Our Lady and St Kenelm RC School
Health and Safety Policy

“Bringing out the hest in everyone, for the henefit of all,
in the Spirit of Christ.”

POLICY FOR HEALTH AND SAFETY

The school follows guidance set out in the LA Health and Safety Policy.

The following information is to help staff on a daily basis, giving organisational arrangements to
make the policy effective. Any concerns must be reported to the Head Teacher immediately.

1. Statement of Intent Aims

and the local community.

The school will reqularly review and if required, revise this policy, and make a commitment to have
The school has a commitment to the hasic requirements of the HSAWA Section 2 (2) (a) (b) (c) (d)
(e) - safe access, egress, site, systems of work, handling, transport and storuge of articles and
substances, information, training and supervision.

The school has a commitment to the additional requirements of the Management of Health and
Safety at Work Regulations 1999 - risk assessment and the application of the principles of
prevention, emergency procedures, health swrveillance, employment of competent person. The
activities (e.g. contructors, students).

The school will ensure that employees are competent to do their tasks and provide appropriate and
The school will ensuwre that risk assessments are conducted, recorded and implemented to
guarantee so far as is reasonably practicable the provision and maintenance of:

e Safe premises, plant and systems of work

e Safe methods of using, handling, storing and transporting of articles and substances.

e Suitahle and sufficient information, instruction, training and supervision to enable all
employees to avoid hazards and contribute positively to their own safety and health at
work.

e A safe working enwironment with adequate arrangements for the welfare of employees and;

e Safe access to, and egress from, places of work including procedures for evacuation in an
emergency.

e Adequate facilities and arrangements will be maintained to consult with employees, trade
union representatives and the relevant internal and external safety agencies, to encourage a
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All employees have a legal ohligation to take reasonahble care for their own health and safety, for
the safety of others and to co-operate with the Governing Board and Head Teacher in fulfilling the
The Governing Body will review this policy statement annually and update, modify or amend it as
it considers necessary to enswre the health, safety and welfare of staff, pupils and, others.

The Head Teacher and Site Manger will receive IOSH training every two years to enswre

The school also has access to competent health and safety advisors via Dudley Local Authority and,

owr inswrers, RPA.

2. Organisation Governing Bowd
The Governing Bowrd has the delegated responsihbility for the adoption and implementation of the
health and safety management systems. To fulfil this responsibility the Governing Bowrd will, as
fara&masonablgpraawablemmﬂwt
Health & Safety management procedures and systems are incorporated as an integral part
of their overull school management system and are adequately given a level of consideration
equal to other school issues.

e The School Health & Safety Policy is understood, implemented, maintained and monitored. -
Health and safety risk management is implemented and reviewed to- meet statutory
requirements.

e  Where health, safety and welfare duties and responsibilities are delegated to school staff,
organised.

e Communication and liaison are maintained with all those who may need to- be aware of the

e A review of the policy and its implementation is carried out annually. Our Lady and St
Kenelm has a Staffing & Finance Committee that meets once a term and reviews safety
measuwres to- assist in reviewing the school's Health and Safety Policy and to ensure safety
procedures are implemented throughout the school. The Headteacher is responsible for
Health and Safety in the school and day-to-day implementation of the policy.

Headteacher
The Headteacher will co-operate with their Governing Bowrd to ensure that:
e Adequate health and safety management systems and procedures are implemented within
the school
e Where duties and responsibilities are to he delegated, necessary information, instruction or
e Systems are in place to- monitor the application and effectiveness of the health and safety
procedures
e Systems are in place for reactive monitoring of ‘near misses’ to prevent accidents and
e Atintervuls agreed with the Governing Bowrd, a review of Health & Safety in the school is
carried out.
e Take an active and visible part in communicating and encowrnging a positive attitude to
health, safety and welfare.
e Enswre that health and safety is a standing agenda item at SLT meetings.
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Ensure a risk assessment is in place regarding car parking controls to- mitigate risks to
pedestrians.
Ensure that school and trip risk assessments are in place for those activities presenting a

Office Manager
The office manager will:

Support the Head Teacher to ensure that the head teacher can fulfil her responsibilities.
Ensure that there is a good amongst staff and governors reqarding the location
of H&S documentation e.q. risk assessments and the H&S Policy.

