Saint Mary’s Catholic Primary School

St Mary’s School Health and Safety Policy
	Mission Statement

St Mary’s School community follows the teachings of Jesus Christ, working together to develop the whole child, in a spiritual, moral, academic, physical, social and emotional way, within a caring and supportive environment. 


 Roles and Responsibilities
The Governing Body

The Governing Body has the following responsibilities to ensure:

a) A clear written policy statement is created which promotes the correct attitude towards safety in staff and pupils.

b) Responsibilities for health, safety and welfare are allocated to specific people and these people are informed of these responsibilities.

c)  Persons have sufficient experience, knowledge and training to perform the tasks required of them.

d) Clear procedures are created which assess the risk from hazards and produce safe systems of work.

e) Sufficient funds are set aside with which to operate safe systems of work.

f) Health and safety performance is measured actively and reactively.

g) The school’s health and safety policy is reviewed annually.

The Headteacher
The headteacher has the following responsibilities to:
a) Be fully committed to the Governing Body’s Statement of Intent for Health and Safety.

b) Ensure that a clear written policy for health and safety is created.

c) Ensure that the policy is communicated adequately to all relevant persons.

d) Ensure that appropriate information on significant risk activities is given to visitors and contractors.

e) Ensure appropriate consultation arrangements are in place for staff.

f) Ensure that all staff are provided with adequate information, instruction and training on health and safety issues. 

g) Make or arrange for risk assessments of the premises and working practices to be undertaken.

h) Ensure safe systems of work are in place as identified from risk assessments.

i) Ensure that emergency procedures are in place.

j) Ensure that equipment is inspected and tested to ensure it remains in a safe condition.

k) Ensure records are kept of all relevant health and safety activities eg. assessments, inspections, accidents etc.

l) Ensure that all accidents are investigated and any remedial actions required are taken or requested.

m) Report to the Governing Body annually on the health and safety performance of the school.

Site manager

The site manager has the following responsibilities to:

1. Be responsible, under the general supervision and direction of the headteacher for the effective maintenance and development of the school’s premises and grounds.
a) The security of the school buildings and grounds.
b) The maintenance and repair of fittings, furniture and non-electrical equipment.

c) The maintenance and decoration of certain aspects of the school buildings.

d) The monitoring of the heating plant for the school.

e) The cleaning, maintenance and development of external areas of the site.

f) General porterage duties as required.

g) The cleaning of certain areas within the school.

h) The cleaning of windows and glazed areas in accordance with the LA’s safety policy.

2. To act as a first line client representative in monitoring the performance of contracted staff.

School Health and Safety Co-ordinator – deputy head   

The school health and safety co-ordinator has the following responsibilities:

a) To co-ordinate and manage the annual risk assessment process for the school.

b) To co-ordinate the general school monitoring inspection process.
c) To make provision for the inspection and maintenance of work equipment throughout the school.
d) To manage the keeping of records of all health and safety activities 
e) To advise the headteacher of situations or activities which are potentially hazardous to the health and safety of staff, pupils and visitors. 
f) To ensure that staff are adequately instructed in safety and welfare matters about their specific work place and the school generally.
g) To carry out any other functions devolved to her by the headteacher or Governing Body.
Teaching / Non-Teaching Staff holding positions of special responsibility.

This includes senior leaders, admin and welfare staff. They have a responsibility to:

a) Apply the school’s health and safety policy to their own area of work and be directly responsible to the headteacher for the application of health and safety procedures and arrangements. 

b) Carry out regular health and safety risk assessments of the activities for which they are responsible

c) Ensure that all adults working with them or under their direction are familiar with the health and safety code of practice for their area of work
d) Resolve health, safety and welfare problems members of staff refer to them or refer them to the headteacher (deputy head) for any problems to which they cannot achieve a satisfactory solution.
e) Carry out regular checks of their areas of responsibility and record anything which needs attention.
f) Ensure so far as is reasonably practicable, 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.
g) Report any accidents defects and dangerous occurrences including near misses.
Class Teachers

Class teachers are expected to:

a) Apply the school’s health and safety policy to their own area of work and be directly responsible to the headteacher for the application of health and safety procedures and arrangements.
b) Exercise effective supervision of their pupils, to know the procedures for fire, first aid and other emergencies and to carry them out. 
c) Follow the particular health and safety measures to be adopted in teaching specific areas of the curriculum and to ensure they are applied.
d) Give oral and written instructions and warnings to pupils when necessary. 
e) Follow safe working procedures.
f) Make recommendations to the headteacher on equipment or improvements in their classrooms or area of responsibility relevant to health and safety.
g) Integrate all relevant aspects of safety into the teaching process.
h) Ensure all personal items of equipment used in school (electrical and mechanical) are tested for safety.
i) Report all accidents, defects and dangerous occurrences to the headteacher. 
All Employees

