   Nov 17

TRAINED TO EYFS STANDARD (PAEDIATRIC FIRST AID, 12 hr):

Karen Wake       
to be renewed  Mar 18
Anna Wilmott    
to be renewed  Mar 16
FIRST AID FOR FOREST SCHOOL

First aid qualifications remain valid for 3 years. Deputy Headteacher will ensure that refresher training is organised to maintain competence and that new persons are trained should first aiders leave.

FIRST AID BOXES ARE LOCATED AT THE FOLLOWING POINTS:

FIRST AID BOXES ARE LOCATED AT THE FOLLOWING POINTS:

Senior bathroom, 

            1st aid, spillage
Swimming pool 



1st aid, spillage, blanket, pocket masks
Minibuses 



blanket, 1st aid, pocket masks
Class rooms 


            spillage kit, 1st aid box,  pocket masks
Office 




1st aid kit, 

Deputy Head’s office


Pocket masks

Staff Room



Spillage kit

Medical Room
All medical supplies including sterile water, oxygen cylinders, suction machines

Plant Room
Eye wash station 1st aid kit

Gill Bull is responsible for regularly checking (termly) that the contents of first aid boxes [including travel kits/ those in vehicles] are complete and replenished as necessary. 

TRANSPORT TO HOSPITAL
Where  the school nurse or in her absence the first aider considers it necessary, the injured person will be sent directly to hospital (normally by ambulance). Parents / carers will be notified immediately of all major injuries to pupils.   
 
No casualty will be allowed to travel to hospital unaccompanied and an accompanying adult will be designated in situations where the parents/carers cannot be contacted in time.

Where there is any doubt about the appropriate course of action, the first aider will  consult with the Health Service helpline (NHS Direct 0845 4647) and, in the case of pupil with the parents/carers.

Administration of medicines 

All medication will be administered to pupils in accordance with the DfE document to ‘Supporting Pupils at School with Medical Conditions’ 2014 and with EYFS guidelines.

The only medication kept and administered within school are those prescribed specifically for a pupil at the request of the parent / guardian and with the consent of the head teacher. Records of administration will be kept by the school nurses
No member of staff should administer any medicines unless a request form has been completed by the parent / guardian.

All medications kept in school are securely stored in the Nurse’s Office  with access strictly controlled.

Where children need to have access to emergency medication i.e. asthma inhalers, epi-pen etc., it will be kept in the Nurse’s Office  and clearly labelled.

Health Care Plans

Parents / carers are responsible for providing the school with up to date information regarding their child’s health care needs and providing appropriate medication.

Individual health care plans are in place for those pupils with significant medical needs e.g. chronic or ongoing medical conditions such as diabetes,  epilepsy, anaphylaxis etc. These plans will be completed at the beginning of the school year / when child enrols / on diagnosis being communicated to the school and will be reviewed annually by Rosie Laughlin and / or Mel Johnston  the school nurses
All staff are made aware of any relevant health care needs and copies of health care plans are available from the school nurse 

Staff will receive appropriate training related to the health conditions of pupils and the administration of medicines from the school nurse.
7 ACCIDENT REPORTING PROCEDURES
Accidents to employees 
All employee accidents, no matter how minor, must be reported to the LA using the online accident reporting system hosted on Solero. 

Accidents to pupils and other non-employees (members of public / visitors to site etc.)
Accident forms are used to record all minor incidents to non-employees, more significant incidents as detailed below must also reported to HCC using the online accident reporting system hosted on Solero.
· Major injuries.
· Accidents where significant first aid treatment has been provided.

· Accidents which result in the injured person being taken from the scene of the accident directly to hospital.
· Accidents arising from premises / equipment defects.
All major incidents will be reported to the headteacher and the Health and Safety Governor. Parents / carers will be notified immediately of all major injuries.   
Accidents will be monitored for trends and a report made to the Governing Body as 
necessary. 

The Headteacher, or their nominee, will investigate accidents and take remedial steps to avoid similar instances recurring. Faulty equipment, systems of work etc. must be reported and attended to as soon as possible. 
Reporting to the Health and Safety Executive (HSE)

Incidents involving a fatality or major injury will be reported immediately to the Health and Safety Executive (HSE) on 0845 300 9923 and the Education Health and Safety team on 01992 556478.
Incidents resulting in the following outcomes must be reported to the HSE via their online reporting system http://www.hse.gov.uk/riddor/ within 15 days of the incident occurring. 
· A pupil or other non-employee being taken directly to hospital for treatment and the accident arising as the result of the condition of the premises / equipment, due to the way equipment or substances were used or due to a lack of supervision / organisation etc.
· Employee absence or inability to carry out their normal duties as the result of a work related accident, for periods of 7 days or more (including W/E’s and holidays).
Any incident notified to the HSE must also be reported to the LA’s Health and Safety Team. 
8 HEALTH AND SAFETY INFORMATION & TRAINING
Consultation

The Safeguarding Committee meets termly to discuss health, safety and welfare issues affecting staff, pupils or visitors.  Action points from meetings are brought forward for review by school management.
Hannah Scarborough is the health and safety rep.
Communication of Information
Detailed information on how to comply with the LA’s health and safety policy is given in the Education Health and Safety Manual, which is available for reference via the Grid.
The Health and Safety Law poster is displayed in the staff corridor 

The Education Health and Safety Team, Tel: 01992 556478 provide competent health and safety advice for Community, Community Special and VC schools. 
Health and Safety Training
All employees will be provided with:

SYMBOL 183 \f "Symbol" \s 10 \h
induction training in the requirements of this policy;

SYMBOL 183 \f "Symbol" \s 10 \h
update training in response to any significant change;

SYMBOL 183 \f "Symbol" \s 10 \h
training in specific skills needed for certain activities, (e.g. use of hazardous substances, work at height etc.)
· refresher training where required.
Training records will be kept by the deputy head. 
The deputy head is responsible for co-ordinating health and safety training needs and for including details in the training and development plan.  This includes a system for ensuring that refresher training is undertaken within the prescribed time limits.  

