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HEALTH AND SAFETY POLICY STATEMENT

1.
 STATEMENT OF INTENT

1.1
The Governors recognise that under the Health and Safety at Work Act 1974 they have a legal duty to ensure, so far as is reasonably practicable, the health, safety and welfare of all their employees and that they have certain duties towards pupils, the public and people who use the premises of the School from time to time, these duties being implicit in the above Act.


1.2
The Governors accept these duties and it will continue to be their policy to promote standards of health, safety and welfare that comply fully with the terms and requirements of the above Act, Regulations made under that Act and Approved Codes of Practice.  


1.3
The Governors will take all such steps as are reasonably practicable to meet health and safety objectives, which are:-



1.3.1
to create a Management Structure and a positive health and safety culture which supports risk control at all levels within the School, particularly at Senior Management level;



1.3.2
to systematically identify and control risk as an effective approach to injury, ill-health and loss prevention;



1.3.3
to maintain safe and healthy working places and systems of work and to protect all employees, pupils and others including the public in so far as they come into contact with foreseeable work hazards;



1.3.4
to provide and maintain a safe and healthy teaching environment for all employees and pupils with adequate facilities and arrangements for their welfare;



1.3.5
to provide all employees and pupils with the information, instruction, training and supervision that they require to work safely and efficiently.  The School’s Health and Safety Committee is available to provide relevant information and this will be disseminated to the staff as appropriate;



1.3.6
to develop an understanding of risk control and safety awareness amongst all employees and pupils and, as a result of this, create individual responsibility for health and safety at all levels and be responsive to internal and external change;



1.3.7
to provide a safe environment for all visitors to the School’s premises bearing in mind that these visitors may not necessarily be attuned to certain aspects of the School’s environment;



1.3.8
to control effectively the activity of all outside contractors when on the School’s premises.  It is the intention of the Governors that, apart from routine supervision and control of contractors, this aim will be achieved in part by demanding copies of the contractors’ Safety Policies at the Tender stage and by ensuring that qualified personnel such as architects, project managers, CDM regulators etc are employed whenever necessary;



1.3.9
to encourage full and effective two-way consultation on health and safety matters by utilising the management structure of the School and the committees already existing;



1.3.10
to use health and safety to preserve and develop human and physical resources and hence contribute to the School’s performance;



1.3.11
to ensure that this Policy is used as a practical working document and that its contents are publicised fully;



1.3.12
to constantly scrutinise and review performance and the details of this Policy so that the School learns from experience and keeps in line with changes in current legislation.

1.4 The Governors are committed to providing adequate resources to ensure its health and safety objectives and this Policy are met.


1.5
The School is conscious of the external environment that may be affected by its activities and will pay full regard to the implications of the Environmental Protection Act 1990 and, in particular, the Duty of Care as regards waste.


1.6
The Governors and School are aware of, and will meet, the requirements under the Children Act 1989 regarding fire provisions, by ensuring that staff and pupils are aware of the School’s health and safety policies and practices, and that fire risk assessments and fire drill procedures are reviewed regularly.  


1.7
The School will provide and maintain a written Risk Assessment of the risks to the health and safety of its employees whilst they are at work and others who may be affected, as required by the Management of Health and Safety at Work Regulations 1992.

1.8      The Governors consider that this Health & Safety Policy is an integral             element of overall School Development.

1.9      This Policy will be brought to the attention of all employees and periodically reviewed and revised as necessary.

Signed:
                                                                                                          
                  (Chairman of Board of Governors)

Date:
2.
MANAGEMENT STRUCTURE

2.1
The Governors


2.1.1
The Governors accept full responsibility for health and safety within the School.



2.1.2
The Governors consider that one of their primary objectives is to provide excellent safe and healthy working conditions for employees and to ensure that their work does not adversely affect the health and safety of other people.



2.1.3
The Governors recognise their corporate responsibility as employers to ensure, so far as is reasonably practicable, that this same safe and healthy environment is also provided for pupils and all other people who visit the School.



2.1.4
The Governors are committed to ensure that the School operates in accordance with current legislation. 



2.1.5
They will constantly monitor the effectiveness of the implementation of this Policy and will revise it where necessary. 



2.1.6
The Governors will ensure that any changes in this Policy are brought to the attention of all employees.


2.2
Headmaster


The Headmaster will ultimately be responsible to the Governors for the safe functioning of all School activities.  He will:



2.2.1
constantly monitor the effectiveness of the Policy as regards both academic and non-academic work;



2.2.2
consult with the Bursar;



2.2.3
recommend changes in the Health and Safety Policy in the light of experience;



2.2.4
ensure the co-operation of all staff at all levels as regards working to this Policy;



2.2.5
be responsible for ensuring that the Deputy Head, Director of Studies, Bursar (who is accountable for Support staff management),    Housemasters, Heads of Department and all teachers, fully understand their responsibilities and are given both the time and the encouragement to pursue them;

2.2.6       take steps to ensure that any changes in curriculum and also changes in systems of work on the domestic side are considered for their health and           safety implications;

2.2.7      be responsible for reporting to the Health and Safety Executive any       

                                         reportable accidents or incidents as outlined by Health and Safety                                                         legislation.