All employees have individual legal responsibilities to take reasonable care for the health and safety of themselves and for others who may be affected by their acts or omissions. In particular employees must:

a) Comply with the school’s health and safety policy and procedures at all times – in particular procedures for fire, first aid and other emergencies.

b) Co-operate with school management in complying with relevant health and safety law.
c) Use all work equipment and substances in accordance with instruction, training and information received.
d) Report to senior staff any hazardous situations and defects in equipment found in classrooms or any area where they are working / supervising pupils.
e) Report all incidents in line with current incident reporting procedure.
f) Act in accordance with any specific health and safety training received.
g) Exercise good standards of housekeeping and cleanliness
h) Co-operate with appointed trade union health and safety representative.   
Pupils

Pupils, allowing for their age and aptitude are expected to:

a) Exercise personal responsibility for the health and safety of themselves and others.

b) Observe standards of dress consistent with safety and / or hygiene.
c) Observe all the safety rules of the school and in particular the instructions of staff given in an emergency.
d) Use and not wilfully misuse, neglect or interfere with things provided for their health and safety.
Education Health and Safety Guidelines

1. Performance standards

Performance standards will be set by the headteacher, in consultation with the staff and Governing Body, on an annual basis and published as part of the School Development Plan

2. Funding and Resources

The headteacher, in consultation with the staff and Governing Body, will make decisions about funding of resources.

Money will where appropriate, be made available from the school’s Repair and Maintenance budget allocation.
3. Monitoring and Evaluating Health and Safety Performance

The headteacher, in consultation with the staff and Governing Body, will monitor the school’s health and safety performance through a termly audit and an annual audit of policy and procedures.  The results of the evaluation will be implemented as part of the school’s management planning cycle.

4. Consultation and Communication

Advice on matters relating to health and safety at work may be obtained by the headteacher from the Education Health and Safety Officer at the Civic Centre.  The headteacher will consult with all employees on matters related to health and safety at work.  Information will be shared at staff meetings and morning briefings.
5. Health and Safety Training

It is school policy that all employees receive induction training relating to policy and procedures shortly after taking up post.

Employees will be asked to attend relevant training courses as appropriate.

6. Personal Protective Equipment

This equipment will be provided from the cleaning budget, as and when necessary.

7. Aggression at Work

All staff should take reasonable precautions to ensure that they are not putting themselves unduly at risk.

All visitors should report directly to the school office.

Staff should ensure that they inform the headteacher or site manager if they are working alone in the building, particularly if in areas of the school located away from the main building.
8. Stress and Mental Health

The headteacher, in consultation with any individual felt to be at risk, will be responsible for the initial assessment.  All staff must take reasonable precautions to ensure that they do not put themselves at risk.  The occupational health service will be called to offer support as necessary. Anyone who thinks they may be suffering stress / mental health issues should bring this concern to the headteacher.
9. Health  and Surveillance

All employees must have undertaken pre-employment screening before taking up their post.  Monitoring of health during employment rests with each individual employee.

The occupational health service can be contacted for support and/or information.

10. Working or Visiting Other Premises

Employees should conduct themselves in other premises as they would in their own school.

12 Visitors to the School

All visitors should report immediately to the school office on arrival, and before departure.

They should conduct themselves in an appropriate manner in order to ensure their safety and the safety of others.

13.  Contractors Working in the School

The headteacher is responsible for the contract arrangements, in consultation with the borough architect and the governors’ surveyor and architect.  The contractor and the school should appoint liaison officers to ensure a high level of communication in order to minimise any possible hazards.

14. Cleaning and Maintenance

The cleaning contract is held currently by the (C.T.C.S.) Catering, Transport, Cleaning Services.  

15. Workplace  Hazards and Risk Assessments

Advice will be taken from the Education Health and Safety Officer on hazards associated with equipment and chemicals.

Chemicals will be locked away at all times and manufacturers directions for use followed closely.  Risks associated with equipment will be clearly notified by label attached to the equipment.

16.  Fire Prevention and Emergency Evacuation

Emergency evacuation procedures are posted in all classrooms, offices, staff room and welfare rooms.  An evacuation practice is held at least once a term.

The alarm system is tested and maintained regularly.

17. Electrical Safety

The LA is responsible for inspecting the electrical installation and the equipment.  The headteacher is responsible for ensuring the maintenance of the equipment.

Any faults and defects should be reported immediately to the headteacher and site manager.
18. Vehicle Movement

Vehicles are not permitted to be driven across the playgrounds while pupils are in school.

19. First Aid Arrangements

Responsibility for first aid cover is that of the welfare assistant.  First Aid boxes are located in the welfare room and staff room.
The welfare assistant shall ensure that all first aid boxes are maintained.  The Education Department’s First Aid and Welfare Policy Statement is available from the school office.

20. Work Experience/School Experience

It is the responsibility of the headteacher (or delegated to deputy head) and appropriate class teacher to ensure that secondary school pupils on work experience and student teachers on school experience should comply with health and safety procedures.