The Headteacher will be responsible for assessing the effectiveness of training received.

Each member of staff is also responsible for drawing the Headteacher's / line managers attention to their own personal needs for training and for not undertaking duties unless they are confident that they have the necessary competence.
9 PERSONAL SAFETY / LONE WORKING

The school believes that staff should not be expected to put themselves in danger  and will not tolerate violent / threatening behaviour to its staff.
Staff will report any such incidents to the headteacher. The school will work in partnership with the LA and police where inappropriate behaviour/ individual conduct compromises the school’s aims in providing an environment in which the pupils and staff feel safe.  

Lone working

Staff are encouraged not to work alone in school. Work carried out unaccompanied or without immediate access to assistance should be risk assessed to determine if the activity is necessary.
Work involving potentially significant risks (for example work at height) must not be undertaken whilst working alone.

Staff working outside of normal school hours must obtain permission of a senior member of staff and sign in and out of the school premises
Where lone working cannot be avoided staff should ensure they have means to summon help in an emergency e.g. access to a telephone or mobile phone etc.
Staff conducting home visits wil ensure they leave a  mobile phone contact, notify management of visit details, expected time of return or end time and arrangements for contact. Where there are known risks which may affect staff safety staff will not visit alone
A coded message has been agreed for emergency use. 

School staff responding to call outs 

Alarm calls are answered by Arena Security. Nominated key holders attending empty premises where there has been an alarm activation should do so with a colleague if possible. They should not enter the premises unless they are sure it is safe to do so. 
10 PREMISES AND WORK EQUIPMENT
All staff are required to report to Greg Jackson any problems found with plant/equipment. Defective equipment will be clearly marked and taken out of service by storing in a secure location pending repair / disposal. 

The deputy head is responsible for identifying all plant and equipment in an equipment register and ensuring that any specific training or instruction needs, personal protective equipment requirements are identified and relevant risk assessments conducted where required.

Equipment restricted to those users who have received specific training is 
Scaffold Tower –Trained  Greg Jackson

Swimming Pool chemicals  - Trained  Greg Jackson  Jenny Day  Joyce Dixon Lynnette Johnson 

Caretaker’s maintenance tools – restricted to his use. 

Planned maintenance / inspection 
Regular inspection and testing of school plant and equipment is conducted to legislative requirements by competent contractors. Records of such monitoring will be kept  by Greg Jackson  
Electrical Safety
All staff will conduct a visual inspection of plugs, cables and electrical equipment prior to use. Defective equipment will be reported to Greg Jackson  
All portable items of electrical equipment will be subject to formal inspection and testing (Portable Appliance Testing (PAT)) on an identified cycle (dependant upon the type of equipment and the environment it is used in). All earthed equipment (class 1) and cables attached to such equipment will be tested annually. 
This inspection and testing will be conducted annually by xxxxx frequency of inspection and testing. 
Greg Jackson  is responsible for keeping an up-to-date inventory of all relevant electrical appliances and for ensuring that all equipment is available for testing
Personal items of equipment (electrical or mechanical) should not be brought into the school without prior authorisation and must be subjected to the same tests as school equipment.  

A fixed electrical installation test (fixed wire test) will be conducted by Terry Walkerdine  on a 5 year cycle
External play equipment 

External play equipment will only be used when appropriately supervised. This equipment will be checked daily before use for any apparent defects, and Greg Jackson will conduct a formal termly inspection of the equipment. It will also form part of the governors’ 6 monthly check.  PE and Play equipment is subject to an annual inspection by T&B
11 FLAMMABLE AND HAZARDOUS SUBSTANCES
Every attempt will be made to avoid, or choose the least harmful of, substances which fall under the “Control of Substances Hazardous to Health Regulations 2002” (COSHH Regulations).  

No hazardous substances are used in curriculum lessons.
In all other areas the establishments nominated person(s) responsible for substances hazardous to health Joyce Dixon
They shall ensure:

· an inventory of all hazardous substances used on site is compiled and regularly reviewed.
· material safety data sheets are obtained from the relevant supplier for all such               

· materials.
· If required, full COSHH risk assessments are conducted and communicated to staff 
· exposed to the product/substance. 
· all chemicals are appropriately and securely stored out of the reach of children and .
· all chemicals are kept in their original packaging and labelled ( no decanting into               

· unmarked containers).
· suitable personal protective equipment (PPE) has been identified and available for use. 
· PPE is to be provided free of charge where the need is identified as part of the risk 
· assessment.
Where persons may be affected by their use on site, Joyce Dixon is responsible for ensuring that COSHH assessments are available from contractors (this applies to both regular contracts such as cleaners and caterers and from builders, decorators, flooring specialists, etc).
Currently only Pool chemicals fall under this category and these are stored in the locked Plant Room
12 ASBESTOS

An asbestos survey and management plan is in place for the school in accordance with HCC’s asbestos policy. The school’s most recent asbestos management survey was conducted in 2013
The school’s asbestos log (including school plans, asbestos survey data and site specific management plan) is held by Greg Jackson
The headteacher will ensure that all school staff (including those such as catering and cleaning staff who may be employed by others) are made aware of the location of asbestos containing materials (ACM) within their work areas.

