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Health, Safety and Welfare Policy & Arrangements 

Status & Review Cycle:		Statutory 		Annual
New Review Date:		June 2026

To comply with the Health and Safety at Work etc. Act 1974, Section 3:

(3) …it shall be the duty of every employer to prepare and as often as may be appropriate revise a written statement of his general policy with respect to the health and safety at work of his employees and the organisation and arrangements for the time being in force for carrying out that policy, and to bring the statement and any revision of it to the notice of all of his employees.

This policy statement supplements the general statements of policy issued most recently by the Surrey County Council, and obtainable via SCC website.

Throughout this Model Policy, reference is made to Surrey County Council Health and Safety Policy.  Where Surrey County Council is the employer i.e. Community and Voluntary Controlled Schools, this policy must be followed.

In Foundation and Voluntary Aided Schools the Governing Body is the employer and must provide a Health and Safety Policy.  These schools are welcome to adopt and follow the Surrey County council guidance


Part 1:	Statement of General Policy on Health, Safety and Welfare

Part 2:	Organisation and Responsibilities for Health, Safety and Welfare

Part 3:	Arrangements and Procedures for Health, Safety and Welfare
















Part 1:
Statement of General Policy on Health, Safety and Welfare


 1.   The Governing Body and Headteacher of Walton on the Hill Primary School: 
  
· Recognise and accept their responsibilities to provide a safe and healthy working environment for all employees, students and visitors.
· Act in accordance with the general H&S policy of Surrey County Council.
· Require all managers in the school community to act in accordance with SCC/the school H&S policy and procedures, and require same of persons that they supervise and take responsibility for.

2. The Governing Body and Headteacher will provide, as necessary, policy, procedures, arrangements and supervision, sufficient to ensure to comply with all relevant H&S legislation, and will, so far as is reasonably practicable ensure:

· A school/workplace in a safe condition
· A safe working environment
· Safe systems of work
· Safe plant and equipment
· Safe access and egress to all areas of the school
· The safety of articles and substances for use at work and in school
· Sufficient instruction and training supervision
 
3. In support of the above, the Governing Body and Headteacher will ensure an adequate process for all necessary risk assessments for the school to be carried out and communicated to all relevant persons, and for the significant findings to be properly incorporated into the school’s H&S procedures.

	 


………………………………………………………………….


	
	


………………………………………………………………….

	Sarah Asher, Chair of Governors
	
	Richard Laing, Headteacher

	
2nd July 2025
	
	
2nd July 2025
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Organisation and Responsibilities for Health, Safety and Welfare

The following H&S organisational structure and roles and responsibilities are approved by the Governing Body and Headteacher of Walton on the Hill Primary School.  

1.	The Governing Body  

The Governing Body approves the H&S Policy of the school and monitors its successful implementation. The Governing Body further ensures, as administrators of the school’s delegated budget that sufficient and appropriate resources are allocated to implement the H&S Policies. The Governing Body will specifically:

1.1 Include health and safety targets in the School Development Plan.
Targets may include:

· Provision of facility for health and safety purposes;
· Reductions in accidents/incidents;
· Training for governors/staff;
· Revision of policy/procedure. 

1.2	Nominate a Governor (H&S) as an H&S link between the Governing Body and the wider school community, who will stay up to date with school H&S initiatives and inform the Governing Body accordingly. 

1.3	Be informed and updated of Surrey County Council’s H&S Policy, and receive advice and support from relevant officers of SCC or advisers acting on SCC behalf.

1.4	Ensure that H&S is an agenda item on full Governing Body termly meetings, and receive a termly H&S report from the Headteacher at this time. This report should include information on,

· Progress of the H&S targets in the SDP;
· Accident/incident analysis;
· Relevant H&S information received from SCC or its advisers;
· Suggestion on future H&S initiatives.

1.5	Facilitate any necessary review of the school’s H&S policy and procedure as may become apparent via the strategies above.