21. Educational Visits

See separate guidelines

22. Purchasing Policy

The headteacher is responsible for arranging purchases.  Advice will be taken, where necessary, to ensure that purchases are safe and without risk to health.  As part of the purchasing arrangements, maintenance and servicing will be arranged, as necessary, through appropriate channels.

Monitoring and Review

The school’s health and safety policy and guidelines will be reviewed and updated annually by the headteacher and staff, in consultation with the Governing Body.

ARRIVAL AND COLLECTION PROCEDURES

1. Before School

In the morning the doors to the main entrance are opened at 8.45 am (this may be earlier if the head or deputy is ready to open).  Two members of staff are on duty at this entrance from 8.45 to 9.00 am and another member of staff supervises pupils as they go through the playground and straight to their classrooms.
2. Collection of children during the school day

A letter is sent to the class teacher and then passed to the office.  The new electronic ystem for signing children in and out is kept in a prominent position at the window in the entrance area.
3. Collection at the end of school day.

The main entrance doors are opened at 3.00pm.  Parents come through on to the playground.  Reception and year one children are handed over to parents or adult at their classroom doors at 3.00pm. Year two and junior children walk onto the playground with the teacher and meet their parents or adult at 3.00pm and 3.15pm (junior finish time).

Pupils who are not collected are taken to the chairs outside the main office. The office will contact parents or emergency contacts if necessary.

Medical Procedures

Reporting of accidents – Pupils

If a child is injured in class or on the playground and needs to be seen by the welfare assistant, they are sent to the medical room.

The welfare assistant is only allowed to use water and tissues to treat children.  No creams are used because of the risk of cross contamination.

All minor and major injuries are reported in the accident book in the medical room, detailing the child’s name, class, nature of injury, treatment given and date. A standard letter is sent home on the same day giving the same details.  
If a serious accident occurs on the playground e.g. a child is knocked out or cannot move, the teacher on duty remains with the child and sends the other adult for help.  

Serious accidents, involving visits to the hospital are noted in the accident book and a LA form is also completed and sent to the appropriate department at the Civic Centre

Reporting of accidents – Staff or Adults

If a member of staff or other adult is injured or involved in an accident on the school premises, then a report must be written up, detailing the nature of the accident, how it happened and any treatment that was received.

Similarly, if the accident is serious and needs hospital treatment, an ‘accident and dangerous occurrence’ form needs to be completed.

Administering Medicines

A list of children, who need to take medicines on a daily basis, for ongoing conditions, is kept in the medical room.  These medicines will be administered by the welfare assistant.  Such medicines should be clearly labelled and have attached a letter from the parent explaining how and when to administer it.

Antibiotics or similar, will be administered by the welfare assistant if written permission is given by parents.  Parents wishing to administer their own medicines are invited to come to school to do so.
Asthma

Inhalers, for children who use them on a daily basis, are kept in the medical room and are in class groups on the shelf.  All pupils go to the medical room where the welfare assistant administers or supervises the child using their inhaler.

SENDING CHILDREN HOME

The welfare assistant will use her discretion with regard to sending children home.  Generally, if they have been sick or are requiring much individual attention, then it is considered better to send them home.

MEDICAL INFORMATION
A copy of a list of children with serious conditions is kept in each classroom and care plans are available in the medical room. Medical information relating to asthma, allergies, possible epilepsy, visual and auditory impairment and physical conditions is held in the main office and included in care plans as appropriate.

These are up-dated annually in consultation with parents and the school nurse. 
SUMMERTIME

In the summer, school hats may be worn. Suncream may be brought to school but must be clearly labelled with the child’s name.  The child should be able to apply the cream themselves.
WELFARE ABSENCE

If the welfare assistant is absent from school, there is no legal requirement to have a person qualified in First Aid on the premises.  However the school always ensures that there is a suitably qualified first aider to cover break times and lunch time.

TAKING CHILDREN OUT OF SCHOOL

If taking children out of school on a trip or to a team match, it is the responsibility of the class teacher to ensure that he or she is aware of children’s medical conditions.  The class teacher must take any medicines for the pupils with him/her and must also take a first aid kit, and sick bags.

MOVING INJURED CHILDREN

If a child says that he/she is injured, ask them if they are able to stand up.  If they cannot move themselves, then keep them still and send for the welfare assistant.  The welfare assistant or a senior member of staff will assess whether or not an ambulance needs to be called.

EMERGENCY FIRST AID
In the event of an accident requiring first aid you must:

i) Assess the severity of the situation

ii) Notify the person in charge and the welfare assistant, if available.  At this point a

           decision regarding calling the emergency services should be made

iii) Phone or send a responsible child or available adult to the office for help.
iv) Keep the rest of the class calm by sitting them down and reassuring them.

Accidents Requiring Immediate Treatment

a) Bleeding

In cases of bleeding:  (Gloves to be worn)

· wash under running water

· apply direct pressure to the wound by pushing the sides together with a dressing if appropriate.