Under no circumstances must staff drill or affix anything to walls without first obtaining approval from an Asbestos Authorising Officer. (Even stapling / pushing a drawing pin into ACM may result in the release of fibres into the air.)   

Any damage to materials known or suspected to contain asbestos should be reported to Greg Jackson who will contact HCC’s asbestos team asbestos@hertfordshire.gov.uk.
The school’s asbestos authorising officers are 
Greg Jackson 

training to be renewed Feb 2018
Judith Chamberlain 
training to be renewed Feb 2018
Lynnette Johnson 
training to be renewed Feb 2018
Refresher training is required 3 yearly.

Prior to any work commencing on the fabric of the building or fixed equipment (e.g. boilers, kilns etc.), either by contractors or school staff, one of the asbestos authorising officers must check the asbestos log and establish whether permission to work can be given.

The headteacher / asbestos authorising officers shall ensure:

· That the asbestos log is consulted at the earliest possible opportunity and that all work affecting the fabric of the building or fixed equipment is entered in the permission to work log and signed by those undertaking the work.
· A visual inspection of asbestos containing materials remaining on site is conducted and recorded (legal requirement to do so annually as a minimum).

· The limitations of the management survey and areas of the building that  have not been surveyed are understood and considered as part of the permission to work process e.g. areas above 3m in height, within ceiling voids (where panels / tiles are fixed), floor voids and ducts etc
· All records pertaining to asbestos are effectively maintained and retained (legal requirement to do so for a period of 40 years)
· The school’s asbestos management plan is kept up to date and that any asbestos works (removal, new project specific surveys etc.) are notified to the LA via asbestos@hertfordshire.gov.uk 
13 MOVING AND HANDLING
Rosie Holland and Sue Kingscote are Manual Handling Trainers ( Edge training) and ensure that all staff are fully trained and that all pupils have risk assessment s for their handling/. 

Staff should ensure they are not lifting heavy items and equipment unless they have received training and/or equipment in order to do so safely.

All manual handling activities which present a significant risk to the health and safety of staff, will be reported to Rosie Holland and Sue Kingscote and where such activities cannot be avoided a risk assessment will be conducted to ensure such risks are adequately controlled. A copy of this assessment will be provided to employees who must follow the instruction given when carrying out the task.

Paediatric Moving and Handling

All staff who move and handle pupils have received appropriate training (both in general moving and handling people techniques and specific training on any lifting equipment, hoists, slings etc. they are required to use).
All moving and handling of pupils has been risk assessed and recorded by a competent member of staff. Equipment for moving and handling people is subject to inspection on a 6 monthly basis by a competent contractor.

14 CONTRACTORS
All contractors used by the school shall ensure compliance with relevant health and safety legislation, guidance and good practice. 
All contractors must report to reception where they will be asked to sign the visitors’ book and wear an identification badge.  Contractors will be issued with guidance on emergency procedures, relevant risks, and local management arrangements.
Greg Jackson is responsible for monitoring areas where the contractor’s work may directly affect staff and pupils and checking whether expected controls are in place and working effectively.
SCHOOL MANAGED PROJECTS
Where the school undertakes projects direct the governing body are considered the ‘client’ and therefore have additional statutory obligations. Such projects are managed by Judith Chamberlain who will ensure that landlord’s consent has been obtained and, where applicable, all statutory approvals, such as planning permission and building regulations have been sought. 
This would include whether CDM
 regulations will apply. 

To ensure contractor competency the school uses a property framework contractor as a method of procuring works. These contractors have satisfied the County Council that they understand and abide by health and safety regulations. Details can be found at http://www.thegrid.org.uk/info/premises/property.shtml
When considering the appointment of contractors outside of Hertfordshire frameworks Judith Chamberlain will undertake appropriate competency checks prior to engaging a contractor
The school, contractor(s) and any subcontractor(s) involved will exchange relevant information regarding the work activities and agree the risk assessment and safe systems of work to be used prior to works commencing on site. Contractors will be asked to provide risk assessments and method statements specific to the site and works to be undertaken.
15 WORKING AT HEIGHT
Working at height can present a significant risk, where such activities cannot be avoided a risk assessment will be conducted to ensure such risks are adequately controlled. A copy of this assessment will be provided to employees authorised to work at height.

When working at height (including accessing storage or putting up displays) appropriate stepladders or kick stools are to be used. Staff must not climb onto chairs etc. 

Only those persons who have been trained to use ladders safely may use them.