2.	Headteacher 

As senior manager for the premises and of all on and off site school related activities, the Headteacher is responsible for the day to day management of H&S. The Headteacher will advise SCC/Governors of any H&S issue where their support or intervention, either via system or finance, is necessary and appropriate in order to effect the requirements of this policy. In particular the Headteacher will ensure that:

2.1 The contents of this policy are brought to the attention of all relevant persons.

2.2 A process for risk assessments is applied within the school, and that:

· All appropriate areas/activities are covered (as per “core” Risk Assessment schedule attached, together with any risks identified as specific to the school); 
· Appropriate control measures are implemented; and that
· Assessments are monitored and reviewed as necessary.

2.3 There is a management system for monitoring the effectiveness of health and safety arrangements, which form part of this policy.

2.4 Appropriate staffing levels for safe supervision are in place.

2.5 An adequate schedule of inspection and maintenance is in place to ensure a place of work in a safe condition and a safe working environment. Inspection and maintenance will include:

· The fabric of the building
· Play equipment
· Fire appliances
· Boiler/heating systems
· Portable electrical appliances
· Water systems
· First Aid/medical facility and equipment.
· Premises staff equipment
· Curriculum specific e.g. gymnasia

2.6 An adequate needs analysis of H&S training is undertaken for schools staff, and sufficient resources are put in place to ensure appropriate training is carried out. Appropriate training may include:

· Headteacher H&S awareness
· H&S Induction training (all new and temporary staff)
· Emergency/Fire Training for the whole school community
· First Aid
· Risk Assessment
· H&S Coordinator
· Lifting and Handling
· Working at heights

and any further specific H&S training identified by the training needs analysis as being necessary and appropriate.

2.7	Adequate and easily retrievable health and safety training records are available and up to date.

2.8	The school secures and maintains an arrangement for obtaining competent H&S advice as required by the management of H&S regulations.

2.9	A termly H&S report is provided to Governors.

2.10	The school cooperates and participates in the County’s H&S monitoring arrangements.

2.11	A school’s Educational Visits Co-ordinator is appointed and trained accordingly.

2.12	Contractors (including catering, cleaning and grounds staff) and other authorised visitors to the school are appropriately managed and monitored.

2.13	Appropriate procedures are in place for the reporting, recording, investigation and follow-up of accident and incidents.

2.14	Emergency/fire arrangements are formulated and reviewed as necessary and tested at least termly.

2.15     The fire risk assessment is updated annually and/or whenever significant changes or building works    	might affect the means of escape.

2.16     An appropriate Deputy is suitably instructed to take day to day responsibility for H&S in the absence 	of the Headteacher.

The Headteacher may delegate functions to other or single members of staff (e.g. an H&S Coordinator) who may be tasked with the H&S administrative arrangements for ensuring the above responsibilities are complied with. The Headteacher will in any event retain the overall responsibility for ensuring that these responsibilities are carried out. 


3.	Deputy Headteacher 

The Deputy Headteacher will take on the above responsibilities in the absence of the Headteacher.

4.	Line Managers 

Managers in charge of curriculum areas/staff are responsible to the Headteacher for ensuring the application of this policy within the individual areas that they control. In particular line managers will ensure that:

4.1 The school’s risk assessment process is applied within their area and that control measures are implemented in accordance with the assessment and monitored and reviewed accordingly.

4.2 All accidents and incidents occurring within their areas are reported, recorded & investigated in accordance with the school’s procedure.

4.3 All persons they manage, or are responsible for, are aware of their specific roles in case of fire emergency.

4.4 Any equipment/appliance which has been identified as being unsafe is removed from service.

4.5 H&S inspections are carried out within their areas of responsibility within a timescale agreed with the Headteacher, and a report to the Headteacher is provided where necessary.