· If there is an object sticking out of the wound, the object should be left in and padding built up around it.

· Continue to apply bandages to the wound (do not keep on removing bloodied bandages).

· Elevate the wound if possible.

· Seek professional help if above fails to stop bleeding.

In cases of lost consciousness where no wounds are apparent, place the patient in the recovery position

b) Shock

All accidents will result in a certain amount of shock for the patient and those around him/her.

· Reassure the person.

· Keep them warm and loosen tight clothing.

· If appropriate lay them down and raise their legs.

· In no circumstances leave the patient alone.

c) Choking

· Remove any debris or false teeth from patients mouth and encourage them to cough

· Help the person to bend forward.

· Slap them sharply between the shoulder blades with the heel of the hand up to four times.

· If the obstruction is still there, perform the abdominal thrust.

d) Burns

In case of burns:

· Place injured part into cold, gently running water.

· Remove any rings, watches, and belts before any swelling starts.
· If the wound is more than 2.5 cm square, call the emergency services.
e)       Electrical Shock   See Electrical Safety

           If the patient is still connected to electrical source DO NOT TOUCH THEM.        

           Remove patient with non-conductible material, e.g. thick blanket

LIFTING AND MOVING – CHILDREN

1. Assess the task –

Can children reasonably be expected to lift this object over the required distance?

2. Assess the object to be lifted taking into account:

                       Size, shape, weight, sharp edges, nails.

                       Distance to carry.

                       Is the area around clear?

        How will the children be required to move it?

        How many children will be needed?

3. Method –

a) Bend knees

b) Keep back as straight as possible

c) Avoid twisting/jerking

d) Tuck your chin in

e) Get a good balance

f) Obtain a good grip

g) Bring object close into body

h) Keep arms as straight as possible and keep them close to body

i) Use full body weight

Emergency Procedure

Keep child still and seek medical aid.
LIFTING AND MOVING – STAFF

ADVICE

1. Know about yourself – do you suffer from back problems?

Do you suffer from heart or blood pressure?

Do not attempt a lifting task if you are suffering from any health problems.

2. Assess the task –

Can you do it alone?

Do you need help?

3. Assess the object to be lifted taking into account:

Size, shape, weight, sharp edges, nails.

Distance to carry.

Is the area around clear?

4. Method –

a) Bend knees

b) Keep back as straight as possible

c) Avoid twisting/jerking

d) Tuck your chin in

e) Get a good balance

f) Obtain a good grip

g) Bring object close into the body

h) Keep arms as straight as possible and keep them close to body

i) Use full body weight

Emergency Procedures

Keep still and call for help

SAFETY – P.E. HALL

1. Teachers must ensure that risks to pupils are not unreasonable or excessive, bearing in mind the individual ability of children.

BEFORE THE LESSON

a)   Check the Hall:

j)       Clean floor

ii) Clear area of any obstructions

iii) Light, warm, ventilated

iv) Apparatus suitably placed,  (or follow plan – children to set out)

b) Select the material

Suitable for standard of children

Interesting and varied

Carefully planned lay-out of apparatus

c) Enforce standards of dress

Suitable clothing – not too tight or too baggy.

All fastenings closed, no parts loose or flapping.

Bare feet or gym shoes – no socks.

No jewellery

Long hair tied back (see school guidelines)

2. During the Lesson

a) Ensure children enter calmly, with a task/instruction.

b) Warm up properly before attempting stretching skills.

c) Use the space well

d) Encourage co-operation with others in lifting, handling and placing apparatus

e) Use adequate matting, correctly placed.

f) Give clear and concise instructions

“At all stages, and for all activities, the teacher must be fully aware of all risks involved and should be familiar with any specific safety regulations laid down by the school or LA.”

A copy of ‘Safe Practice in Physical Education, School Sport and Physical Education, ‘ (2016) is held in the staffroom and all staff have signed to say they seen in and know where it is located.

PUPIL SAFETY

ADVICE

1. Movement Around the School

a) Children should walk at all times

b) Children should move around the school in a quiet, sensible manner
2. In Classrooms

a) Teachers are to assess the risk of standing on furniture or equipment in the classroom according to age and activity.

b) Children should not run around the classroom

c) Children should sit on chairs properly.

d) Teachers should ensure that children enter and leave the classroom in a quiet orderly manner

3. Visitors to School

a) All visitors must report to the office.

b) All visitors must wear an identity badge and sign in and out.

SUPERVISION AT MEALTIMES

Advice

1) Ensure that children enter and depart from and move around the hall quietly.  They should enter when instructed to do so in workable groups.

2) Spillage on the floor should be immediately dealt with accordingly and a wet floor sign displayed.

3) Tables and chairs should be cleaned in between sittings. Where children are eating sandwiches in classrooms, the tables should be wiped down after use.
4) Children should be encouraged to eat with acceptable table manners and talk with quiet voices, if necessary.
5) The children finish eating their lunch in silence at the agreed times.