2.3
Bursar


On a day-to-day basis the Headmaster’s responsibility will be devolved to the Bursar, and the Bursar in particular will:



2.3.1
monitor the effectiveness of this Policy and report back to the Headmaster as appropriate;



2.3.2
make an appointment of the School’s nominated Health & Safety Adviser who will have responsibility for obtaining, interpreting and disseminating all relevant health and safety information to the School via the normal line management structure;



2.3.3
be the liaison point with the School’s Health & Safety Adviser and ensure that his services are used fully to obtain the above information;



2.3.4
be responsible for the safe operation of all bursary, IT, administrative, catering, housekeeping, maintenance and grounds functions;



2.3.5
be responsible for ensuring that all maintenance contracts involving outside bodies which monitor certain aspects of the School functions are kept up to date;



2.3.6
where individual employees in the various domestic functions listed above are given posts of intermediate responsibility, identify those posts in this Policy and ensure that those individuals are given the necessary instruction, responsibility and encouragement to carry out the functions that they have been given;



2.3.7
chair the School’s Health and Safety Committee;



2.3.8
investigate all reportable accidents, incidents and near misses and discuss these with the School’s Health and Safety Committee, where appropriate;



2.3.9
following completion of work associated with the COSHH Regulations, ensure that the ordering of all substances is through heads of department so that decisions may be taken for additional Assessments;



2.3.10
be responsible for liaising with outside bodies who may from time to time use the facilities of the School, and ensure that appropriate action is taken both to ensure these bodies have sufficient knowledge of the School procedures and that the School itself is appropriately indemnified;



2.3.11
be responsible for the selection of outside maintenance contractors and the monitoring of all activities on the School premises, and in this context liaise fully with the School architects where applicable;



2.3.12
be responsible for co-ordinating the School’s preparation of statutorily required Risk Assessments, Manual Handling Assessments, Personal Protective Equipment Assessments and Display Screen Equipment Workstation Assessments;



2.3.13
delegate some of his listed responsibilities to other Staff as deemed appropriate.


2.4
Deputy Headmaster, Housemasters and Heads of Departments



These Staff will be responsible to the Headmaster for the following:



2.4.1
to ensure that their department or area of responsibility is run according to the standards laid out in this Policy, minimum legal standards and other appropriate standards that may be set by the School;



2.4.2
to ensure that the teachers and other staff working under them understand the practical aspects of this Policy and the various legal requirements that apply within their areas of responsibility;



2.4.3
for ensuring that these teachers and other staff are aware of the degree of priority that these matters carry and that where appropriate they would be provided with both the time and encouragement to pursue such matters;



2.4.4
to notify the Headmaster of any matters within this field which they feel are beyond their competence to deal with;



2.4.5
to report to the Surgery staff/Bursar any accidents, incidents, near misses or damage for appropriate investigation;



2.4.6
for ensuring adequate supervision for pupils both inside the School, during normal teaching activities, and also on school trips;



2.4.7
for ensuring that the teaching and other staff, for whom they are responsible, co-operate fully with any fire practices and other emergencies.


2.5
Head of Science


The Head of Science will be responsible for the following:



2.5.1
isolating gas supplies to laboratories at the end of each teaching day;



2.5.2
the constant security of all toxic and highly flammable substances which may be used in their department;



2.5.3
to this end ensuring that all stores are kept securely locked when not actually being supervised;



2.5.4
be responsible for ensuring that all experiments and services are rendered safe, so far as it is safe to do so, on hearing the fire alarm;



2.5.5
be responsible for ensuring that the Bursar is aware of the number of the correct fire extinguishers which should be available within, or close to, the prep rooms.


2.6
Support Staff Managers/Supervisors


2.6.1
This section refers to the managers/supervisors of the Bursary, IT, the Surgery, Housekeeping, Catering, Maintenance and Grounds Departments.  It also refers to their deputies.



2.6.2
These managers/supervisors will be responsible to the Headmaster/ Bursar for the safe running of their activities.  They will be responsible for ensuring adequate supervision of all activities so that the work proceeds according to standards laid down in this Policy.



2.6.3
They will be responsible for ensuring that staff have appropriate training according to the needs of their work, and this will be appraised on a regular basis.



2.6.4
They will undertake the necessary training pursuant upon completion of work under the COSHH Regulations.



2.6.5
They will be responsible for ensuring that all agreed systems of work are followed.



2.6.6
Where they come across matters that they feel are not within their competence to deal with, they should refer the matter to the Headmaster/Bursar.



2.6.7
They should be responsible for investigating any accident or incident of a type specified by the Headmaster/Bursar, and reporting accordingly.


2.7
Employees
2.7.1 This Section refers to all teachers and all support staff employees of the school.  All these employees must take reasonable care for their health and safety and also consider the safety of other persons who may be affected by their acts or omissions.

2.7.2 They must refrain from intentionally misusing or recklessly interfering with anything that has been provided for health and safety.

2.7.3 They must use all machinery and equipment in accordance with any training that they have been given.

2.7.4 They must wear or use all Personal Protective Equipment and safety devices that have been provided for their protection and co-operate fully with management when the latter are pursuing their responsibilities.

2.7.5 They must observe all Safety Rules and Regulations both statutory and school and conform to any Safe Working Procedures that may be adopted.

2.7.6 They must report all accidents, incidents and damage to their immediate superiors, and assist in any investigation of accident or dangerous occurrence/incident.

2.7.7 They must tell their immediate superiors of any work situation that they believe represents a serious and imminent danger to health and safety and also any matter which they reasonably consider to be a shortcoming in the appropriate protection arrangements for health and safety.  This extends not only to apparent defects in plant and equipment but also Safe Working Procedures as established.

2.7.8 They must not undertake any hazardous task for which authorisation and training has not been given.

3.   LOCAL RULES AND ARRANGEMENTS

It is the School’s intention that in this part of the Policy, which will be constantly enlarged, specific standards and arrangements will be established to cover specific risks and these standards will be constantly monitored.


Local Rules have been prepared and are contained in the following sub-sections:-


3.1
School Trips


3.2
Machinery Guarding and Work Equipment


3.3
Fire Evacuation Policy


3.4
Science teaching


3.5
First Aid


3.6
Ground Staff


3.7
COSHH Regulations


3.8
Electricity at Work Regulations


3.9
Swimming Pool


3.10
Use of School Facilities by Members of the Public


3.11
Accident Reporting


3.12
Control of Legionellosis


3.13
Health and Safety Committee


3.14
Abrasive Wheels Machines


3.15
Safety of Pressure Systems


3.16
Instructions for Contractors


3.17
Noise


3.18
Competent Persons


3.19
Display Screen Equipment


3.20
Manual Handling


3.21
Personal Protective Equipment


3.22
Management of Health and Safety at Work Regulations 1992


3.23
Training


3.24
School’s Management of Health and Safety


3.1
School Trips – Home and Abroad – and Out of School Activities


3.1.1
The School’s arrangements for School Trips are as follows:-




3.1.1.1
All trips must have a specific and stated objective. The Governors require staff to demonstrate that their plans meet legal requirements, and standards set by this Safety Policy document.