4.6 The H&S training needs of staff are identified and the Headteacher informed accordingly.

4.7 Staff are properly consulted on any matters that may affect their health or safety whilst at work.

4.8 New, transferred and temporary staff receive appropriate H&S induction training.

4.9       First aid provision is adequate. 

4.10	Pupils are given relevant H&S information and instruction.


5.	Teaching Staff (including supply)

Teaching staff are responsible for the H&S of all pupils under their control and in particular must ensure:

5.1       Effective and appropriate supervision of the pupils that they are supervising.

5.2       That appropriate safety instructions are given to all pupils prior to commencing practical sessions.

5.3	That they are conversant with the school’s H&S policy and any arrangements specific to their own department.

5.4	They know the emergency procedures.

5.5	Where relevant, that all personal protective equipment is suitable and in good condition prior to issue.

5.6	That, where relevant, safety devices such as machinery guards are in good condition and are used in accordance with good practice.

5.7	That they report any defective equipment to the relevant person.

5.8	All accidents and incidents are reported and reviewed or investigated.


6.	Site Supervisors/Caretakers

The Site Supervisor/Caretaker is responsible to the Headteacher/SBM, and in particular will ensure:

6.1 The removal from service of any item of furniture, apparatus or equipment which has been identified as unsafe.

6.2 That any identified hazard is appropriately removed, isolated or contained as necessary to prevent danger.

6.3 That periodic H&S inspections are carried out at a timescale agreed by the Headteacher, paying particular attention to the building structure, services, access to/egress from the school, and the main circulation areas. (These may be carried out with others such as governors, the H&S Co-ordinator etc.).

6.4	That persons they supervise only undertake work for which they are competent.

6.5	That any personal protective equipment issued to staff is suitable for the task and that training is provided in the correct use of the equipment.

6.6	That all staff work in accordance with safe working practices issued by the school, the County Council, etc.


7.	Health and Safety Co-ordinator

The Headteacher may appoint or nominate a Health & Safety Coordinator to carry out H&S functions and maintain an overview of the H&S organisation & management of the school, and report to the Headteacher accordingly. Specific functions of the H&S Coordinator may include:

7.1	Having an overview of the school’s H&S Policy and Arrangements, bringing amendments to the attention of the Headteacher where necessary.

7.2     Overseeing & supporting the school’s Risk Assessment/Risk Management process and advising the Headteacher of any deficiencies.

7.3	Carrying out, with the Headteacher and others as appropriate, the school’s accident/incident recording, reporting, and investigation arrangements.

7.4	Arranging for termly evacuation drills and weekly fire alarm tests, etc.

7.5	Advising the Headteacher and/or County Council of any defect in the state of repair of the building or its surrounds which is identified as being unsafe, and take whatever local action is necessary to minimise the risk until repairs can be arranged.

7.6	Arranging for the repair, replacement or removal of any item of furniture or equipment which has been identified as unsafe.

7.7	Co‑ordinating regular health and safety inspections, ensuring all areas of the establishment and all activities are covered.

7.8	Reporting to the Headteacher any situation which is unsafe or hazardous to health and which cannot be remedied from readily available resources.

7.9	Liaising with and monitoring, as far as is reasonably practicable, the activities of contractors (including catering, cleaning and grounds staff) visitors and others on the site to ensure that any risks to the health and safety of staff and others are kept to a minimum.

7.10	Ensuring that all senior managers (including Heads of Departments) are kept informed of the names and details of those persons appointed to provide competent health and safety assistance.


8.	All Employees [including temporary & volunteers]

All employees are required to take care of their own safety and health whilst at work and that of others who may be affected by their actions.

Employees must also co-operate with the management of the school to ensure that all parties comply with their H&S responsibilities. In particular all employees must:

8.1       Participate in the school’s risk assessment process and comply with findings. 

8.2	Report any defects in the condition of the premises or equipment of which they become aware.

8.3	Report all accidents/Incidents in accordance with the school’s procedure. 

8.4	Be familiar with the procedure to be followed in the event of a fire/emergency. 

8.5	Make use, where relevant, of personal protective equipment provided for safety or health reasons.

8.6	Follow all relevant codes of safe working practice and local rules.

8.7	Report any unsafe working practices to their line manager.
 

9.	School procedures for raising Health and Safety issues

All staff have a responsibility to take appropriate action to resolve minor health and safety issues as they arise and to report them to the SBM. Premises and buildings maintenance issues should be also be recorded in the Caretaker’s File kept in the Staffroom.