Basic instruction is provided to all staff who use ladders / stepladders
http://www.hse.gov.uk/pubns/indg455.htm
Formal training on work at height, use of ladders, mobile tower scaffolds etc. will be provided where a significant risk is identified as part of an individuals role e.g. site staff, ICT technician etc. 
The establishments nominated person responsible for work at height is Greg Jackson.
The nominated person shall ensure:

· all work at height is properly planned and organised;

· the use of access equipment is restricted to authorised users;

· all those involved in work at height are trained and competent to do so;

· the risks from working at height are assessed and appropriate equipment selected;

· a register of access equipment is maintained and all equipment is regularly inspected and maintained; 
· any risks from fragile surfaces is properly controlled.

16  DISPLAY SCREEN EQUIPMENT (DSE)
All staff who use computers daily, as a significant part of their normal work (significant is taken to be continuous / near continuous spells of an hour or more at a time) e.g. admin / office staff shall have a DSE assessment carried out.
Staff identified as DSE users are entitled to an eyesight test for DSE use every 2 years by a qualified optician (and corrective glasses if required specifically for DSE use).

Advice on the use of DSE is available in the Education Health and Safety Manual   
Staff considered to fall in this category are:
Joyce Dixon

Reba Deighton

Judith Chamberlain

Lynnette Johnson

Lyne Frewin

Tyler Gillian
Laura Gould

17 VEHICLES ON SITE
At the start and end of day the home school transport brings children onto the site which means that up to 20 taxis and minibuses are using the school drive between 8.45 – 9.15. and 3.00- 3.30
The school car and minibuses are kept on site and must be given access and clearance. 

Access to the school must be kept clear for emergency vehicles.

Because no other reasonable solution could be found the school gates are used for both vehicle and pedestrian access . Zebra crossings denote pedestrian rights of way.
18 LETTINGS 
Lettings are managed by Joyce Dixon following HCC guidance.
The pool is only let to hydrotherapists and qualified swimming teachers . A Lakeside pool operator has to be on the premises and they have to meet all other safety requirements of the SOP for the pool.

Where organisations hire the premises they will be given a copy of the asbestos information and instructed to ensure that they do not disturb the fabric of the building in those few areas.

19 VEHICLES
The deputy head maintains a list of nominated drivers who have received training in order to drive a minibus and conducts an annual check of their driving licence. 
All minibus drivers should hold a valid HCC minibus permit (valid for 5 years) 

Issued by the HCC Road Safety Unit.  
Greg Jackson is responsible for the undertaking regular checks on the vehicles and the schools operation of minibuses follows County Guidance. 
County Guidance

All drivers must be over 21 and hold a full Category B (car) licence, non-employees must have held this for at least two years. Employees must have category D1 entitlement, those who obtained their car licence after 1 January 1997 must additionally obtain Category D or D1 by passing a medical and the Passenger Carrying Vehicle (PCV) theory and practical driving tests. This also applies to all drivers with pre-1997 licences if they intend to drive a minibus abroad
20 STRESS / WELLBEING
The school and governing body are committed to promoting high levels of health and well being and recognise the importance of identifying and reducing workplace stressors through risk assessment, in line with the HSE and HCC’s management standards.

The school subscribes to membership of PPC to provide counselling and advice to staff facing difficulties.

The school refers staff to Occupational Health where appropriate to help with health related issues.
There is an excellent caring atmosphere in the school and staff feel well supported by colleagues. Staff are supported in school by the SLT who are always available.

The Bereavement Policy and practices are in place to support staff though the death of pupils or colleagues. 
Notice Boards in both ale and female toilets hold confidential information on counselling and other available services. 
21 LEGIONELLA
The school complies with advice on the potential risks from legionella as identified in the Education Health and Safety Manual. 
A water risk assessment of the school has been completed by Helmore  and Greg Jackson  is responsible for ensuring that the identified operational controls are being conducted and recorded in the school’s water log book. 
This risk assessment will be reviewed where significant changes have occurred to the water system and/ or building footprint. 
The risks from legionella are mitigated by basic operational controls and thus the following checks are recorded.

· Water is heated and stored to 60 deg C at calorifiers (any vessel that 
generates heat within a mass of stored water) 
· Weekly flushing of seldom used outlets and all showers (with all outlets flushed after school holiday periods) 

· Monthly temperature checks on sentinel outlets (those nearest and furthest away from calorifier(s) 

· Quarterly disinfection / descaling of showers

· Stored cold water tanks are inspected for compliance and safety on an annual basis Helmore.
22 SWIMMING POOL
The headteacher will ensure that the pool is managed in accordance with the LA’s guidance Safe Practice in School Swimming. 

A risk assessment has been carried out. Normal Operating Procedures (NOP) and Emergency Action Plans (EAP) are available below and are available to all groups hiring the facility.

Lettings agreements are managed by Joyce Dixon who will ensure that a lettings agreement has been completed, risk assessments for the activity have been completed by the hirer and returned to the school and that the hirer knows and understands the NOP and EAP. 

Pool plant operations and water testing is carried out by Greg Jackson, Joyce Dixon, or Jenny Day who hold Herts School Pool Plant Course certificates or Swimming Pool and Plant Room Operator Level 2 – Advanced Water Chemistry  and who will ensure that the water quality meets the standards identified by the Pool Water Treatment Advisory Body (PWTAG). Barnet Pools will ensure that bacterial testing is carried out and, where necessary, carry out any remedial actions. 