3.1.1.2
The Group Leaders must:-





i)
report back to the Headmaster, or to an appropriate member of staff, after the trip returns;





ii)
provide the Headmaster with their proposals if the trip involves an overnight stay or travel outside the UK;





iii)
ensure that they and other Staff are competent to monitor the risks throughout the trip;





iv)
be clear of their role and who is in sole charge of the trip;





v)
ensure that the following elements are taken into account:-






a)
Planning (including Risk Assessment)






b)
Supervision






c)
Pupil preparation






d)
Communication






e)
Transportation






f)
Insurance






g)
Emergency Procedures





The Headmaster, in consultation with Bursar and other Staff as appropriate, will ensure preparation of more detailed arrangements and guidelines which will clearly indicate the procedures to be observed prior to and during any School Trip.




3.2
Machinery Guarding and Work Equipment


3.2.1
It is the intention of the School that all machinery, whether static or mobile, academic or maintenance, will be guarded according to the relevant assessed risks in accordance with the requirements of the Provision and Use of Work Equipment Regulations 1998 utilising guidance given in Booklet L22.  The standards that have been established and laid down for many years under Sections 12, 13 and 14 of the Factories Act 1961 and associated legislation will be utilised, even though, for the most part, that legislation did not apply to the School.



3.2.2
More specifically the matters of guarding will be those detailed in BS5304:1988 and other relevant standards.

Fire Evacuation Policy and Fire Precautions

3.3.1 This policy is a ‘serious and imminent danger procedure’ under the Management of Health and Safety at Work Regulations 1992, and as such is of special importance to the school.  

3.3.2 All fire extinguishers and means of controlling and/or fighting fires are the subject of a maintenance contract currently with Canon Fire Protection who maintain all apparatus twice yearly.

3.3.3 Once in every term there will be a fire practice during daylight hours.


There will also be a minimum of one termly night time practice, preferably in the first two weeks of the term, at a time to be decided by the Headmaster.  The timing will only be known to selected staff.

3.3.4
The object of the practice is to give the occupants of the buildings confidence in both the warning system and evacuation procedures, and to teach staff and pupils the following points:


a)
action to be taken on discovering a fire.

b) action to be taken on hearing the alarm.

c) how to raise the alarm, and location of alarm points.

d) how to call the Fire Brigade (if appropriate).

e) location and use of fire appliances.

f) knowledge of escape routes.

g) appreciation of the need for fire doors and why they should remain closed.

h) how to evacuate the building quickly and quietly day or night.

i) location of, and procedure for reporting to the outside assembly point.

3.3.5 The fire alarm within all main school buildings will be a continuous pulsating siren which can be heard in all parts of the building and outbuildings.

3.3.6 This fire alarm system will be tested weekly on Mondays at 9.05am during term time only by the Head of Maintenance.  Testing will take place from a different operating point each time.

3.3.7 Fire instructions are to be clearly displayed at suitable points and adjacent to fire fighting equipment throughout the school buildings.

3.3.8 Records should be kept by the Head of Maintenance containing the following information:


Periodic fire practices and time taken to clear the building.


‘In house’ fire precaution briefings to staff.


Periodic fire alarm tests.


Periodic emergency lighting tests.


Maintenance records of fire fighting appliances.

3.3.9 Any person discovering a fire should immediately raise the alarm so that evacuation procedures may commence.  Upon hearing the alarm, nominated staff will undertake whatever duties have been specified for them.

3.3.10 Teachers are considered to be competent to implement evacuation procedures.  All teachers in charge of a class will therefore be responsible for seeing that the whole class is evacuated safely along the designated evacuation route to the defined roll call area, which is the Astro pitch.  In the event of an actual fire, any subsequent movement will be decided by the Headmaster and Bursar, or designated representative. 

3.3.11 The Headmaster, will ensure that there is an effective system for ensuring that pupils are available for the roll call.

3.3.12 Directions for the evacuation of pupils and others will be displayed in prominent places throughout the school.

3.3.13 Arrangements will be made locally for all appliances using gas and electricity to be switched off and laboratory experiments rendered safe, as far as time and travel distance allow.

3.3.14 The Headmaster, Fire Officer and Bursar, or designated representative, should ensure that no unauthorised persons re-enter the school, under any circumstances, during a fire practice or actual fire emergency.

3.3.15 All stairways and corridors should be maintained in good condition and clear of obstruction.  Similarly, all exit doors leading from school buildings should never be locked at night time unless there is a clear and easy method of opening them available nearby, e.g. break-glass point with key.

3.3.16 The Fire Regulations give District Fire Officers the legal right to enter schools as an Enforcing Agency, having the powers to prosecute and issue Enforcement Notices.

3.3.17 These Regulations also require the school, when carrying out Risk Assessments to take fire matters into account.  If the Risk Assessments show that fire fighting equipment, fire detectors, alarms and signs, emergency escape routes and exits, fire doors, emergency lighting and training are necessary then these have to be provided under the above Regulations.

3.3.18 The school will therefore carry out what are effectively Fire Risk Assessments, record the findings and provide the necessary controls as listed above.

3.3.19 Fire Drill Regulations can be found in Staff Handbook.

3.4 Science Teaching



3.4.1
Experimental safety



3.4.1.1
The method of conducting all experiments in the curriculum will be according to the standards laid out according to the Science and Health and Safety Policy L223 June 2000 edition (CLEAPPS 1998).  Copies are available to all staff.