More serious matters requiring a prompt response should be reported immediately to the school office who will inform either the Headteacher (or the Deputy Headteacher in his absence) or the SBM who will take appropriate action.  

The protocol for dealing with health and safety matters and the procedures for dealing with accidents are explained in the Staff Handbook which is updated annually and issued to all staff.  A copy of the HSE Health & Safety Law poster is on display in the Staff Room and gives the names of those staff members responsible for health and safety.

Copies of risk assessments, policies and guidance relating to health and safety matters are stored on staffroom computers under Staffshare/STAFF MATTERS which all staff can access. A list of these documents is also circulated to staff together with the Staff Handbook and updated annually.

Staff are able to raise concerns for discussion at the regular staff meetings which take place throughout the week during term time.  

In the event of an emergency, staff should choose a responsible child to take a red emergency triangle to the nearest adult in order to summons additional help.  Red emergency triangles can be found in all classrooms and common areas of the school e.g. hall, corridor, etc.
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Arrangements and Procedures for Health, Safety and Welfare


The following procedures and arrangements have been established within our school to eliminate or reduce health and safety risks to an acceptable level and to comply with minimum legal requirements:

1. Access Control/Security
All visitors enter the school via the main front entrance which has an intercom system controlled by office staff.  Visitors can clearly be seen by staff prior to admittance to the outer lobby area.  All visitors must sign in and out in the Visitors’ Books and are issued with a school lanyard before they are allowed entry into the main school via a second door which is also controlled by office staff. 

Visitors with enhanced DBS clearance are issued with red lanyards and all other visitors are issued with blue ones. Staff and pupils are told to challenge any visitors not wearing school lanyards. 

Lockdown procedures are included in the Staff Handbook issued to all staff and in the School Emergency Plan.  Instructions are displayed on classroom walls and practice lockdowns are carried out at regular intervals.  Staff are expected to familiarise themselves with the lockdown procedures in case of an emergency.

The school has drawn up a risk assessment for access control.

2. Accident Reporting, Recording & Investigation
All serious accidents (children/staff) must be reported to the Headteacher.  In such cases an accident form should also be completed online by the member of staff looking after the child/adult involved in the accident. The website address is: https://surreycc-safety.net/scc/. The Office Manager is responsible for reviewing accidents which have been reported online.  The Headteacher is responsible for investigating all serious accidents.

In the case of minor accidents during class time, the child should be sent to the office for first aid treatment. During lunchtime play, the Midday Supervisors will administer treatment.  Any treatment given must be written down and dated in a logbook kept in the first aid boxes.

3. Asbestos
The SBM is responsible for the Asbestos Management Plan which is kept in the upstairs office. A copy of the latest survey and its findings is included in the Contractors’ signing in book which states that it is the responsibility of the contractor to read the survey prior to commencing any works. The Caretaker is familiar with the survey and its contents. Staff are not allowed to drill into walls without prior consultation with the Headteacher. There is very little suspected asbestos in the school but should an incident occur whereby there was reason to believe that it had been disturbed, a full emergency evacuation will be carried out. The school has a buyback with Surrey County Council for an annual asbestos re-inspection.

4. Contractors
Recommendation from other schools or Surrey County Council should be sought before appointing contractors to carry out work in school. Prior to any works commencing, meetings are held between the Headteacher, SBM, Caretaker and contractor to agree safe access and working arrangements.  Risk assessments are carried out as deemed necessary and the SBM and Caretaker are responsible for liaising with contractors. The SBM is responsible for ensuring that a Hot Work Permit is issued for all temporary hot work including gas/electric welding and cutting; blowtorches, tar boilers, grinding wheels and cutting discs. The SBM is also responsible for liaising with Surrey County Council regarding all building maintenance issues. Contractors must wear school lanyards at all times when they are on site. Staff are encouraged to report any concerns about contractors and works in progress to the School Office in the first instance.