All staff are to ensure that they are familiar with the NOP and EAP for the swimming pool, check that rescue equipment is available and that the swimming pool is secured to prevent unauthorised access when not supervised. All staff receive annual updates on these procedures.
All swimming lessons are conducted by the School Swimming Teacher who holds appropriate qualifications and is RLSS trained. Staff throughout school are RLSS trained. 
Adequate provision is made for lifesaving, first aid and resuscitation cover appropriate to the type of swimming sessions.
NORMAL OPERATING PROCEDURES
· Member of staff in charge of lesson, or nominated member of staff, must check with the pool operators prior to their swimming lesson whether the pool is open for use.  If open, the key can then be collected from the office.  At the end of the lesson the key must either be passed onto the next user or returned to the office.  The school door to the pool must be locked when the pool is not in use.

· An ‘appropriately trained adult’, that is a class teacher or a Level 2 swimming instructor employed by the school, will be in charge of a class or group of pupils during swimming lessons. A member of staff who is RLSS trained will also be in the pool area during swimming lessons (this may or may not be the swimming instructor or teacher)

· The ‘appropriately trained adult’ is ultimately responsible for the safety of the class. They must identify the ‘SAFETY COORDINATOR’ and those staff who are CPR, first aid and water skills trained.

· At least one member of staff must be on the poolside. This person must be designated as the ‘safety coordinator’ and must be an employee of Herts County Council. The safety coordinator MUST:



Have a whistle

Be aware of the numbers of pupils/adults in the water (count at start and end of lesson and complete ‘pool numbers’ sheet)

Be aware of who is trained in rescue skills, CPR and first aid.

Be able to see the bottom of the pool at all times (including when sensory lights/blinds are being used)

· If the safety coordinator has to leave the poolside then another member of staff must be designated as safety coordinator, or swimming must cease.

· At least one member of staff must be in the water.  No person should remain in the water for longer than 2 hours without a break of at least 30 mins.

· All staff should be aware of the location of:

Whistle
  First aid kit    Blanket    Rescue poles  Alarm  Fire exit   Telephone  

Buoyancy aids    Rope   Body pole   Blood Spillage Kit

· Staff must be regularly trained in water rescue, CPR and first aid skills. This information must be recorded in the Qualifications/Training sections of the Swimming Pool file which is kept in the Deputy Heads office. The school will maintain a record of relevant qualifications of those people hiring the pool.
· When there are pupils who have epilepsy there must be a higher supervision ratio – this will be identified in the individual class risk assessment for swimming.

· Fire exits must be kept clear when pool is in use.

· All school swimming sessions are structured lessons

· All incontinent swimmers should wear tight fitting garments which remain in place during swimming and do not allow leakage, e.g. good fitting rubber pants

· Written risk assessments should exist for all sessions in the pool.  All staff must be aware of the contents of these risk assessments and abide by them.
Rules
· No food or drink must be taken into, or consumed within the pool area and the changing rooms.

· No outdoor shoes must be taken into the changing rooms or pool area.  Those persons using the pool who do not wish to go bare foot should use the overshoes provided.  Staff who have “pool shoes” can wear these from the classroom to the pool.

· Pupils must never go onto poolside until a member of staff is present

· Do not enter the water until instructed to do so by the person in charge of the lesson

· All persons must use the shower before entering the water. It is accepted that for some pupils it is not possible to shower them. In these circumstances the pupil should be ‘sponged down’ before entering the pool.

· No running.

· No jumping or diving in.

· No pushing

· No holding others under the water or deliberately splashing them

· No jewellery

· One short blast of whistle to call for attention eg end of lesson – clear pool

· All persons with long hair must have it tied up, or a swim hat must be worn. It is preferable that all swimmers wear a swim hat.
Technical Information
· The Maximum Safe Bather Load (based on pool depth and surface area) is 21 bathers per hour.  It must be noted that this figure is per hour and not per session.  It must also be noted that one bather = one person (adult or child) regardless of size.  The Maximum Safe Bather Load must NEVER be exceeded under ANY circumstances.  
· The Maximum Design Bather Load (based on the number of bathers that the filtration, circulation and disinfection systems can be expected to support) is 17 bathers per hour.  Exceeding the Maximum Design Bather Load will cause deteriorating water quality.
· Water temperature, pH level and chlorine levels must be checked at least 3 times a day by a trained pool operator (Greg Jackson, Joyce Dixon, Jenny Day) and results recorded on the appropriate sheet (in swimming pool operational file)

· Bacterial testing is carried out on a monthly basis by Barnet Pools

Pool water treatment
Detail the work systems to be used to operate the pool:

· The pool is chemically treated - through disinfection and pH correction, 

· The pool water is tested four times a day and we have an automatic dosing system in place. Chemicals are ordered through and  delivered by Barnet Pools and stored safely in the plant room

· Backwashing is carried out twice each week – or more in the occasion of fouling. The length of time can vary depending on why the backwash is taking place. Ordinarily this takes place in the morning band is carried out by Greg Jackson but any of the pool trained operators can perform this following the written procedures.

·  The strainers are checked and cleaned daily

· There are four pool plant operators, Joyce Dixon, Jenny Day, Greg Jackson and their training is in date. Please see training file for dates of re-training.

· If the pool water becomes unclear and swimmers’ feet cannot be seen on the bottom of the pool all swimming activity must stop. This may be caused by the condition of the water.