3.4.1.2
The chemicals used will be according to the recommended restrictions of the above-named policy L223 document.



3.4.2
Safety Clothing and Equipment
3.4.2.1 The School recognises that eye protection is a difficult matter.  Note is taken of the guidance in paragraph 5.7 of the policy L223 document.  




3.4.2.2
Overalls must be worn when working with relevant materials.



3.4.3
Fume cupboards



3.4.3.1
It is the policy of the School that fume cupboards will be assessed once a year.  This will conform to the 14-month requirement for the thorough examination and test of engineering controls under the COSHH Regulations.




3.4.3.2
The minimum standard required by the Department of Education and Science is a flow rate of 0.3M/sec with the sash fully opened.  



3.4.4
Chemical Storage



3.4.4.1
It is the policy of the School that chemical storage will be along the general lines of that laid out in Chapter 5.8 of policy L223 above.



3.4.5
Microbiology



3.4.5.1
It is a policy of the School that all microbiological experiments will be assessed and categorised in accordance with chapter 5.5 (Appendix 2) of the above publication.  The School will ensure that techniques and precautions appropriate to the level will be adopted as contained in this chapter.




3.4.5.2
The treatment of contaminated equipment, treatment of spillages and disinfection procedures will be in accordance with the above chapter.



3.4.6
Radioactive Sources



3.4.6.1
It is the policy of the School not to keep Ionising Radiations on the school premises.



3.4.7
 The full Health and Safety Policy for the Science Department, based on the            CLEAPPS model 1998, is available from the Head of Science.



3.5
First Aid


3.5.1
The following persons have received training and have been appointed for the School:

FIRST AID AT WORK:   Dolores Stack

EMERGENCY AID
                                        Rolling programme every January



3.5.2
First Aid Boxes are maintained in the following areas:





Swimming Pool (2)





Kitchen





Maintenance Workshop





Grounds Workshop









Sports Department (Sports Hall)





Science Department (1 in each lab)





Staff Common Room





Art Dept (3 – Art, Ceramics and Photography))





Minibuses (4)





Cricket Pavilion

                                                             Astroturf pitch



3.5.3
The person responsible for ensuring that First Aid Boxes meet laid down statutory requirements is the School Nurse under the direction of the Headmaster.

3.5.4 All First Aid Boxes will be checked against a stock list every term and restocked as necessary.

Bodily Spill Kits are maintained in all boarding areas by House Parents and in the Surgery by nursing staff.


3.7
COSHH Regulations


3.7.1
The School will take all necessary steps to comply with the above Regulations.



3.7.2
It is recognised that substances to which the Regulations apply will be used in the teaching of science, the teaching of creative arts, the offices, maintenance, domestic cleaning and by the ground staff.



3.7.3
The School will keep a record of the Data Sheets for each substance brought into the School, together with a written Assessment, where necessary, of the exposure of all persons who may use or be exposed to these substances.



3.7.4
The School will provide sufficient information to these persons so that they understand the principles of the Regulations and the precautions that need to be taken.



3.7.5
The School will undertake the appropriate statutory examinations of all engineering controls that are required by the Regulations.



3.7.6
The School will set up a system whereby the Bursar will be aware of any change in purchase policy so that new substances may be effectively monitored.


3.8
Electricity at Work Regulations


3.8.1
The School will take all necessary steps to comply with the above Regulations.



3.8.2
The School recognises a formalised system of maintenance for all electrical systems has to be introduced.



3.8.3
The School will ensure that fixed electrical installations are inspected and tested by a competent person, every 5 years or so.



3.8.4
The School will prepare an inventory of all portable electrical apparatus used in the School and this will be routinely inspected and tested and an appropriate register kept.  All such apparatus will be visually inspected from time to time and any defects rectified.  Where pupils bring electrical equipment onto the School premises, the School will write to the pupil’s parents to the effect that the School expects all equipment to be to a high standard of manufacture and maintenance.



3.8.5
The School will ensure that any temporary systems (e.g. stage lighting and control gear) are inspected and tested by a competent person from time to time.  In addition, the School will ensure that fixed stage electrical installations are inspected and tested periodically by a competent person.



3.8.6
The School recognises that pupils must not be exposed to voltages in excess of 25 volts.  Project work will be individually assessed for potential hazards and written instructions prepared to control the risks.



3.8.7
The School will ensure that electrically competent teachers or technicians will be involved where there is any possibility of a person, pupil or visitor coming into contact with live conductors at voltages above 25 volts or where large short-circuit currents could flow.


3.9
Swimming Pool



Introduction



3.9.1
The school recognises that the use of its swimming pool gives rise to a number of hazards and that the following factors are relevant to potential accidents:




3.9.1.1
Prior health problems e.g. heart trouble, asthma etc;




3.9.1.2
Alcohol or food before swimming;




3.9.1.3
Youth and inexperience (half of those who drown nationally are aged under 15);




3.9.1.4
Weak or non-swimmers straying out of their depth;




3.9.1.5
Unauthorised access to pools intended to be out of use;




3.9.1.6
Diving into insufficient depth of water;




3.9.1.7
Unruly behaviour and misuse of equipment;




3.9.1.8
Unclear pool water, preventing casualties from being seen;




3.9.1.9
Absence of, or inadequate response by, teaching staff in an emergency.



3.9.2
The School has taken all of the above matters into consideration in establishing its policy with regard to use of the pool.



Information to Bathers


3.9.3
The School has developed a Swimming Pool Users Safety Code and will ensure that the information contained in the Code is brought to the attention of all bathers.  This will be achieved by one of the following methods:




3.9.3.1
A notice displayed at the poolside;




3.9.3.2
References in contracts with club organisers hiring the pool;




3.9.3.3
Oral reminders, where necessary, by poolside supervision.



Written Operating Procedures


3.9.4
The School has established a written Operating Procedure setting out the organisation and arrangements for ensuring users safety.



3.9.5
This will be brought to the attention of the School’s staff who use the pool and to any club/organisation who may hire the pool.