5. Curriculum Safety [including out of school learning activity/study support]
Teachers are responsible for undertaking written risk assessments for all educational trips and activities.  Both the Headteacher and Administrative Manager have completed SCC’s Educational Visits Coordinator training. Staff follow DfE and Surrey guidelines on curriculum safety including the document “Safe Practice in Physical Education and School Sport” for PE lessons.

6. Drugs & Medications
	Parents must complete and sign a request form before staff can administer medication to pupils. 	Staff follow Surrey guidelines on this matter and the folder entitled “Pupils’ Health and the 	Administration of Medicines” is located in the School Office.  The school has drawn up an 	Administration of Medicines Policy which is followed by staff. All medication brought into school is 	stored in the School Office (or in the fridge in the staffroom if required), for administering by office 	staff and is returned at the end of the day to a responsible adult. Office staff are responsible for 	keeping records of all medicines given to pupils. Regular training is given by the school nurse to re-	fresh staff in the use of Epi-pens and asthma inhalers. 

7. Electrical Equipment [fixed & portable]
The Caretaker is trained to carry our Portable Appliance Testing which is carried out annually and written reports kept. The Staff Handbook states that no electrical items should be brought into school or used unless it is brand new or has a current PAT test sticker. Defective equipment should be reported to the school office by the member of staff who discovers the problem. The school has a buyback with Surrey County Council for five year fixed-wiring inspection throughout the site.

8. Fire Precautions & Procedures (and other emergencies)
The school has a Fire Risk Assessment drawn up by a company recommended by SCC and the Office Manager is responsible for carrying out an annual review.  Fire drills are arranged by the Office Manager and carried out termly and the evacuation procedures are reviewed by the Senior Leadership Team and Office Staff afterwards. The Office Manager is responsible for calling the fire brigade and Office Staff are responsible for collecting pupil and staff registers and the Visitors’ signing in books and the emergency grab bag.  The assembly point is on the lower playground.

All staff are responsible for ensuring that emergency fire exits and escape routes are kept free from blockages and the Caretaker is responsible for carrying out weekly fire alarm and monthly emergency lighting tests. The school has a buyback with SCC for the maintenance of its fire alarm and emergency lighting and an annual maintenance contract with Chubb Fire & Security Ltd. for firefighting equipment. 

The Office Manager has completed Fire Marshal training and all staff are expected to complete the basic online training module recommended by SCC about what to do in the event of a fire. 

9. First Aid
The SBM is responsible for ensuring that all staff complete Emergency First Aid at Work training and refresh their training at three year intervals.  First Aid boxes are located in the rear corridor by the staff toilets and the School Office.  The Administration Manager is responsible for checking and restocking first aid boxes.  The Office Manager is responsible for summonsing an ambulance and a member of the Senior Leadership Team should accompany children to hospital. A defibrillator is located in the School Office and staff have been trained in its use.

10. Glass & Glazing
A comprehensive glazing safety review was carried out in August 2013 and all glass in relevant areas is safety glass and has been marked accordingly.

11. Hazardous Substances
Limited hazardous substances are kept in school e.g. white spirit which is stored in the locked Caretaker’s store and the Caretaker is responsible for its safekeeping.  The school’s cleaning contractor, Reef Cleaning, has supplied data sheets for all cleaning materials used by their staff which are stored in the locked cleaners’ cupboard.

12. Health and Safety Advice
The school has an annual Health & Safety SLA from Surrey to ensure that it has access to competent and timely advice.  

13. Housekeeping, cleaning & waste disposal
All refuse is removed daily from school buildings by the cleaners at the end of the school day and disposed of in external waste bins which are emptied weekly. Glass and other sharp objects are wrapped in paper before being disposed of in the external waste bins which are located in the school car park.

Cleaners put out ‘Wet Floor’ hazard signs on all areas which have been wet cleaned to minimise risks of slips. The school has drawn up a Snow Plan in consultation with parents and the Headteacher emails parents asking for volunteers to help staff clear snow and ice when necessary.

14. Handling & Lifting
A small trolley is available for moving items around the school premises.  The Caretaker and Office Staff have been given a copy of the HSE guidance ‘Getting to grips with manual handling’ and a copy is available for all staff to read on the staffroom computers.

