



HEALTH & SAFETY POLICY (third tier)

for

SHARPNESS PRIMARY SCHOOL

NB
First tier statement, for all Gloucestershire County Council employees and second tier 

Statements for all Department of Education employees, can be referred to in the blue ring binder entitled “Health & Safety”.  Other safety documents, clearly labelled, are also available in Staff Room, and should be read by all staff.

The Head has overall responsibility for Health & Safety.  In the absence of the Head Teacher the Deputy Head will assume responsibility.

Individuals are responsible for their own safety, as well as the safety of the children.  Every person has a right to Health & Safety at work.

________________

Each member of staff has a copy of this statement in their class file.  

This policy will be subject to an annual review and its implementation monitored by the Head.

Signed ……………………………………. Head Teacher


……………………………………. Chair of Governor

Date
…………………………………….

CLASS TEACHERS

The class teacher is responsible for the health and safety of the children in the class from:-


8.45 am
-
  12.10pm  


1.00 pm
-
  3.10 pm (Infants)


1.00 pm
-
  3.15 pm (Juniors)

(Ten minutes before and after the normal session)

The policy will be introduced during induction procedures for all staff.

All staff need to read the Health & Safety policy annually.

In an emergency the teacher must accept responsibility for a child, until the Head, a parent, or medical authorities take over the responsibility.

The class teachers will:-

· accept children into their classrooms before 8.55 am only by direct invitation

· dismiss children safely from their classroom at the end of each session

· see that any child kept in is supervised

· see that any child left to do jobs is supervised

· collect their class from the playground promptly at the end of breaks

· provide as safe a classroom environment as possible

· plan all class visits according to the ego- and reference to the SHE handbook

In addition each teacher shares the responsibility for good order and social behaviour around the school.

We should set and maintain high standards of courtesy, organisation and punctuality.

DUTY STAFF

The duty rota is posted in the staff room, and each member of staff has a personal copy.


8.45 am
-
a member of staff on duty accepts overall responsibility


8.55 am
-
ring bell – check all children are in care of class teacher





Any child arriving late, after the children have been escorted into the 



classroom, should enter the school through the main entrance and sign 



in the Late book.

          10.45 am
-
Y6 child to ring bell.  Teacher on duty will be in the playground





as children are dismissed from class.  Duty teacher to ensure that




playground gates are securely fastened.  Other staff to watch class





out before going to staff room.

· Patrol Playground and Toilets, and supervise closely all play equipment and areas

-
Send message or warn teachers that children are about to display the 

sign (“Please walk in quietly”)


11.00 am
-
Sign acts as signal for children to enter school.  Teachers should leave





the staff room and meet children re-entering the school.




-
Duty teachers ensure all children have left play areas.


12.00 pm
-
Dismiss class into the care of the Mid-day supervisors, infants first.




Year 6 to ring bell.

1.00 pm
-
Afternoon duty begins.  Check all children have been collected by 




class teacher.

2.25 pm
-
Infant staff supervise Infant break.

2.40 pm
-
Procedures as for end of morning break, except that whistle signal    
can be used in addition to the sign.

3.10 pm
-
Infant children leave – staff should supervise children until they are in




the care of the parents or carers

3.15 pm
-
Ring the bell.  Designated member of staff on rota assists bus    

driver in checking bus pupils.  Bus children are under the supervision of the bus driver once they get on the bus.

3.25 pm
-
Duty ends.

Wet Play Times

The duty teacher is responsible for deciding if the children should be in or out.

Should the weather deteriorate during the playtime, the duty teacher should send a message that the children are coming in early.

On the occasion of a wet playtime the duty teacher will be aided by the other teacher who is also on duty that day.

Lunchtime Duties

The Head accepts overall responsibility.  The procedures for supervision are included within the Mid-day Supervisor’s job description.

ACCIDENTS ON SCHOOL PREMISES

ACCIDENTS TO CHILDREN

Decide EARLY whether he or she should be taken to the Minor Accident Clinic at Berkeley Hospital, after consulting with trained first aiders in the school.

IF IN ANY DOUBT the child should go or be taken to the Hospital.  Advise Head and make arrangements.

ACCIDENTS REQUIRING TREATMENT AT THE CLINIC

1.
Take the child to the Hospital (NB All staff are covered by County insurance for such a 


journey).

2. In extreme emergency, telephone 999 and ask for AMBULANCE.  Give relevant details, as requested.

INFORM THE PARENTS as soon as possible – by telephone, or by going to the child’s home.  Messages must not be sent by a child or children.