 

Swimming Teaching


3.9.6
The School will ensure that the necessary lifeguarding function is provided by those undertaking the teaching or coaching and that such persons will fulfil lifeguarding requirements.  The School also recognises that, in certain circumstances, more than one suitably trained person will need to be present in accordance with the following basic guidelines:

	Standard pool size: M


	Area 

M2
	Minimum

number of

lifeguards
	Recommended minimum number of lifeguards

in busy conditions

	20.0 x 8.5

25.0 x 8.5

25.0 x 10.0

33.3 x 12.5


	170

212

250

416
	1

1

1

2
	2

2

2

3




3.9.7
The School will take suitable account of the Department of Education and Science Booklet entitled “Safety and Physical Education” during teaching activities.



3.9.8
Where a class has been arranged into groups in a pool, and where the distances involved do not enable a single swimming instructor to directly work with and act as lifeguard for more than one group, a second person trained to act as a lifeguard will also be present.



3.9.9
In the School swimming situation, the School will ensure that the instructor acting as a lifeguard will be able to take short breaks from concentrated observation of the water as one class leaves and another one enters.



Hire of Pool by Outside Organisations


3.9.10
The School will establish a contract with any outside organisations who hire the pool, which will include reference to safety arrangements.



3.9.11
The School will almost exclusively expect outside organisations to provide appropriate poolside supervision although, as the pool operator, the School will ensure that it takes reasonable steps to ensure that the arrangements for safety, agreed with the hirers, are implemented.



3.9.12
This will be achieved by occasional checking of such activities to ensure that agreed supervision is being provided and that any agreed rules of behaviour are being observed.



Precautions where constant poolside supervision is not provided


3.9.13
The School considers that there will be occasions when constant poolside supervision is not required and then the following conditions will be met:




3.9.13.1
The pool is relatively small and used by limited numbers at any one time;




3.9.13.2
The nature of the relationship between the School and the persons using the pool make it practicable to enforce “house rules” for safe behaviour by the pool users;




3.9.13.3
There will be no diving or use of other poolside equipment or other features posing particular risks.



3.9.14
Where constant poolside supervision is not provided, the following precautions will be taken:




3.9.14.1
Production of a clear written safety procedure as referred to at paragraph 3.9.4 above. 




3.9.14.2
Lone bathing will be prohibited;




3.9.14.3
The following emergency arrangements will be available:





(a)
A poolside alarm or telephone to summon help in an emergency;





(b)
Suitable rescue equipment including poles or lifebelts will be available by the poolside and clearly identifiable;





(c)
A notice will be displayed telling bathers how to summon help in an emergency.


3.10
Use of School Facilities by Members of the Public


3.10.1
The School will ensure that all members of the public using the facilities of the School will be given sufficient information in order to allow them to avoid any risks to their Health and Safety.



3.10.2
Any agreement form used by the School as a contract with the hirer will carry a specific clause stating that the hirer will ensure adequate supervision and take responsibility for the Health and Safety of persons using the facilities.


3.11
Accident Reporting


3.11.1
All accidents, no matter how trivial, should be reported to the School Nurse who will be responsible for passing on details to the Headmaster.



3.11.2
The School will take all necessary steps to comply with the Reporting of Injury, Diseases and Dangerous Occurrences Regulations 1995.



3.11.3
Whenever any of the following events occur, it must be reported to the Health and Safety Executive.




(a)
The death of any person as a result of an accident arising out of or in connection with work;




(b)
Any employee suffering any of the following injuries or conditions as a result of an accident arising out of or in connection with work:





i)
Fracture of the skull, spine or pelvis;





ii)
Fracture of any bone in the arm, wrist, leg or ankle, but not a bone in the hand, or in the foot;





iii)
Amputation of a hand or foot, finger, thumb or toe, or any part thereof if the joint or bone is completely severed;





iv)
Loss of sight of an eye, a penetrating injury to an eye, or a chemical or hot metal burn to an eye;





v)
Either injury (including burns) requiring immediate medical treatment or the loss of consciousness resulting in either case from electric shock from any electrical circuit or equipment, whether or not due to direct contact;





vi)
Loss of consciousness resulting from lack of oxygen;





vii)
Decompression sickness requiring immediate medical treatment;





viii)
Either acute illness requiring treatment or loss of consciousness resulting in either case from absorption of any substance by inhalation, ingestion or through the skin;





ix)
Acute illness requiring medical treatment where there is reason to believe that this resulted from exposure to a pathogen or infected materials;





x)
Any other injury which results in the person injured being admitted immediately into hospital for more than 24 hours.




(c)
Any other person (including pupils, visitors, members of the public etc) suffering an injury arising out of or in connection with work resulting in hospital treatment.



3.11.4
Any of the dangerous occurrences as listed in the Health and Safety Executive Leaflet HSE31.



3.11.5
The person at work is incapacitated for his or her normal work for more than three days as a result of an injury (“over three day” injury) caused by an accident at work;



3.11.6
The death of an employee if this occurs some time after a reportable injury which led to that employee’s death, but not more than one year afterwards.



3.11.7
In the case of a death, specified major injury or condition, or a dangerous occurrence, the Health and Safety Executive must be notified immediately e.g. by telephone and this must be followed up within ten days by a written report to the Health and Safety Executive on Form F2508 (F2508B in the case of dangerous occurrence).



3.11.8
In the case of over three day injury to a person at work, a written report must be sent to the Health and Safety Executive within ten days of the accident on Form F2508.



3.11.9
The School will keep records of all reportable injuries and dangerous occurrences containing the date and time of the accident causing the injury or the dangerous occurrence; and the following particulars about the person affected: full name, occupation, nature of injury or condition, place where the accident or dangerous occurrence happened and a brief description of the circumstances.  The School will keep a photocopy of each completed Form F2508 in a file in order to fulfil this requirement.