Enswre that adequate H&S information is displayed across the site e.q. names and locations
Ensure that there is a system whereby all defects found with equipment/premises are
notified and taken out of service/rectified in a timely manner.

Keep track of all employees to enswre that they receive a health and, safety induction.
Keep a record of health and safety related training that identifies the training needs by role,
Take an active and, visible part in communicating and encouruging a positive attitude to
Keep the RPA Dashhowrd up to date with health and safety developments.

Report accidents and, injuries to appropriate agencies as necessary.

Monitor and action Near Miss reports. Report near misses to head teacher.

Ensure that health and safety is a standing agenda item at relevant governing bowrd,
comumittee meetings.

Ensure competency checks are undertaken prior to engaging a contructor directly.

Ensuwre that the lettings policy outlines the key risks and emergency procedures to hirers.
Ensure tree swrveys are carried out at appropriate intervuls.

Ensure any fragile roof surfaces are identified, by signage

Employees
Au,unplogee&huw,arespunswmy to

Ohserve the health & safety policy & procedures in school.

Take reasonahble care for the health and safety of themselves and, of other persons who may
be affected by their acts or omissions at work.

Observe the school's systems of safe working and take any precautions necessary to ensuwre
Co-operute with the school or any other duty holder so far as is necessary to enable any
duty or requirement imposed on the school to be performed or complied with.

Use the correct tools and equipment appropriate for the job and enswre that they are kept in
good condition, and not adapted for unauthorised use.

Make use of safety aids, applionces, equipment and protective clothing provided; report and
seek advice, without delay, on any unsafe conditions, defects in the premises or equipment,
or any shortcomings in health and safety arrangements.
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e Do not intentionally or recklessly interfere with or misuse anything provided in the interests
of health, safety or welfare.
° Norufy mmwd,wwg any cwademb uyurg, Lllnes& disease, dmlgumwawmmcrnzarmw&

e Do not interfere with any memmmmmmmmwm&
e Familiarise themselves with the action to take in the event of fire or other emergency.

e Seek advice at the earliest opportunity if they have any concermns reqarding health & safety
e Notify the office if a child in yowr class has a broken limhb.

® Make use of appropriate procedures for reporting incidents, defects and near misses.

SENDCO/Medical Lead/Behaviowr lead/admin team

¢ Ensuwre that individual risk assessments are carried out where required e.q. known medical
conditions where there are health and safety implications e.q. epilepsy.

e Enswre PEEPs are in place

e Enswre risk assessments are in place for children with individual behaviowr plans where
there is a risk that they might cause injury to themselves or others.

e Enswre that children with bhroken limhs have a risk assessment put in place. Enswre first aid,
hoxes are stored in appropriate places and maintained.

e Enswre accident and incident records are kept and monitored for trends.

Educational Visits Lead

e Has received appropriate training Staff are awwre of procedures for completing trip risk
assessments

Site Manager
The School Site Manager under the direction of the Headteacher is responsible for ensuring that the
building provides safe and healthy surroundings for the children, undertaking reqular risk
assessments and for undertaking basic repairs and maintenance. Approved contructors are called in
as advisable.
The School Site Manager, cleaning staff and grounds maintenance staff maintain clean and tidy
buildings and grounds. Any equipment/hazardous substance is locked away. All equipment is to
British Standards and is maintained regularly
Ensure that potentially hazardous areas are locked when unsupervised

® Cleaning cuphouwrd

e Boiler room

e Storuge rooms
Enswre that finger guards are in place and effectively maintained on relevant doors.
Check forest area is safe following any particularly windy weather. Ensure any external
storage/wuste hins and skips are located away from buildings.
Carry out PAT testing at required intervuls.
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Keep a record of which equipment has heen PAT tested.
Put in place H&S arrangements specifically for IT items used in school

3. Arrungements

This section gives the details on the specific systems and procedures that we have in place to
manage and control the risks.