A child needing hospital treatment should always be accompanied by a member of staff – in the absence of the Head, arrangements will need to be made for the supervision of remaining children.  The child must not be left until the parents/carers arrive.

No risks must be taken with head injuries; these must always be recorded and reported to the parent using the bumped head forms located in the disabled toilet.

ACCIDENT REPORT

An Accident, Incident and Near Miss Investigation Report Form must be completed on the SHE unit website (Safety, Health and Environmental).  The administrator, along with the person who witnessed the incident or rendered first aid, must complete the online form as soon as possible after the incident.  Head or Deputy Head to be informed.

ACCIDENTS TO SCHOOL STAFF

Trained First Aider to carry out treatment, and if further treatment is necessary, he or she should be taken to the Minor Accident Clinic at Berkeley Hospital.

An Accident, Incident and Near Miss Investigation Report Form must be completed on the SHE unit website (Safety, Health and Environmental).  The administrator, along with the person who witnessed the incident or rendered first aid, must complete the online form as soon as possible after the incident.  Head or Deputy Head to be informed.

MINOR ACCIDENT BOOK

In all cases of accidents to staff or children, the Head or Deputy should be informed.

Details of the accident will be recorded in the Minor Accident Book to be found in the first aid cupboard in the disabled toilet.

ACCIDENTS AND FIRST AID

Qualified First Aiders – Mrs Louise Clarke. All staff are trained in Emergency First Aid in Schools.

The First Aid Cupboard is located in the disabled toilet.  Additional items are kept in a portable first aid box and should be used during school trips, swimming lessons etc.

If a minor injury occurs during playtime the child should be sent to the Head.  If a minor injury occurs during playtime the child should be sent to the designated member of staff, who will be situated in the staffroom.  Send for help with an emergency, do not leave the playground unsupervised.  Mid-day Supervisors who have completed the Basic First Aid Training may administer “first aid” for minor injuries.  Gloves must be used at all times.

Dinner staff have their own accident book in which they record treatment given.  Head injuries must be entered into the accident book, and the Class Teacher informed.  The Class Teacher and Head share responsibility for notifying parents via standard letter.

Any significant incident should be reported to the Head and incidents, other than minor ones, should be entered on an online Accident, Incident and Near Miss Investigation Report Form on the SHE unit website.

When an accident has been attended to, the duty teacher should investigate the cause of the accident and take steps to avoid recurrence.

In the case of more serious injury or illness, after attending to the child, attempts should be made to contact parents.

All staff are given the opportunity to acquire Emergency Aid in Schools. 

PROCEDURES FOR DEALING WITH BODY PRODUCTS (Ref P6.3 in the Health & Safety Manual) must be followed.  Staff are reminded that hygienic gloves are available and should be used at all times. Two members of staff should attend such procedures.

In addition:

1. Stand child on newspaper before undressing.  

2. Place soiled clothing in double plastic bags.  Tie the bag securely and give to parent/carer.

3. Depending on the circumstances, a decision will be made whether to send the child home.
RULES RELATING TO SAFETY

The rules that exist should promote safety and good order.

1. No running in the corridors, on the stairs or in the classroom.

2. No climbing on walls, roofs, fences or in trees.

3. No bullying or fighting.

4. No bubble gum/chewing gum or sweets.

5. 
Infant children must not leave school during the school day unless accompanied by an adult 
or a named adult, designated by the parent or carer.  Older children may be allowed home, 
with prior arrangements, with Head’s permission but they should be seen across the main 
road by a member of staff.
6.
Children may only use adventure play area or barges with teacher’s permission.  
Unsupervised numbers to be limited.  Playground rules to be obeyed.

7.

In snowy or icy weather, children should not be allowed out to play until the afternoon 
break.  At that time, under supervision, children, with Head’s consent, may enjoy playing in 
the snow.  Making slides is forbidden and the duty member of staff should check that any 
slides have been salted and that any potentially dangerous areas have been treated.

8.

Children should wear clothes and footwear suitable for school, and keep jewellery to a 
minimum, wearing only simple “studs” if their ears are pierced. 

HAZARDS

Staff should be aware of potential danger areas.

OUTSIDE

1. The road.

2. The gates.

3. Cars and vans in the playground.

· drivers are not permitted to cross the playground during breaktimes.

4. Walls, trees, roofs, dustbins and toilets.

5. Ice and snow in the playground.

6. Doors.

7. Perimeter fence

· no child to go outside the school boundary unless under the supervision of an adult.