· At least two supervisors should be at the poolside before swimmers are admitted to the pool area from the changing rooms

· e.g. alarm, first aid kit, telephone will be checked daily by the pool operator and recorded in the ‘Daily’ section of the operational file. Weekly and monthly checks will be carried out and recorded. Monthly pool maintenance is carried out by Barnet Pool Maintenance

· Size of Pool – 10.5 mtrs x 5.5 mtrs 

      Maximum depth 1.1 mtrs

      Pool turnover rate – 30 cu mtrs per hour

Hiring

· If the pool is hired a qualified life saver must be present at all times that persons are in the pool area whether or not they are in the water.  A person is regarded as a qualified lifesaver only if they hold a current life saving qualification from the RLSS or ASA.

· If hired for an unstructured swimming session a qualified Lifeguard (NPLQ) MUST be present

· All hirers of the pool must agree and abide by the NOP and EAP.
POOL EMERGENCY OPERATING PROCEDURES

In an emergency keep calm and work together

· Blow whistle to clear the pool ( 3 short blasts)

Pupils to sit on seats at side of pool

Emergencies primarily fall under the following 3 categories:

People:  
Any incident involving pupils, staff or other users of the pool


Building:
Fire or similar emergency – bomb, lighting failure, structural  

                      Failure, emission of toxic gases, dealing with a chemical spill        

Water
:
Lack of water clarity or fouling

· Ring emergency alarm 

In the event of any incident involving persons using the pool where assistance is required.

In the event of break out of fire in the pool area – ACTIVATE FIRE ALARM 

And follow school fire evacuation procedures (see separate sheet )

· Switch off pump
In the event of a fouling or any other problem with the water 

· Safety Co-ordinator to organise: 

The rescue: effecting the rescue themselves or identifying who to effect the rescue.

Identify who to organise the rest of the group: class should be taken to a changing room, wrapped in towels and supervised. Numbers should be checked against pool attendance register. The group need to be kept calm.

In the event of fire, or the sounding of the alarm to evacuate the building, class should be taken to fire assembly point. Use survival blankets if required. 

In the event of a problem with the water, seek assistance from a trained pool operator (Jenny, Greg, Joyce or Liz)

As a user of the pool you must: 

Ensure that you know where the emergency equipment and alarms and exit points are.

Ensure that you are appropriately trained and annually updated in rescue skills, resuscitation and first aid.

Report all accidents, incidents and near misses

SAFETY IN THE SWIMMING POOL
In order for swimming to take place:

1. An appropriately trained adult, that is a class teacher or a Level 2 swimming instructor, employed by the school, will be in charge of a class or group of pupils during swimming lessons. 

2. A member of staff who is RLSS trained will also be in the pool area during swimming lessons (this may or may not be the swimming instructor or teacher). 

3. Groups will be accompanied by sufficient support staff, who know the pupils well, to meet the needs of the group and to ensure safe swimming.

4. Staff must check whether the pool is in operation and collect the key from the office. The pool water and temperature is checked regularly throughout the day by one of the pool operators. The pool operators have the right to close the pool if necessary. Their decision is final and the Head cannot override their decision.

5. A pool operator MUST be on site. 

6. Staff must be aware of the Normal Operating Procedures (NOP) and the emergency Action Plan (EAP) and their implementation.  The NOP and EAP are displayed on the wall in pool hall. 

7. At least one member of staff must be on the poolside. This person must be designated as the ‘safety coordinator’ and must be an employee of HCC. The safety coordinator MUST:



Have a whistle

Be aware of the numbers of pupils/adults in the water (count at start and end of lesson and complete ‘pool numbers’ sheet)

Be aware of who is trained in rescue skills, CPR and first aid.

Be able to see the bottom of the pool at all times (including when sensory lights/blinds are being used)

8. If the safety coordinator has to leave the poolside then another member of staff must be designated as safety coordinator, or swimming must cease.

9. At least one member of staff must be in the water.  No person should remain in the water for longer than 2 hours without a break of at least 30 minutes.

10. Staff must be aware of the location of the following – whistle, First Aid kit, emergency phone, fire exit, blood spillage kit, rescue poles and equipment, emergency bell, blankets.

11. Staff on poolside must be ready to enter the water if necessary, and should be appropriately dressed for this eventuality ie wearing shorts and tee shirt/swimming costume.

12. If fouling of the water takes place the pool must be evacuated immediately and the isolation switch activated. A pool operator should be notified. Swimming cannot take place again until notification is given that it is safe to do so.

13. The Deputy Headteacher keeps updated records of staff qualifications with regard to teaching of swimming, lifesaving, CPR, First Aid and Rescues skills. Skills are updated annually or as appropriate.   

23  WORK EXPERIENCE 
Where those students in 16-19 education are involved in ‘non-qualification’ activities as part of their study programme e.g. work experience or other work related learning, enterprise activities, study visits etc. then the school retains a duty of care for all students undertaking such activities.
The deputy headteacher is responsible for managing and co-ordinating such activities. 

This will include ensuring work experience placements are appropriate and thus necessitate some proportionate checks on their health and safety.
· All students are briefed before taking part in work experience on supervision arrangements and health and safety responsibilities.

· All placements (including private placements) should be subject to pre-placement checks which are done for us by Youth Connexions will assess the suitability of the placement and provide all relevant supporting documentation. No work experience placement will go ahead if deemed unsuitable. 