These arrangements will be reqularly reviewed to ensure that they are reflective of what is taking

3.1 Risk Assessments

3.2 H&S Truining and Competent Person Appointment

Every organisation should have access to competent health and safety advice and ensure that
employees are competent to conduct their work without risk to themselves or others, as far as is
As an employer, the school has a legal duty to comply with Management of Health and Safety at
Work Regulations 1999 (MHSAW).

Specifically: - m Regulation 7: Requires an employer to appoint one or more competent persons to
imposed, by or under the relevant health and safety requlations; and m Regulation 13: Requires
that every employee is provided with adequate health and safety training, and when entrusting

Our Lady and St Kenelm Primary School is provided with competent health and safety advice from
Dudley Local Authority. DfE, owr school inswrers, also provide us with competent health and safety
advice. The Head Teacher and School business manager have completed the relevant IOSHH
Managing Safety qualification.

All new employees to the school will receive H&S induction training.

Indud:inntrairﬂng wilLbzpmvi,dechiﬂlinlr weeks of a new employee joining the school and will
e Details of the school's Health and, Safety Policy, including where to find it
e Requirements for accident reporting and investigation
e Details on “Display Screen Equipment’ (DSE) and, the associated assessment
e First Aid provisions
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Further training for employees might he required if they are exposed to new or increased risks, for
example when they take on new duties or when new equipment/technology or a new activity is
introduced.

e Face to face training, in house, provided by competent in-house trainers.

e Face-to-face external training, provided by competent external trainers

e E-leamning

e Combination of the ahove

A record of all training undertaken will be kept. This will include a training plan and individual
The training needs hy role / employee

The training plan for initial and, refresher training, by employee

The dates of when training is completed, the review frequency
Refresher/ review dates for all training

The training record will include the date of the course, title and a brief content description.
Trainees will be required to declare that they have attended and understood, the training.
undertaken.

As a rule of thumb, if @ hazard cannot be eliminated or controlled to the point that it hecomes

3.3 Contactor competency, vetting and on-site management

Contructors on Site

e Contructors should telephone the school and make appropriate arrangements bhefore
commencing work.

e  When they arrive, all contructors should report to the school Office. Contructors work under
the close supervision of the Site Manager so that there is no danger to the health and safety
of children or adults in school. Any concerns should, be reported to the Headteacher, the
contractors and the appropriate department of the LA/other Advisory Body.

e When not in use, any equipment that contractors bring into school should bhe stored, in a
safe place.

e No repairs or maintenance can be carried out in areas that children or adults are occupying;

e No work should be in progress in the playground/Dining Hall during bhreak times and
lunchtime.

Guidance for Contructors on Site
Ouwr Lady and St Kenelm complies with the recommendations of the Health and Safety Inspector
(Dudley LA) and requests yow to refrain from the following practices.
e Smoking in the building or in the grounds, as Our Lady and St Kenelm is a no-smoking
school.
e Talking to the children (who have bheen taught not to talk to strangers)).
e Moving vehicles while children are at play.
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e Working on or near the playgrounds while the children are at play.
e Leaving equipment lying around or unattended.

e Playing music during school howrs.

e If you have any problems, please see the Headteacher.

3.4 First Aid including Accident and incident reporting, recording and investigation

All the children are taught to take care of themselves and each other but, in a school environment,
accidents can occur. Most are minor and can be dealt with by any member of staff. Fully equipped
first-aid hoxes are kept in the classrooms, school office, and, staffroom.