8. Environmental studies area – this is kept locked and children are not allowed access without

an adult’s permission.

9. Windows.

-
a broken window, or loose tile, must be cordoned off and made safe by the Head or duty teacher.
10. Adventure Playground Area/Sandpit cover/Barges/Tyre Park.

11.
Swimming


The swimming pool area will be kept locked unless in use.


No child may enter the area or water until given permission.


Headteacher will carry out a Risk Assessment to determine if a lifeguard is required.


No running within the area.

No shouting or fooling around.


All chemicals will be recorded in the COSHH Book and will be locked in a storeroom.


County guidelines for swimming must be read each year by class teachers and agreed


Procedures kept, and followed.


Safety Rules will be displayed within the pool area.

11. Walking along the road

All adults must wear high-visibility jackets or vests.

· children should walk in twos, looking and listening as they proceed.

· children should keep on the pavement where possible, paying attention to 

pedestrians.


-
teachers should stop at every junction or every 50 yards so that the children


are kept together.

· when children need to cross a road, teachers must wait until the road is clear and give a clear signal when it is safe to cross.

· children are given a clear signal when to cross, eg whistle. Where possible the children should cross the road together in one line.

· teachers must check every child safely back to school.

INSIDE

1. Doors.  All fire doors should be closed and not wedged open.  All external doors should be closed when the children are on site. Mechanisms should be in place to ensure that no door can slam shut.

2. Electrical Equipment

All electrical equipment will be inspected annually by a qualified electrical engineer and 
anything that does not come up to standard, should be locked away until it is repaired.  
Additionally no unchecked equipment should be used, such as that brought from home.  
Electrical equipment should be connected and disconnected by adults only and any 
equipment not in use should be switched off and disconnected.  Adults must complete a 
brief visual inspection before using electrical equipment.

No trailing leads.

3. Cookers
To be used only under adult supervision and not left unattended.

4. Classroom and D.T. Equipment
e.g. scissors, glue, compasses, needles and tools. These should only be used under adult supervision and the children should be taught their correct usage.  Stanley knives and

circular cutter to be locked away if possible e.g. storage lockers.  When in full or daily use they must be stored out of reach of children.

5.
Carpets.  Edges should be as flat as possible.  Care needs to be taken with placement of 


furniture.

6.
Moving equipment and furniture

Staff should receive the appropriate training in order to ensure the correct means of moving   equipment is used.  Neither the TV or the piano must ever be moved by children alone.  


The sack truck should be used to move heavy or awkward items.

7. Defective equipment

This should be removed from use and reported to the Head.

8. Physical Education
Children should be clothed appropriately e.g. shorts, T shirts, rubber soled shoes or bare feet.

All jewellery to be removed although pierced earrings may be secured with sticky tape. 

This is the responsibility of the child.

Class teacher should ensure all apparatus is checked before use.

Children to exercise caution on apparatus.

Children may not use apparatus unsupervised.

Class teacher to stand whenever possible in a position so that all children are in view.

All hall equipment is regularly inspected.  Any faulty items should be reported to Head.

9. Obstruction in corridors. 

Staff should check that pathways are kept as clear as possible and permanent obstructions kept to a minimum.

10.
Loft Ladder

As far as possible this should be used when the children are not in school, but if it is used during the day, a second body should stand at the bottom to warn passers by.  The ladder must ALWAYS be put back after use and the loft light put switched off.  Staff should exercise caution when attempting to reach high parts in their classroom, the small step ladder should be used.

If the large step ladder is used, then some other adult should steady the bottom.

11.
Wet Floors


All spillages should be mopped up immediately they are discovered.

12.       Window Poles and Blind
To be used and operated by adults only.

13.       Cleaning Materials 
Sprays or sink cleaner etc. should be stored in staff room or cleaner’s 

cupboard not in classrooms.  

14.       Guillotines
Children may use roller cutter if trained and supervised.

15.       Staple Gun
For use by adults only and to be stored in a secure place.  All staples should be removed when displays are dismantled.

16.       Glue Gun
Used by trained, supervised older children.  (Ref. LEA Guidelines in Health & Safety Folder).

17.       Musical Instruments (played by mouth)

The instruments should be disinfected after each session, however, children will be encouraged to purchase their own.

18.
Prescriptions in school time

Children who are required to use asthma sprays during school time should hand them to their teacher, with a letter from their parents giving permission and details of administration.