3.11.10
Maintenance of adequate accident records and the reporting of those necessary to the Health and Safety Executive will be the responsibility of the School Nurse.



3.11.11
The School will arrange for all accidents and “near misses” to be investigated to determine the need for any remedial action.  The person responsible for deciding who shall carry out the investigation is the Headmaster.



3.11.12
Where appropriate, a copy of the report will be made available for discussion at the next Governors’ or Health & Safety Committee Meeting.


3.12
Control of Legionellosis


3.12.1
The School recognises that it operates hot and cold water systems where there is a foreseeable risk of Legionellosis and which therefore requires control.



3.12.2
The School will do all that is necessary to fulfil the requirements of the Approved Code of Practice by identifying and assessing sources of risk, preparing a scheme for preventing or controlling the risk, implementing and managing precautions and keeping appropriate records of precautions implemented.



3.12.3
The School recognises that Legionella may colonise storage tanks, calorifiers, pipe work and associated plant including taps, showers and other appliances.  In particular, it is recognised that Legionella is most likely to multiply in calorifiers where water temperatures are insufficiently high and in pipe work leading to taps and showers.



3.12.4
The main objective of the School is to operate water services at temperatures which do not permit the growth of Legionella and to avoid stagnation.  The School will also ensure that the system is clean in order to minimise the opportunity for bacterial contamination.



3.12.5
Where possible, water services will operate at temperatures that prevent the proliferation of Legionella, that is hot water storage (calorifiers, at 60ºC); hot water distribution of at least 50ºC attainable from the taps within one minute of running; cold water storage and distribution at 20ºC or below.  It is recognised that water temperatures in excess of 50ºC give rise to a danger of scalding and therefore, where necessary, “fail safe” thermostatically controlled mixing valves will be used to allow the hot water system to run safely at higher temperatures to control Legionella.

3.12.6 Where the above water temperatures cannot be maintained, weekly thermal disinfection of the system will be carried out.  This will involve raising the temperature of the whole of the contents of the calorifier and then circulating this water throughout the system for at least an hour.  Each tap and appliance will be run sequentially for at least five minutes at this full temperature.



3.12.7
It is recognised that if a calorifier or substantial part of the system is on stand-by operation, or if it is out of use for a week or longer for maintenance or other purposes, water will be raised to the operating temperature throughout for at least an hour before being brought back into use.



3.12.8
The following regime of routine inspection and maintenance will be established for the plant:




(a)
Water temperatures at calorifiers will be checked routinely;




(b)
Water temperatures at taps after one minute running will be checked annually;




(c)
Conditions in tanks for the presence of organic materials, vermin etc will be checked annually;




(d)
Conditions in calorifiers for organic materials and undue build up of scale will be checked annually;




(e)
The condition of accessible pipe work and insulation will be checked annually.



3.12.9
The system will be cleaned and disinfected if routine inspection shows it to be necessary, if the system or part of it has been substantially altered or entered for maintenance purposes, or following an outbreak or suspected outbreak of Legionellosis.



3.12.10
The following records will be kept:




(a)
A simple description and plan of the system identifying storage and header tanks, calorifiers and relevant items of plant;




(b)
Details of the risk assessment;




(c)
Details of system operation relevant to controlling the risk, and the precautions to be implemented;




(d)
Procedures for inspecting and checking the system;




(e)
Details of precautions carried out.



3.12.11
The nominated officer for responsibility for ensuring this policy is implemented is the Bursar.


3.13
Health and Safety Committee


Meetings


3.13.1
It is proposed that the Health and Safety Committee will meet once per term although members will have recourse to call for an emergency meeting should circumstances so dictate.



Terms of Reference


3.13.2
The School has fault detection/reporting procedures in place for dealing with day to day health and safety issues through the Maintenance List procedure.   Monitoring of remedial action is carried out by Departmental Heads and the Bursar.



3.13.3
It is, therefore, considered appropriate that the Health and Safety Committee should address the School’s overall Health and Safety Policy, accident/near miss trends, fault development trends and future strategy.  The minutiae of day to day health and safety issues are not for consideration.

 

Personnel
3.13.4 The Bursar will chair the Committee, and the members of the Committee will be as follows:

Mr. Simon Burrows                                        - Bursar

Mr. Joff Powis                                                - Deputy Headmaster

Mrs Maggie Colvin                                         - Catering manager

Mr. Michael McEvoy                                      - Health & Safety Adviser

Mr. Rob Deacock                                            - Head Groundsman

Dr. Scott Smith-Bannister                               - Fire Officer

Mr. Russell Grant                                            - Director of Music

Mrs Tracey Hamilton                                      - Housekeeping Manager

Mrs. Katherine Smith- Bannister                    - House Parent

Mr. Edward Shires                                          - House Parent

Mr. John Turner                                              - Head of Maintenance

3.14
Abrasive Wheel Machines


3.14.1
The school uses abrasive wheels which by their very nature are hazardous.  It is the policy of the school to comply with the Provision and Use of Work Equipment Regulations 1988 (PUWER 1988) as far as they apply to these machines.



3.14.2
The School will appoint one or more responsible persons who will have received the appropriate training regarding the selection, mounting, guarding and maintenance of these machines.  This training will be on courses previously established under the Abrasive Wheels Regulations. 



3.14.3
Standards relating to these machines are contained in HS (G) 17 entitled “Safety in the use of abrasive wheels” (ISBN 0 7176 04667).



3.14.4
The standards laid down in this publication relate to:




3.14.4.1
Selection of wheels;




3.14.4.2
Safe storage of wheels;




3.14.4.3
Safe mounting of wheels;




3.14.4.4
Guarding of wheels;




3.14.4.5
Appropriate marking of machines.



3.14.5
The safe operation of abrasive wheels will be the responsibility of the Head of Maintenance.



3.14.6
Eye protection (BS2092.1 or BSEN 166.3) must be worn when abrasive wheel grinders are used.

3.15
Safety of Pressure System (currently not applicable in the School)


3.15.1
The School will take all necessary steps to comply with the Pressure System and Transportable Gas Containers Regulations 1989.