CPoms is used to record accidents and also contains details of allergies and medical conditions. If
the accident is more serious, the school ensures the child receives qualified medical attention as

Accident forms are filled in and scanned onto CPoms for those accidents that require medical
attention, or that are caused by any defect in the school or its equipment or for a head bump.

First Aid in school

All staff in the school deal with minor incidents requiring first aid. During lessons, first aid is
first aid, is required, one of the staff on duty in the playground should administer first aid or
request the assistance of the a first aider as appropriate.

At lunchtimes, the Midday Supervisory Assistants administer first aid. If there is any doubt about
the correct first-aid procedure, the qualified First Aiders should be consulted.

The qualified First Aiders at Owr Lady and St Kenelm are:

OLSK FIRST AID REGISTER

Staff Date of truining Expiry Date
Rehekah McCrum 20.10.22 20.10.25
Paediatric Fust Aid Jessica, Belk 17.10.23 17.10.26
Suzanne Ray 17.10.23 17.10.26
Charlie Hudson 15.10.24 15.10.27
Ann Marie Pugh 15.10.24 15.10.27
Paediatric First Aid & uk
Emorgoncy First Aid.at Wark Taro Pawelczyk 11.06.24 11.06.27
Annie Brandrick 20.09.23 20.09.26
Emergency First Aid at Martina McCahill 9.07.24 9.07.27
Work Gemma Carroll 9.07.24 9.07.27
Bev Marris 9.07.24 9.07.27
Kelly Rushton 11.09.24 11.09.27
Karen Catley 10.10.24 10.10.27
Julie Small 10.10.24 10.10.27
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Playground First Aid Procedwres

Under normal circumstances, children receive minor first aid on site, however, there are instances
If a child cannot get up themselves, then an adult should not attempt to help them up.

The injured, child should be left where they have fallen and a trained first aider sought to decide on
actions to he taken with an ambulance called, if necessary.

necessary, or where there is any doubt about the injury sustained.

After an initial assessment to determine the nature of the injury and whether it's appropriate for the
child to get up by themselves and wulk to the office, a decision should he made ahout whether
they need an adult to- accompany them.

Should a child become faint and fall for example, accompanying children would be unable to
support the injured child. There are no defined, ratioc numbers for school playgrounds but there
necessary.

An emergency red card will be available by classroom doors for adults to- summon additional help
when required, for example if one memhber of staff is taken off duty to attend to- an injured child.

Recording Accidents

Head bumps are recorded on CPoms. Parents are informed of all first aid, received via a text (if
appropriate). The class teacher also receives a copy of the email. For more severe bumps/accidents
Accident reporting at Owr Lady and St Kenelms follows Dudley MBC's procedure for accident

First-Aid Boxes
First aid bags are in all classrooms, the office and staffroom. There is a defibrillator located in the
entrance hall.

Person Responsihle for Supplies

The office staff are responsible for checking the contents of the first-aid hoxes reqularly and for
placing orders to replenish stock.

All staff are responsible for notifying office staff if the contents of any of the first-aid hoxes are
running low.

Allergies/Long-term Illness

A Medical Register is kept up to date by the SEND lead and share via OneDrive with staff. This
records any child's allergy to any form of medication, food products or insect stings (if notified by
the parent); any long-term illness, for example asthma; and details on any child whose health
might give cause for concerm.

Care plans are also avuilable for children with long-term illness, completed by the school health
adviser/school nurse and parents. The school has an Emergency Plan incorporating a Critical
Incident Plan in case of extreme emergencies on, or off-site.
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3.5 Monitoring and workplace inspections (premises and facilities)
Our Lady and St Kenelm sign up to traded services with Dudley MBC to enswre all the necessary

monitoring and inspections are carried out in a timely fashion.

3.6 Audits
Our Lady and St Kenelm will comply with any required audit.

3.7 Gas/Heating systems
Our Lady and St Kenelm sign up to traded services with Dudley MBC to enswre all the necessary

monitoring and inspections are carried out in a timely fashion.