*Older children (KS2) should be allowed to carry their own spray at the teacher’s discretion.  Medicine to be taken during the school day should be administered by parents as far as possible.  Office staff may agree to administer medicine at their discretion, after written instructions and permission to administer is agreed from parent or carer.

19.       Animals in School
Permitted only if Circ. HSW 87/02 are closely followed.

20.       Pest Control 
Arrangements via Head.

21.
Working Alone
Where possible, staff members should avoid working on the premises alone. 

Staff should inform Head or Caretaker/cleaners and family member when making arrangements to work alone. There must be arrangements in place to ensure person is safe. Specific arrangements must be made for locking up the school.

(See Lone Working Guidelines).

22.
Handling Cash


Cash should be kept to a minimum and banked regularly.  It must never be left on the 


Premises.

24.
Use of Computers
Work stations should be arranged so that each task can be carried out safely and 
comfortably.  N.B.  School Administrator needs to refer to more detailed Health & Safety 
(Display Screen Equipment) Regulations ‘1992.

FIRE DRILL PROCEDURE

1. CLASSROOM
When the alarm sounds, the children must stay with their teacher until told to move in single file out of the classroom.  Classes proceed to nearest door.  Doors should be fully opened by first adult to arrive. The last adult to leave the classroom will close as many windows as possible and the classroom door when leaving.  The last teacher to leave at each entrance will close the school doors.  The classes will line up at the appointed assembly points where their names will be checked off by their class teacher from the class register.  Any missing child to be reported to the Head.  Head/School Administrator to check buildings before reporting to railings.
If the alarm sounds in the morning the School Administrator will be responsible for taking the registers from the office.

If the alarm sounds over the lunchtime a member of the SMT will collect the registers from the office.

If the alarm sounds during the afternoon session, the teachers will be responsible for taking the register from their classrooms.

2.
SCHOOL HALL
When the alarm sounds, the children will not move until their class teacher tells them to.  They will proceed in single file through the doors in the link corridor onto the junior playground, where they will continue walking around to the front of the school to assembly point.  The class teacher will attempt to close as many windows and doors as possible when leaving the building.  A second exit route may be needed.  This could be via the garage doors, if closely supervised.

3.
CHILDREN VISITING TOILETS
When the alarm sounds, the children visiting the toilets will leave as quickly as possible and go directly to the assembly point.  They must notify their class teacher when they are present.

4.
PLAYTIMES
A) Outside – When the alarm sounds, the children will WALK carefully to their assembly point at the front of the school.  The member of staff on duty will check the School Hall and the

toilets and close as many doors as possible when leaving by corridor door.  

Inside – Any children inside the school will leave by the route that would normally be taken by their class and proceed to the assembly point.  All staff will check the cloakrooms and their own classrooms, following the same procedure of collecting registers, closing windows and doors.  The Head Teacher will check the class of the teacher on duty.  The school Administrator (if present) will close all windows and doors if possible upstairs before proceeding downstairs to the assembly point.  The last person leaving by each entrance to close the school doors.

5. LUNCH-TIME
  It should be marked on the class board if a child goes home to dinner.

A) Main sitting in the hall
When the alarm sounds, the supervisors in charge of the children in the hall will supervise their exit via the most appropriate route.  One supervisor will open the door and the children should walk carefully and quietly out in single file and proceed to the assembly point at the front of the school.  The other supervisor will exit last, checking that as many doors as possible are closed as they leave.

B)
Children in the Playground

When the alarm sounds, the children in the playground will WALK carefully and quietly to the assembly point under the supervision of the supervisor on duty in the playground, who will also check the School Hall and indoor toilets and close as many doors as possible when leaving via the corridor door.  The staff will check own cloakrooms and classrooms for children still indoors, collect registers and close as many windows and doors as possible when leaving.  If any colleague is absent during the lunch hour, other colleagues to check their classroom and collect register.

The Head will be the last person to leave school after checking school and/or summoning the Fire Brigade.

ENVIRONMENTAL STUDY AREA

POND AND OUTDOOR CLASSROOM

A)
No children are allowed in these areas unless accompanied by a staff member/parent helper.

B)
Appropriate Risk Assessment will be carried out before children enter each area.

B) Whilst using either area, teacher has overall responsibility for children’s safety.

RELATED POLICIES

This policy needs to be read in conjunction with the following guidance an policies:


Child Protection policy


First Aid policy


Pastoral care policy


Positive handling and restraint


Behaviour policy


Sex education policy


Complaints procedures


Acceptable Use Policy (AUP)


SEN policy



School trips


Attendance
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