· Where work placements form part of the vocational qualification offered by a FE college then the college is responsible for ensuring equivalent placement checks are conducted.

· Every student will receive a placement job description highlighting tasks to be undertaken and any necessary health and safety information which is passed onto the parent / carer.

· Arrangements will be in place to visit/monitor students during the placement.

· Emergency contact arrangements are in place (including out of school hours provision) in order that a member of school staff can be contacted should an incident occur.
Any incidents involving students on work placement activities will be reported to the placement organiser / Education H&S Team at the earliest possible opportunity. 
Pre placement checks are made by the Deputy Headteacher where pupils participate in work shadowing activities and are supported by a member of school staff at all times. 
Appendices

APPENDIX 1 – BOMB THREATS

· If you receive a telephone call from someone who claims to have information about a bomb, record as much information as possible.

Time of call:
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Telephone number you were contacted on:
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Exact wording of the threat:
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· Stay calm. Being cautious, and without provoking the caller, try to ask the questions below.

Where is the bomb right now?
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When will it explode?
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What does it look like?
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What kind of bomb is it?
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What will cause it to explode?


[image: image9]
Did you place the bomb? If so, why?
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What is your name?
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What is your telephone number?
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What is your address?
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· Try dialling 1471. You may get information on where the phone call was made from.

Did dialling 1471 work?
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Time the call ended:
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· Contact the Police (999) and member of SLT immediately. 

· Carry out further actions based on Police advice.

What gender was the caller?

· Male

· Female

Approximately how old was the caller?
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Did the caller use a codeword?
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Did the caller have an accent?
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Did the caller sound familiar?
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What sort of voice did the caller have?

· Normal

· Loud

· Quiet

· Whispered

· Clear

· Disguised

· Well spoken

· Poorly spoken

· Deep

· High pitched

· Hoarse

· Nasal

· Impediment

· Stutter

· Lisp

· Slurred

· Other

At what pace did the caller speak?

· Normal

· Quick

· Slow

What manner did the caller have?

· Normal

· Calm

· Excited

· Laughing

· Upset

· Angry

· Rational

· Irrational

· Irritated

· Muddled

· Other

Were there any distinguishable background noises?
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Notes:


[image: image23]

[image: image24]
APPENDIX 2 SUSPICIOUS PACKAGES

Postal bombs or biological / chemical packages might display any of the following signs:

· Excessive wrapping 

· Grease marks or oily stains on the envelope / wrapping 

· An unusual odour including (but not restricted to) ammonia, almonds or marzipan

· Discolouration, crystals or powder-like residue on the envelope / wrapping

· Visible wiring / tin foil 

· Heavy weight for the size of the package 

· Uneven weight distribution

· Too many stamps for the weight of the package

· Poor hand writing, spelling or typing

· Delivery by hand from an unknown source

· Wrongly addressed or come from an unexpected / unusual source 

· No return address or a postmark that does not match the return address.

The likelihood of a school receiving a postal bomb or biological / chemical package is low. However, if you do receive a suspicious package carry out the actions below.

	Ref’
	Initial response - upon receiving a suspicious package
	Tick / sign / time

	SP1
	Remain calm.
	

	SP2
	Put the letter / package down gently and walk away from it:

· Do not touch the package further

· Do not move it to another location

· Do not put the package into anything (including water)

· Do not put anything on top of it.
	

	SP3
	Note its exact location.
	

	SP4
	Evacuate the building, keeping people away from the room as far as possible. Ensure that any assembly points are located away from the danger of flying glass.
	

	SP5
	Notify the Police (999) and the headteacher / nominated emergency contact immediately.
	

	SP6
	Do not use mobile phones, two-way radios or sound the alarm using the break glass call points.
	


If anyone is exposed to a potentially hazardous substance carry out the actions below.

	Ref’
	Initial response - if exposed to a potentially hazardous substance
	Tick / sign / time

	SP7
	Keep all persons exposed to the material separate from others, and available for medical examination. Ask them to remain calm and avoid touching their eyes, nose or any other part of their body.
	

	SP8
	Ensure that ventilation / air circulation systems in the building have been turned off and that all doors (including internal fire doors) and windows have been closed.
	

	SP9
	Anyone experiencing symptoms of chemical exposure (e.g. streaming eyes, coughs and irritated skin) should seek medical attention urgently.
	


APPENDIX 3     BOMB THREATS: PROCEDURES FOR HANDLING BOMB THREATS 
The vast majority of bomb threats are made by phone and are hoaxes, made with the intent of causing alarm and disruption.  

Any hoax is a crime and, no matter how ridiculous or unconvincing, must be reported to the police.  Dial 999 and police will respond. 

You should always consider their advice before a decision is taken to close or evacuate. Ultimately the decision on whether or not to evacuate rests with the Head Teacher. 
Best practice guidance on bomb threats is available online from the Centre for the Protection of National Infrastructure (CPNI) website. 

A bomb threat checklist is available in appendix 10 of the template schools emergency plan. Copy that section and make it available to staff who could potentially receive a bomb threat and ensure that they know what to do.

It is possible the Police might suggest a search based on the HOT Protocol for unattended items (Is it Hidden? Obviously Suspicious? Typical of what you’d expect to see there?) 

See also searching premises on the CPNI website. 