3.8 Fire and Emergency Alerts
Ouwr Lady and St Kenelm has standard procedures in case of an emergency in school, such as a fire
or homh alert, when the building is evacuated. Practice fire drills are carried out at least once a
term.,
All staff and, children are familiar with the routine and know their own exit route, place of
assemhbly and roll-call system. Fire doors must he kept shut. All fire doors are marked as a fire door
on the door. Fire doors should, close under their own steam.
Please inform the office if youw notice a fire door that does not close by itself.
e Outside fire doors in classrooms do not lock from the inside so can he opened. in an
emergency.
e Any outside doors that are locked at night e.g. the Y5 door, must be opened each moming.
e Emergency fire drill information is displayed in every classroom (please read this
information when entering the classroom)
e Fire evacuation marshalling area is situated on the playground, (and if necessary, the field),

Fire Alarm

As soon as the fire alarm sounds, all children and adults should stop what they are doing and
wulk out of the building through the nearest exit.

Fire doors and emergency exits should never he blocked nor locked during school howrs but, should
a normal exit he blocked for any reason, then the nearest exit should be used. Escape routes are
The children should walk out of the building(s) calmly and line up quietly on the playground.
Adults should prevent panic.

Class teachers check that all the children are present by doing a head count and, ensuring that it
correlates with the moming head count during registration.

The Headteacher/Deputy Headteacher and SLT sweep the huilding for children/adults left inside
The Office staff check the staff register, visitor's log and, children's in/out log.

Nohody should go hack into the building(s)

If a child is missing this should be reported to the Head Teacher.

When all the classes have heen checked, the Head teacher will signal it is safe to re-enter the
school.
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Lunchtime Fire Proceduwre

If the fure alarm is sounded, adults on duty in the Dining Hall, classrooms, clookrooms and,
playground should gather all the children as in any fire drill, on the school playground and enswre
The Headteacher or Deputy Headteacher will ensure, as far as it is reasonably practicable, that
everyone is out of the building(s).

Assemhly/Whole School in Hall Fire Procedure

If the alarm sounds whilst children are in assembly, adults in the building should go to the hall to
assist evacuation. There are fowr exits out of the hall.

Adults can direct children other than their own classes in order to evacuate quickly.

Adults should, direct the children sitting closes to the exits first.

Fire and Bomh/ThreatAlerts

In the event of a fire or homb alert the Headteacher/ designated person should sound the fire alarm
(continuously for fire alarm and intermittently for homb/threat alert) to evacuate the premises and,
after telephoning 999 to alert the Fire Brigade and, Police, check that the evacuation proceduwre has
The assembly point in the event of a bomb alert would be the field. The Headteacher/ designated
person should position themselves near the school gates to- meet the Fire Brigade/Police and direct
them to the site of the incident, if known.

All children and adults should remain outside.

Only when the ‘all clear’ has been given are children and adults permitted to re-enter the premises.
For further details please refer to the homhb/threat alert information in the Emergency Plan.

3.9 Ashestos

Ashestos is the single higgest cause of work-related deaths. Staff will be made awwre of the
location of any ashestos in school. All contractors complete an ashestos declaration form and have
access to the ashestos register while working on site. An ashestos survey is kept up to date. Any
areas not surveyed should be assumed to have ashestos in them unless told otherwise by a
refurbishment survey.

3.10 Legionella
Legionella IWS provide advice and reqular monitoring. They have assisted with the preparation of
the school's legionella risk assessment.

3.11 Electricity A fixed wiring inspection takes place every 5 years. PAT testing takes place every
year for higher risk items and every 3-years for lower risk items. The site manager and, IT
technician are hoth trained to- undertake PAT testing. Extension leads should only be used
temporarily for essential items where there is no other option. Extension leads should only be
switched on during school hours and unplugged at Owr Lady and St Kenelm Primary School at
night. If an extension lead is deemed to be essential, this should be brought to the attention of the
head teacher so that we can investigate additional sockets as a long-term solution.