3.15.2
The School recognises that the Regulations will apply to all pressure systems on site containing steam at any pressure, or a gas, or a liquid, or a mixture of both at a pressure greater than 0.5 bar (7psi).



3.15.3
The School will use manufacturer’s literature and information available from their Competent Person who carries out current thorough examination and test of pressure systems, to establish the safe operating limits of its pressure systems.



3.15.4
The School recognises that a written scheme for periodic examination of its pressure systems must be prepared by a Competent Person.



3.15.5
The School will then arrange for the Competent Person to carry out examination of the pressure system in accordance with the written scheme.



3.15.6
The School will provide adequate and suitable instructions to employees who have to operate pressure systems and this will include training, close supervision, provision of data and, if necessary, schematic or flow diagrams to help with the identification of important controls, valves etc.



3.15.7
The School will ensure that its pressure systems are properly maintained in good repair so as to prevent danger.



3.15.8
The School will ensure that the Head of Science keeps the correct documentation.  This documentation will consist of the following:

(a) An initial report and examination of the pressure system upon it being taken into use;




(b)
The last report of examination of the pressure system made by the Competent Person;




(c)
Any other reports if they contain relevant data to assist safe operation, or referring to repairs and modifications;




(d)
Information referring to data supplied by the designers or manufacturers.


3.16
Management of Contractors


3.16.1
The School recognises that its role in managing Contractors working on site falls within two distinct categories:




(a)
Contractors carrying out work which falls within the definition of the Construction (Design and Management) Regulations 1994;




(b)
Contractors whose work does not fall within the above Regulations.



3.16.2
For construction work falling within the Construction (Design and Management) Regulations 1994, the School will take the following action:




i)
fulfil the role of Client as defined within these Regulations;




ii)
appoint a Competent Person as Planning Supervisor and competent Principal Contractors ensuring that they allocate sufficient time and resources to carry out their duties.




iii)
The School will also ensure that these duties extend to designers and contractors if the School is responsible for their appointment.




iv)
On the basis of the complexity and scope of the construction work, the School will determine whether the Planning Supervisor can be appointed from within the School’s organisation or whether an external appointment is required.



3.16.3
For contractors whose work does not fall within the Construction (Design and Management) Regulations 1994, the School has a set of instructions for School Contractors.



3.16.4
The School will ensure that all Contractors sign these instructions as acknowledgement of receipt and agreement to work within the conditions specified.


3.17
Noise


3.17.1
The School is aware of the Noise at Work Regulations and where it believes that employees are exposed to noise levels that would designate the area as either Action Level 1 or Action Level 2, appropriate hearing protection will be provided and worn.



3.17.2
It is believed that these controls will be necessary in the following operations:




(a)
Grass cutting operations;




(b)
Use of chain saws;




(c)
Use of all woodworking machinery;




(d)
Strimmers.



3.17.3
A copy of the Noise Assessment, where necessary and appropriate, will be held by the Head Groundsman.


3.18
Competent Persons


3.18.1
Under the Management of Health and Safety at Work Regulations 1992, Regulation 6, the School has appointed the following Competent Persons to assist in undertaking the measures necessary to comply with relevant statutory provisions:




1.
Health & Safety Matters – Health and Safety Committee;




2.
Fire Evacuation Procedures – Fire Officer;




3.
Electrical Work – Head of Maintenance;




4.
Abrasive Wheel Mounting – Head of Maintenance;

5. Pressure Systems, Written Scheme & Examination –

Head of Science (not currently applicable);

6.
Display Screen Equipment, eye & eyesight tests – Bursar.


3.19
Display Screen Equipment


3.19.1
It is the policy of the School to comply with the Health and Safety (Display Screen Equipment) Regulations 1992 utilising the guidance given in Booklet L26.



3.19.2
The School will carry out a suitable and sufficient analysis of all workstations to assess the health and safety risks to exposed persons.  This will be co-ordinated by the Bursar.



3.19.3
Any workstation which is put into service on or after 1 January 1993 will meet the requirements laid down in the Schedule to the Regulations.  



3.19.4
The School will plan the activities of “users” to allow periodic breaks or changes of activity.



3.19.5
The School will arrange for appropriate eye and eyesight tests to be carried out on “users” by a Competent Person, on request, and at appropriate regular intervals as recommended by the Competent Person.

3.20
Manual Handling


3.20.1
It is the policy of the School to comply with the Manual Handling Operations Regulations 1992 utilising the guidance given in L23.



3.20.2
In particular, the School will:-




i)
avoid the need, so far as is reasonably practicable, for employees to undertake any manual handling operation which involves a risk of injury.




ii)
where a manual handling operation cannot be avoided a suitable and sufficient assessment will be carried out.  The person responsible for co-ordinating the completion of these assessments is the Head of Maintenance.




iii)
take appropriate steps to reduce the risk of manual handling operation injury to the lowest level reasonably practicable, and provide employees with general indications on the weights of loads.


3.21
Personal Protective Equipment


3.21.1
It is the policy of the School to comply with the Personal Protective Equipment at Work Regulations 1992 based on the guidance given in Booklet L25.



3.21.2
The School recognises that Personal Protective Equipment is a last resort and that, wherever possible, risks should be controlled by other means.  Where the risks cannot be controlled by other methods, or it is assessed there is a residual risk, then suitable Personal Protective Equipment will be provided to employees.



3.21.3
Where it is determined that Personal Protective Equipment is required then an assessment will be made to assess the risks, define the characteristics required of the equipment and compare these with the characteristics of available equipment to ensure the equipment provided is suitable.  The assessment will be recorded unless it can be easily repeated and explained.



3.21.4
All Personal Protective Equipment will be properly maintained, and accommodation provided for it when it is not in use.