HOT Protocol (unattended items) 

	When faced with unattended items consider HOT: H - Hidden 
	Has an attempt been made to hide the object? 

Not in general view and may have been deliberately positioned in a discrete area?

 

	O - Obvious 
	i.e. obviously suspicious – signs of tape, wiring, batteries, ticking etc. 



	T - Typical 
	Is the object typical of the environment? Is it out of the ordinary? Not typical of the normal everyday situation? 


See also http://www.cpni.gov.uk/Security-Planning/Business-continuity-plan/Bomb-threats/
National Counter Terrorism Security Office advice is as follows:

Your planning should incorporate the seven key instructions applicable to most incidents: 
1. Do not touch suspicious items 
2. Move everyone away to a safe location 
3. Prevent others from approaching 
4. Communicate safely to staff, students, visitors and the public 
5. Use hand-held radios or mobile phones away from the immediate vicinity of a suspect item, remaining out of line of sight and behind hard cover 
6. Notify the police 
7. Ensure that whoever found the item or witnessed the incident remains on hand to brief the police.
APPENDIX 4   NACTSO ADVICE
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NaCTSO Guidance Note 1a/2016

Advice to leaders of schools and other Educational Establishments for Reviewing Protective Security

Following a series of malicious hoax communications to schools across the UK it is important that you are alert, but not alarmed. This is an opportunity for you to review your security plans to confirm that the arrangements you should already have in place are still current and have been tested to ensure staff and students are prepared and confident.

Consider what steps you could take to:-

a) reassure your staff, students and parents

b) review and implement proportionate protect and prepare security planning.

1. Bomb threats: Procedures for handling bomb threats. Most bomb threats are made over the phone and the overwhelming majority are hoaxes, made with the intent of causing alarm and disruption. Any hoax is a crime and, no matter how ridiculous or unconvincing, must be reported to the police. 

Dial 999 and police will respond. You should always consider their advice before a decision is taken to close or evacuate. 

Guidance on receipt of a bomb threat
http://www.cpni.gov.uk/security-planning/business-continuity-plan/bomb-threats/
Bomb threat checklist http://www.cpni.gov.uk/documents/posters%20and%20checklists/bomb-threat-checklist.pdf?epslanguage=en-gb
If this prompts you to review your emergency planning, consider the following:

2. Search Planning: Do you have plans to search your site to deal effectively with either bomb threats or for secreted threat items; are your staff and students familiar with those plans and what to do if they find a suspicious item? 

Good housekeeping reduces the opportunity for suspicious items to be placed and assists effective search. 

Security guidance for educational establishments
https://www.gov.uk/government/publications/counter-terrorism-protective-security-advice-for-higher-and-further-education  

Search planning guidance
http://www.cpni.gov.uk/Security-Planning/Business-continuity-plan/Search-premises/             
3. Evacuation/Invacuation planning: It is vital that you are able to move your staff and students away from danger in a controlled way. Ensure you have a number of options available, well sign- posted and notified to people on your site. Keep routes clear. 

Sometimes it may be safer to remain inside a building; identify the most suitable internal spaces that staff and students can move to.

Security guidance for educational establishments
https://www.gov.uk/government/publications/counter-terrorism-protective-security-advice-for-higher-and-further-education  
Evacuation Planning 
http://www.cpni.gov.uk/Security-Planning/Business-continuity-plan/Evacuation-planning/ 
4. STAY SAFE Guidance for firearms and weapons attacks: Do your staff follow the Stay Safe principles RUN HIDE TELL?

https://www.gov.uk/government/publications/recognising-the-terrorist-threat/recognising-the-terrorist-threat
Stay safe film
https://www.gov.uk/government/publications/stay-safe-film
Dynamic lockdown guidance
https://www.gov.uk/government/publications/developing-dynamic-lockdown-procedures
5. Staff Awareness and Security Culture: Have you briefed your staff on how they can recognise suspicious activity? 

Employee vigilance 
http://www.cpni.gov.uk/advice/Personnel-security1/Employee-vigilance/ 
https://www.gov.uk/government/publications/counter-terrorism-protective-security- advice-for-higher-and-further-education
Are your staff aware of the procedures to follow should they suspect suspicious behaviour? (Anti-Terrorist Hotline 0800 789 321. If you require an immediate response call 999)

6. Preparedness: Are your first aid kits and emergency grab bags checked regularly, complete and accessible?

7. Physical Security: Have you checked CCTV systems? Are they all working correctly? Are the date/time stamps accurate?

http://www.cpni.gov.uk/advice/Physical-security/CCTV/  

8. Mail handling: a threat may still exist from items delivered to your establishment by hand or by post. Are your staff familiar with indicators for suspicious deliveries?

http://www.cpni.gov.uk/advice/Physical-security/Screening/Mail-and-deliveries/ 

9. Further advice: is available at: https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings 

There is no change to the UK terrorist threat level, which remains at SEVERE; meaning an attack is highly likely.
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� CLEAPSS Science and D&T publications CD Rom or via � HYPERLINK "http://www.cleapss.org.uk" ��www.cleapss.org.uk� 


� CDM refers to the Construction (Design and Management) Regulations and applies to any building, demolition, maintenance or refurbishment work. Such projects are notifiable to the HSE where the work exceeds 30 days or involves more than 500 person days of work.  


In such instances it is recommended that an agent be used to work on the schools behalf.
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