15. Jewellery 
	The school follows Surrey guidelines which state that pupils must remove all jewellery and watches before taking part in any PE or outdoor activities.

16. Lettings/shared use of premises
The school has a comprehensive Lettings Policy based upon the Surrey model which is issued to all hirers.  Hirers must complete an ED110 ‘Application for Use of School Premises’ form drawn up by SCC.  The SBM then issues the hirer with a FIN566 form ‘Notification of approval of letting of school premises’ together with the school’s Lettings Policy.  These documents cover health and safety information, restrictions on use of equipment, restrictions on accessible areas, staffing requirements, first aid provision, telephone provision, fire and emergency arrangements, public entertainment and other licences, safeguarding requirements and insurance cover requirements.

17. Lone Working
Staff are discouraged from lone working but should they do so, they must ring or text the Headteacher to say when they have arrived on site and likewise when they leave.  A risk assessment has been drawn up for lone working and is available for staff to read on staffroom computers. 

18. Long Term Evacuation Plan
Please see the School Emergency Plan for full details. Copies are held by members of the school’s Senior Leadership Team, Office Staff, the Caretaker and Chair of Governors. A copy is kept off site at the Office Manager’s home address and further copies have been sent to the Area Education Officer and the Surrey County Council Emergency Management Team.

19. Maintenance / Inspection of Equipment

	Equipment
	Type of Check
	By Whom
	Frequency
	Records

	Ladders, steps
	Visual inspection
	Caretaker
	Before use
	No

	PE equipment, outdoor trim trail & climbing frame
	Examination
	SCC buyback
	Annual
	Written report

	Outdoor trim trail and climbing frame
	Visual inspection
Physical inspection
	Caretaker
	Daily
Weekly
	No

	Fire alarm, smoke detection
	Examination
	SCC buyback
	Termly
	Written report

	Fire alarm
	Test
	Caretaker
	Weekly
	Written report

	Emergency lighting
	Inspection
	SCC buyback
	Annual
	Written report

	Emergency lighting
	Test
	Caretaker
	Monthly
	Written report

	Fire extinguishers
	Examination
	SCC buyback
	Annual
	Written report

	Legionella
	Inspection
	SCC buyback
	2 years
	Written report

	Legionella
	Test
	Caretaker
	Monthly
	Written report

	Heating boilers (x2) & radiant heater
	Gas safety record
	SCC buyback
	Annual
	Written report

	TMV valves
	Examination
	SCC buyback
	Annual
	Written report

	PAT testing
	Test
	Caretaker
	Annual
	Written report



20. Monitoring the Policy
The Governing Body is responsible for making sure that termly Health and Safety Inspections are carried out.  These are usually conducted by the Governor responsible for health and safety together with the SBM and/or Caretaker. The Headteacher is responsible for monitoring accidents and for making termly reports and recommendations as necessary to the governors.

21. Personal Protective Equipment (PPE)
Protective disposable gloves are available to all staff from the School Office as required. Hi-Viz vests for adults and pupils are also available and should be worn by staff and children for local visits.
 
22. Playground Safety
The Caretaker is responsible for carrying out a daily inspection of the grounds including the trim trail and climbing frame.  The Senior Midday Supervisor is responsible for ensuring that lunch time play equipment is kept in good order and that sufficient staff are deployed for lunch time supervision. The Deputy Headteacher draws up a staff cover rota for the playground for before school, the morning break and KS1 afternoon play break.  The Senior Midday Supervisor is responsible for drawing up a rota of play activities to ensure that children can play safely.

23. Reporting Defects
Non-urgent defects should be reported in the Caretaker’s File kept in the staffroom.  If immediate action is required, staff should cone off or use hazard tape to restrict access to the area and report the hazard to the School Office.  If the Caretaker is one site, he will take interim measures pending rectification.  In his absence either the SBM or office staff will take responsibility.  The SBM has overall responsibility for arranging remedial works. 