6) Either headteacher or deputy headteacher will supervise in the hall and/or outside when necessary

In Case of Accident

Inform headteacher and welfare assistant if necessary.  Note accident in the accident book

SWIMMING

ADVICE

1) Children should walk in twos , in an orderly manner to meet the coach at the school gate

2) Children should stand well back from the kerb and wait quietly for the coach.

3) Children should be courteous to other pedestrians

4) Teachers should count children onto the coach each time.

5) Children should sit down in their seats facing the front, and should fasten seatbelts.  (No children in the front seats)

6) All staff must supervise behavior in the coaches during the journey.

7) Teacher should supervise children off the coach and into the changing area.

8) Children with serious health problems need written permission from their parents/guardians before they can participate in swimming programme.

Children with epilepsy – refer to Safe Practice in PE  4.1.33
IN CASE OF ACCIDENT

1) Class teacher to remain with child/children.  Extra adult to return children to school (if possible) or to go for help.

2) Class to wait on coach until extra adult returns.

3) If coach is involved in an accident keep calm; use own judgement as to whether children should be taken off the coach to a place of safety.  Send extra adult for help

4) Inform the school, no matter how minor the accident.

EXTRA INFORMATION

See Emergency First Aid Section

1) Children line up in their usual line order at the entrance of pool whilst teacher signs in.

2) Children go into boys or girls changing rooms, change and line up in silence to walk to poolside.
3) All long hair, (boys’ and girls’) should be tied back.  One piece costumes to be worn.  Ribbons to be sewn on as soon as possible.  No jewellery.

4) Children to sit on benches where told.

5) If a child needs the toilet he/she is accompanied by a teaching assistant to the toilets in the changing area.
SCHOOL VISITS/JOURNEYS

1. Preliminary visits should be made or ample information should be sought about the destination

2. Teachers should arrange adequate adult supervision, i.e. 

Reception to Year 6 - 1 Adult for 6 Children

Children with unpredictable behavior must be individually supervised (and risk assessed).

3. A risk assessment should be made before any visit/journey takes place.
4. A first aid kit needs to be taken, including medication, epipen, etc.,

5. If an unexpected hazard is noted while on a visit/journey, it must be reported on the trip de-brief form so as to assist in future planning of similar trips

6. A mobile phone is to be taken on journeys/visits, to be used in emergencies and if the coach is going to return late.

7. All children must produce a signed parental consent form.
8. Details of individual medical needs/problems are to be taken by leader of visit/journey.

9. A recommended travel company should be used for all visits

10. Adequate provision for any unexpected financial expenditure should be made.

11. Staff should use available documents from the intended destination of the visit/journey to become as informed as possible.

12. In an emergency – the teacher leading the journey/visit may designate another adult to take appropriate action.  The class teacher is responsible for ensuring that all pupils are appropriately supervised at all times and take responsibility for each individual situation.
OUTDOOR EDUCATION

For any outdoor education activity:

1. Appropriate clothing should be worn.

2. Any possible risks or hazards should be assessed before the visit.

3. Adequate adult supervision

4. Mobile phone to be taken on the visit

Please refer to DFE document Health and Safety of Pupils on Educational Visits.

VISITORS

All authorised visitors must report to the school office and sign in on the electronic system – detailing name, date, purpose of visit, where in the school they will be, time of arrival and departure

They will then be given a print out with their name and photo to be worn on a lanyard (different colours denoting level of safeguarding clearance).
      Any unauthorised visitors, i.e. not wearing a badge, should be approached and               

      politely challenged.  If there is no reason for them to be on the premises they should 

      be asked to leave.  If the visitor refuses to go, they will become a ‘person present 

      without lawful authority’.  It would be appropriate for the person in charge to call for 

      assistance from the police.

      In case of emergency, i.e. fire, or bomb threat, all visitors must leave the building and         

      report to the designated assembly points.  
      The office staff should take the visitors book outside and account for 

      all visitors.

      Any accident involving a visitor must be reported to the headteacher.

CHILD PROTECTION ACT

ADVICE

Teachers should be aware of symptoms of suspected physical and sexual abuse

These are as follows:-

Diagnostic Clues – Physical Abuse

1) Delay in reporting accident.

2) Discrepancy between the history and the physical signs

3) History of previous injuries to child or sibling

4) Abnormal parental attitudes and behaviour.

5) Indications of social stress

6) Signs of poor care

7) Bruising/abrasions/bite marks

8) Injuries to mouth (nb. Torn frenulum, i.e. Tissue under tongue).

9) Burns (mainly cigarette burns).

10) Damage to eyes

11) Head injuries

12) Unexplained convulsions.

13) Fractures

14) Exposure to dangerous situations (e.g. ‘accidental’poisoning).

15) Repeated visits to GP, Infant Welfare Clinic or Hospital with a list of trivial complaints.