3.21.5
Employees will be informed, instructed and trained on the risks which the Personal Protective Equipment will avoid, or limit; the purpose and manner in which the equipment is to be used and any action they need to take to ensure it remains in good repair and efficient working order.


3.22
Management of Health and Safety at Work Regulations 1992


3.22.1
It is the policy of the School to comply with the Management of Health and Safety at Work Regulations 1992 and its Approved Code of Practice.



3.22.2
The School will make a suitable and sufficient Assessment of risks to the health and safety of its employees whilst they are at work to identify the preventive and protective measures necessary to comply with the requirements of relevant statutory provisions. This includes the completion of Fire Risk Assessments to take into account the Regulatory Reform (Fire Safety) Order. The person responsible for co-ordinating the completion of the Assessment on the School’s behalf is the Bursar.



3.22.3
Where the Risk Assessment identifies any appropriate Health Surveillance this will be carried out following consultation with suitably qualified and Competent Persons.



3.22.4
To assist in undertaking the measures identified by the Risk Assessment as necessary to comply with relevant statutory provisions, the School has appointed a number of Competent Persons (see Section 3.18).  Co-ordination of the necessary measures and Competent Persons will be carried out on the School’s behalf by the Bursar.



3.22.5
The results of the Assessment including identified risks and any necessary preventive and protective measures will be brought to the attention of relevant employees.


3.23
Training


3.23.1
The School will comply with the Health and Safety at Work Act 1974 the and Management of Health and Safety at Work Regulations 1992 with respect to training.



3.23.2
Before entrusting any task to an employee, the School will take into account their capabilities as regards health and safety to ensure the work demands do not exceed their ability to do the work without risk to themselves or others.



3.23.3
The School will provide employees with health and safety training:-




a)
on recruitment.  This induction training will give general health and safety training on the risks associated with the School’s undertaking, including arrangements for first aid, fire and evacuation;




b)
on their being exposed to new or increased risks due to transfer or change of responsibilities, or due to the introduction of new or changed work equipment or technology;




c)
periodically as refresher training, as appropriate.



3.23.4
Records will be maintained of all training that has been given.  The person responsible for co-ordination of training on the School’s behalf is the Bursar.


3.24
School’s Management of Health and Safety


3.24.1
The School acknowledges the good practice guidance contained in Managing Health & Safety in Schools, prepared by the Education Service Advisory Committee of the Health & Safety Commission.



3.24.2
This Health and Safety Policy illustrates the sustained commitment and interest of the School which it considers essential for successful health and safety management.



3.24.3
In addition to this Policy and the independent monitoring carried out by Mr. Michael McEvoy as the appointed School’s Competent Person, the School intends to progressively implement planned Active Monitoring Inspections which will establish:-




i)
the frequency of inspection;




ii)
the areas or topics for inspection and the progressive development of inspection checklists;




iii)
who will do the inspections;




iv)
how the inspections will be completed, reported and actioned.

4.

FIRE DRILL REGULATIONS

SEE STAFF HANDBOOK

5.
BOMB PRECAUTIONS


A malicious bomb warning will most probably be received by telephone.  The person receiving the call should attempt to get as much information from the caller as possible.


If the caller is making a bomb threat LET HIM/HER FINISH THE MESSAGE WITHOUT INTERRUPTION.  Try to record the message EXACTLY and listen for clues that may help later enquiries.  Note the exact time.


When the caller has given the message, try to keep him/her in conversation.  The following are key questions and should be asked if possible:

· Where is the bomb located?

· What time will it explode?

· When was it placed?


Inform the Headmaster or the most senior person on duty who will be responsible for informing the police.


The fire alarm signal, a continuous pulsating siren, denotes an immediate warning to evacuate the building.  

6.


BROADMOOR ALERT

If notification is received that there has been an escape from Broadmoor:

· ALL PUPILS MUST REMAIN IN THE SCHOOL BUILDING

· NO PUPIL SHOULD BE IN THE SCHOOL GROUNDS

· NO PUPIL MAY BE GIVEN PERMISSION TO LEAVE SCHOOL

The above regulations will remain in force until the all-clear sounds.

7.


SCHOOL SURGERY


The School has 24 hour nursing cover and all matters regarding the health of the pupils should be referred to the School Nurse.  Medicines should be handed in to the School Nurse who will see that they are correctly dispensed.  


Pupils who feel unwell during the school day should report directly to the Surgery.  In case of emergencies, the School Nurse can be contacted during or outside surgery hours on her mobile phone, the number of which is 07704 190639. In case of an emergency outside of school hours, the Headmaster can also be contacted.


School surgery times


Morning
7.30 - 8.45 am



Afternoon
1.45 - 2.30 pm



Evening            6.00 – 8.00 pm


Sunday:             Nurse on Call
 


Doctor’s surgery in school


Monday
8.00 – 8.45 am

            Thursday          5.00 – 6.00 pm

8.


EMERGENCY MEASURES FOR THE PHYSICALLY SICK

8.1

Provision of Basic Kit for House Parents and Matrons


1.   Mask


2.   Apron


3.   Gloves


4.   One bag of deodorising granules


5.   2 tissue wipes


6.   Tray and scoop


7.   Yellow self-seal bag


8.   Bottled virucidal disinfectant


9.   Multi-layer drying sheet


10. Antiseptic hand-wipe sachet

8.2


Method of Cleaning and Disposal


1. Follow closely the instructions on the reverse side of the 'Spilpac' Emergency Clean-Up Kit.


2. Place soiled sheets in ‘dissolvo sack’ obtainable from surgery


3. Take ‘dissolvo sack’ to laundry as soon as possible


4. Take yellow self-seal bag to kitchen rubbish disposal area for collection and incineration by 

                duty person.

8.3


During Outbreaks of Tummy Bugs


Follow the same procedure as far as is possible, but place sheets for further soaking in large plastic bins outside the laundry as soon as possible.


(When a duvet is soiled with vomit etc. remove cover, treat cover as above.  Keep the duvet separate and take to laundry as soon as possible for further attention).