3.12 Servicing and Maintenance of statutory equipment and specialist equipment
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3.13 Stress Employee Health and Wellheing
The CES employee wellheing service support the school and staff are referred as outlined in the CES

3.14 Security

Security of the Premises
The Headteacher, Deputy Headteacher and School Site Manager are the designated key holders and

Class Teacher
It is the responsibility of the class teacher to make suwre that their classroom is secure, the windows

Site Manager

It is the responsibility of the Site Manager to check reqularly that all locks and catches are in
Before leaving the premises, the Site Manager has a duty to ensure that all the windows are closed,
that the doors are locked and secure, that the security alarm is set and that all gates are locked.

Headteacher/Deputy Headteacher

The Headteacher/Deputy Headteacher performs the ahove functions in the ahsence of the Site
Manager. The Headteacher is responsible for the security of the premises during the day. The main
entrance door and gates must he closed at all times. All external doors must be closed during the
school day, except at lunchtime and, break times. Any parent or visitor is welcome in school but is
asked to report to the school office first. Children enter and leave school by different doors,
according to their Year Group. Accompanying adults should wulk round the outside of the
building(s) at the beginning and end of the school day. Although these precautions should be

3.15 Control and exposwre to school specific hazards
e COSHH

e Lone Working

¢ Manual Handling

e Display Scareen Equipment
e Working at Height

Control of Hazardous Suhstances in School

All potentially hazardous substances are kept in o locked store. Staff should order only chemicals
covered hy the COSHH (Control of substances Hazardous to Health) Register, which is kept by the
Site Manager.

Any member of staff using chemicals should check the substance against the COSSH Register and,
follow procedures laid down for its use, control and exposure to it. Staff should review the standord
risk assessment in the light of the particular class and/or the specific equipment/accommodation
in use. Any difficulties should he hrought to the attention of the Headteacher.
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Manual Handling
Manual handing accidents account for one of the top five RIDDOR reportable accidents in schools.
In the normal day-to-day running of the school, there are times when children might need to- move
equipment or items of fumitwre — perhaps chairs and/or tahles, sports equipment, or other small
pleces of equipment.
Children should always be supervised when moving any equipment or piece of furnitwre. Some
items could be heavy or awkward to handle.
Children are shown how to lift and carry safely and reminded of this each time. When using large
apparatus such as a gym hench, children should be shown how to hend hefore lifting and moving
No child should be asked to lift an item of equipment that is unreasonably heavy or bulky.
Chairs should be moved one at a time and children are taught how to carry them correctly. If a
large number of chairs is needed, then the Site Manager will arrange this.
Tahles need one child at each end.
No child should attempt to lift a table singlehanded.
Y6 children can handle the hall chairs under supervision, provided they have been told ahout
Small items of equipment — laptops, iPads etc. — can be moved by the children under.
When an item of equipment or furnitwre is being moved, from one room to another, the supervising
adult should nominate a child to open and close doors.
Items Children Should Not Move.

e Piano - although on castors, it can tip and trap feet or fingers.

e Cooker - too heavy and awkwuurd.

e Paper cutters - dangerously sharp blade.

e Children should not stand on chairs or tahles to remove displays, nor should they remove

staples, pins etc., from display/notice bowrds.

4 Comumunication

The contents of this Health and Safety policy will be hrought to the attention of all employees
annually, or during initial induction.

A copy will be emailed to- employees annually or during induction.

A copy will also be available to read on the website.

The Health and Safety Policy will always be discussed during one of the Septemhber INSET days.
5 Review

This policy is monitored and reviewed on an annual basis or after a significant event (e.q.
accident) or change. Monitoring will take place through formal and, informal exercises e.q. spot

Reviewed Sept 2024
To he reviewed Sept 2025
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