Diagnostic Clues – Sexual Abuse 
Physical Symptoms and signs of sexual abuse

1) Lack of trust in adults

2) Fear of a particular individual

3) Running away from home

4) Child takes over the parenting role

5) Signs of bruising in abnormal places, e.g. upper or inner thigh

Procedure

1. If a member of staff becomes suspicious of a symptom, this should be recorded and dated immediately with annotated comments from the child if applicable and passed to a designated member of staff.

2. Monitor situation continuously keeping designated staff  informed of any developments.

3. If a child discloses, the same procedure described in the Child Protection Policy should be followed.  With this situation it is important that the child feels that they have the trust, support and confidence of the adult involved. The adult must not promise confidentiality
Extra Information

· Child Protection Policy

Designated Staff:  Headteacher – Miss Creed
                              Deputy head – Mrs O’Neill
                              Senior teachers - Mrs Brennan, Mrs Martin, Mrs Falzone    

DEALING WITH AGGRESSION

Definition of Aggression

Aggression is a deliberate intention to cause hurt or harm to someone else against his or her will.

Aggressive situations involving pupils

Staff should attempt to diffuse aggressive situations with pupils by, for example:

· Listening and discussing the situation with the child, highlighting the inappropriate behaviour

· Trying to distract the child by introducing other subjects, until the situation is diffused

· Trying to negotiate with the child

If a child is not responding to the above approaches, he/she should be given time to calm down.  If a child becomes violent or abusive, adults in the school should be aware of the guidelines for the Use of Restraint (please refer to the separate guidelines) and if necessary call for Approach trained members of staff.

Aggressive situations involving adults

If a member of staff is dealing with an aggressive adult, they should:

· Try to alert another member of staff so that they can be within earshot.

· Initially let the adult have their say and listen attentively

· Try to get the adult to sit down and ensure that they are away from children

· Ask questions to ascertain what the problem is

· Find out what the parent ( if the situation involves a parent) wants e.g. a matter to be investigated

· Investigate the matter if appropriate

· Make notes if appropriate (this often reassures adults that the situation is being taken seriously).

· Let the headteacher know the details regarding the situation so that appropriate action may be taken

· Monitor action

USE OF RESTRAINT

Use of Restraint as a Last Resort:

Before using forms of restraint, staff should use other means of diffusing situations e.g.

· Listen and discuss situation with the child, highlighting the inappropriate behaviour

· Try to distract the child by introducing other subjects, until the situation is diffused

· Try to negotiate with the child

If a staff member is in danger of losing their temper, they should never attempt to restrain a child.

There are a wide variety of situations in which reasonable force might be appropriate, or necessary, to control or restrain a pupil.  They will fall into three broad categories:

a. where action is necessary in self-defence or because there is an imminent risk of injury.

b. Where there is a developing risk of injury, or significant damage to property

c. Where a pupil is behaving in a way that is compromising good order and discipline.

Examples of situations that fall within one of the first two categories are:

· a pupil attacks a member of staff, or another pupil

· pupils are fighting

· a pupil is engaged in, or is on the verge of committing, deliberate damage or vandalism to property

· a pupil is causing, or at risk of causing, injury or damage by accident, by rough play, or by misuse of dangerous materials or objects

· a pupil is running in a corridor or on a stairway  in a way which he or she might have or cause an accident likely to injure him or herself or others

· a pupil absconds from a class or tries to leave school (NB this will only apply if a pupil could be at risk if not kept in the classroom or at school )

Examples of situations that fall into the third category are:

· a pupil persistently refuses to obey an order to leave a classroom

· a pupil is behaving in a way that is seriously disrupting a lesson

Reasonable Force

There is no legal definition of ‘reasonable force’.  So it is not possible to set out comprehensively when it is reasonable to use force, or the degree of force that may reasonably be used.  It will always depend on all the circumstances of the case.

There are two relevant considerations:

· the use of force can be regarded as reasonable only if the circumstances of the particular incident warrant it.  The use of any degree of force is unlawful if the particular circumstances do not warrant the use of physical force.  Therefore physical force could not be justified to prevent a pupil from committing a trivial misdemeanor, or in a situation that clearly could be resolved without force.

· The degree of force employed must be in proportion to the circumstances of the incident and the seriousness of the behaviour or the consequences it is intended to prevent.  Any force used should always be the minimum needed to achieve the desired result.

Whether it is reasonable to use force, and the degree of force that could be reasonably is employed, might also depend on the age, understanding and sex of the pupil.

Practical Considerations

Before intervening physically a teacher should, wherever practicable, tell the pupil who is misbehaving to stop, and what will happen if he or she does not.  The teacher should continue attempting to communicate with the pupil throughout the incident, and should make it clear that physical contact or restraint will stop as soon as it ceases to be necessary.  A calm and measured approach to a situation is needed and teachers should never give the impression that they have lost their temper, or are acting out of anger or frustration, or to punish the pupil.

Sometimes a teacher should not intervene in an incident without help (unless it is an emergency).  For example, when dealing with an older pupil, or a physically large pupil, or more than one pupil, or if the teacher believes he or she may be at risk of injury.  In those circumstances the teacher should remove other pupils who might be at risk, and summon assistance from a colleague or colleagues, or where necessary phone the police.  The teacher should inform the pupil(s) that he or she has sent for help.  Until assistance arrives the teacher should continue to attempt to defuse the situation orally, and try to prevent the incident from escalating.

Application of Force

Physical intervention can take several forms.  It might involve staff:

· physically interposing between pupils

· blocking a pupil’s path

· holding

· leading a pupil by the hand or arm

· shepherding a pupil away by placing a hand in the centre of the back; or, 

· (In extreme circumstances) using more restrictive holds.

In exceptional circumstances where there is an immediate risk of injury, a member of staff may need to take any necessary action that is consistent with the concept of ‘reasonable force’: for example to prevent a young pupil running off a pavement onto a busy road, or to prevent a pupils hitting someone or throwing something.

In other circumstances staff should not act in a way that might reasonably be expected to cause injury, for example by:

· holding a pupil around the neck, or by the collar, or in any other way that might restrict the pupil’s ability to breathe

· slapping, punching or kicking a pupil

· twisting or forcing limbs against a joint

· tripping up a pupil

· holding or pulling a pupil by the hair or ear

· holding a pupil face down on the ground

Staff should always avoid touching or holding a pupil in a way that might be considered indecent.

Any incident requiring an application of force should be reported to the headteacher immediately.

ELECTRICAL SAFETY

GENERAL ADVICE

1. All members of staff must be aware of location of switches and sockets

2. Any damage to switches or sockets must be reported to headteacher and site manager.

3. The Fuse box must be clearly marked

ELECTRICAL EQUIPMENT

1. Care must be taken when using all electrical equipment

2. Care must be taken to ensure that no wires are left trailing

3. The extension lead must only be used when necessary.  It must not be left in place when not in use

4. An annual check is carried out on all electrical equipment.  An appropriate sticker is attached.

5. Children to be made aware of the following dangers.

a) Never operate anything electrical with wet hands.

b) Never poke anything into sockets

6. Children should be supervised when handling electrical equipment.

7. Faulty equipment should not be used and an ‘out of order’ note should be attached.

8. Fitting of cables and plugs (that need to be connected to new equipment) should be carried out by a trained person

IN CASE OF EMERGENCY  (Electric Shock)

1. Power should be safely disconnected using a non-conductive material before removing or touching the victim.

2.   An ambulance should be called.  If possible, appropriate first aid to be administered

FIRE PREVENTION AND OTHER EMERGENCIES

Advice

Children and staff to practise the fire drill at least once a term, to include blocking of exits and lunchtime practice.

On hearing the alarm, don’t panic

Children should immediately stop what they are doing and await instructions from their teacher.

Teacher to ensure that all windows and doors are closed if practical.

Teacher to lead the class to the playground from their fire exit and to line the children up at the designated place.

Teacher to call the register.

Class to await further instructions, in silence.

In the case of discovering a fire or a suspect package:

Sound the nearest alarm
School to follow the usual procedure for evacuation.

During school hours the admin officer or headteacher should phone for the fire brigade or police.  At all other times, the person who detects the fire should phone the emergency services.

Wait for further instructions from the person in charge, e.g. headteacher, fireman

(See separate sheets on Bomb Alert and Fire Notice)

FIRE NOTICE

WHAT TO DO IN CASE OF FIRE OR OTHER EMERGENCY

1. The person who first notices the fire will ring the alarm.

2. On hearing the alarm, the teacher will pick up the attendance register and will escort the whole class outside to the assembly point in the playground (see below)

3. If the registers have been sent to the office, the admin officer will bring them outside.  

4. Any child, who finds himself in a room other than his normal classroom, when the alarm sounds, should go out with the class he is with at that moment and go to his class line when he reaches the assembly point.

5. The class teacher will call the register.

6. The welfare assistant will check that there are no children left in the medical room.

7. Teachers in charge of a class should not attempt to fight the fire or to call the emergency services until the building is evacuated and all persons accounted for.

8. The admin officer will call the emergency services if she is present at the time.  If not the headteacher will call them.
9. All interior doors should be kept closed whenever possible during the day, when the room is empty.

10. Interior doors must be closed at night and WHEN BUILDING IS EVACUATED.

NEAREST ALARM POINT:

NEAREST APPLIANCE:

EXIT:

ASSEMBLY POINT:

HAZARDOUS SUBSTANCES

A hazardous substance is any substance that through inhalation, contact or ingestion can cause harm.

ADVICE

1. These should be kept in a locked cupboard

2. Instructions for use should be strictly followed (especially using gloves/mask, etc.,)

3. Staff using the substances should have knowledge of COSHH* regulations.

4. Be aware of contractors using hazardous substances on site and ensure these are used properly and stored safely at all times.

5. Be aware of the details on the COSHH sheet as to what to do in the case of emergency/spillage.

6. Children should not have access to or use these substances.

What to do in an emergency

1. If an accident occurs this should be reported immediately to the headteacher and necessary action taken (person should be taken to a doctor or hospital/an ambulance called).

2. COSHH regulations should be read straight away as an immediate treatment may be necessary.

3. If a substance is spilt, close off the area concerned.

Consult:

COSHH regulations and then clear.

Extra Information

COSHH regulations.

*Control of Substances Hazardous to Health

There are certain potentially dangerous substances that children will come into contact with in schools, e.g. dyes, paint, glues, and inks.  Provided the teacher has minimised risks, these substances may be used.  If there is any doubt about the use of a substance in the classroom, then refer to headteacher first.

HEALTH AND SAFETY AUDIT

Advice

1. Ensure that the school has an inventory of all appliances and furniture in each room and the exterior of the building.

2. Health and Safety Representative to inspect all areas on the inventory once a term to report any risks.

Inspection to look particularly for: -

Broken windows

Chipped tiles

Worn or damaged floor coverings

Loose screws or nails

Obstructions to Fire Exits

Damage to electric appliances, cables, sockets, etc.,

Evidence of damp and water leaks

Damage to paths, playground etc.

Cracks in walls, ceilings etc.

Trips, falls hazards

Worn or damaged playground equipment

Further Advice

For further advice see relevant sections of the guidelines.

Consult the borough health and safety officer

PREMISES CONTROL

Advice

1) The premises controller has the responsibility for overseeing health and safety in the following areas on the school site:

a. Premises maintenance

b. Contracts and Contractors

c. Fire, Fire precautions/procedures

d. Decoration

e. Materials/Substances

f. Security and Insurance

g. Unauthorised Visitors

h. Bomb Threats/Terrorist Activity

i. Furniture and Equipment

j. First Aid Provision

k. Electric’s

l. Reporting Incidents and Accidents

2) Consult individual health and safety policy statements for detailed advice.

SECURITY

The headteacher is the premises controller and is therefore ultimately responsible for security in the school.  (This may be delegated to the site manager).

Advice

1. The security of the building should be regularly reviewed annually

2. Insurance cover should be adequate

3. Regular inspections of windows and doors should be carried out.  Doors should have good strong locks; windows should be tight fitting and closed each night.

4. Main door should be closed after each break

5. Staff should ensure that no building is left unattended and unlocked.

Office Security

1. The office will be manned at all times

2. When leaving office unattended for a long period, DOOR TO BE LOCKED.
In Case of Emergency

Practical Issues and Procedures

1. In the event of a break-in to the building the police should be notified as soon as possible

2. If there is damage to the fabric of the building, e.g. broken windows, smashed doors etc., the responsible person in charge should immediately notify the insurers and LDBS and confirm that required repairs can be effected to secure the building

3. The building should then be inspected to establish whether any loss or damage to equipment has been sustained.  All premises should have an up-to-date inventory of equipment which gives the date of purchase, the purchase price, the model number and serial number of each piece of equipment

4. When this information has been gathered together the Burglary/Report Form provided by the borough should be completed and sent to Insurance Officer, Premises Section, Civic Centre, Enfield

5. The insurance officer will advise the school when replacement equipment can be ordered, copies of orders are sent to the Civic Centre for claim to be assessed and any excess payment that school has to pay.

CONTRACTORS IN SCHOOL

Responsibility for health and safety when contractors are on site lies with the school and the Contractor

Key Issues

Selecting the Contractor

Helpful indicators for selecting a competent contractor are:

· inclusion in LA’s/WRCD approved lists

· past performance

· work undertaken elsewhere (e.g. other schools)

· Membership of trade bodies.

· Accreditation by trade bodies

· General health and safety awareness

· Organisation and arrangements for health and safety

· Commitment to recognised codes of practice

Establish at the outset of the project, a joint commitment to the health and safety of staff, pupils, contractors, sub-contractors, visitors and members of the public.

Planning and organising the work

Issues needed to be taken into account:

· location of contractors

· tools/equipment used, e.g. ladders, power tools

· potentially hazardous substances

· Equipment already in school which may, or may not be used.

· Allocating responsibilities clearly

· Facilities for contractors: e.g. toilets, messroom and first aid facilities

· Pupil requirements e.g. playground facilities and general service arrangements

· School evacuation and emergency procedures

Controlling the work

Day to day monitoring of the work should take place, by the headteacher.  Any accidents, incidents or ‘near misses’ should be reported

Contract Completion

On completion of the work it is important that health and safety matters are evaluated and any relevant documentation obtained

For large scale projects (more than 30 days work) see “Construction (Design and Management) Regulations 1994:  The role of the Client (ref 10)

C.O’Neill

Health and Safety Representative
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