24. Risk Assessments
As the school’s Health and Safety Officer, the SBM is responsible for ensuring that the appropriate risk assessments for health and safety on school premises are in place including those for staff who are pregnant or have health problems. A schedule of these risk assessments is attached in Appendix A. The Headteacher is responsible for discussing and reviewing the risk assessments with the relevant staff members. 

25. School Trips/ Off-Site Activities
A full risk assessment outlining the specific trip/off-site activity and details of the children going should be completed by the Class Teacher and submitted to Maxine Borrell, the school’s Educational Visits Organiser and the Headteacher at least 2 weeks prior to the planned date of the activity.  Residential trips must be given prior approval by the governing body and a full risk assessment submitted for approval to SCC.  Signed permission slips must be received from parents/guardians before children are allowed to go on a school trip or to stay at school out of normal school hours. Each child has a local walk permission slip but anything involving transport must have its own separate consent.

There is a recommended ratio of adults to pupils for visits.  If parents are used as helpers the school does not allow pre-school children to accompany them.  All helpers taking part in regulated activity must have undergone an enhanced DBS clearance and signed the school’s Code of Conduct for Volunteers before coming into school.  In addition, volunteer helpers in Reception class are also required to have completed a Childcare (Disqualification) Regulations 2009 declaration form.

In addition to a general first aid kit, staff must also take the individual first aid kit for their class whenever pupils are taken off site including to the Breech Lane Playing Field.

26. School Transport
Staff must have a full clean driving licence and business insurance cover if they wish to transport pupils in their private vehicles. A copy of their insurance policy must be shown to the SBM and kept on file. Children’s car seats must be used in accordance with current legislation and there are two seats available in school for staff to borrow.

27. Smoking
No smoking is permitted anywhere on the school premises at any time. 

28. Staff Consultation
Staff can raise issues of concern and make suggestions for health and safety improvements at weekly staff meetings.  Staff are also encouraged to speak direct to either the Headteacher or the SBM at any time.  Premises and grounds matters can be written up in the Caretaker’s file kept in the Staff Room so that the Caretaker can prioritise his workload and deal with any health and safety issues in a timely manner.


29. Staff Health & Safety Training and Development
Health and safety matters are covered in the Staff Handbook which is issued to all staff upon appointment and updated annually. The SBM is responsible for ensuring that staff receive relevant training and guidance including first aid and training in the event of a fire and that refresher courses are completed as required. Risk assessments are available for all staff to read on staffroom computers. 

30. Staff Well-being / Stress
The school has an annual Health & Safety SLA as well as buying back Occupational Health services and an Employee Assistance Programme through Strictly Education.  Upon appointment, staff are given details of the support available to them and posters are displayed in the staffroom.  Updates are forwarded by email to all staff by the SBM.  

31. Supervision [including out of school learning activity/study support]
All pupils must be adequately supervised throughout the school day and the Staff Handbook states that children should not be left unattended.  Staff rotas are drawn up by the Deputy Headteacher to ensure that there is adequate supervision at all times of the school day and staff are responsible for finding their own replacements if they are unable to carry out their allotted duty. 

Parents wait in the playground to collect their children at the end of the day. It is expected that all KS1 children are collected and met by parents, guardians or older brothers/sisters.  Any children not collected are sent to the school office to wait for the arrival of their parents.  

Registers are completed for all children attending after/before school activities and Office Staff are responsible for checking attendance. 

The school keeps to the SCC recommendations for pupils to adults ratios for all school trips and a member of the SLT accompanies all residential trips.  All volunteer helpers undertaking regulated activity must have undergone Enhanced DBS clearance and signed the school’s Code of Conduct for Volunteers before coming into school.  Volunteer helpers working in Reception class must also complete a Childcare (Disqualifications) Regulations 2009: Staff/Volunteer Declaration form. All volunteer helpers must sign in and out in the Visitors’ Book and wear school lanyards.

32. Use of VDUs / Display Screens
All staff who regularly use VDUs/Display Screens are given a copy of the HSE guidance leaflet ‘Working with VDUs’ and asked to complete the HSE ‘Display screen equipment workstation checklist’ and return it to the SBM so that any necessary action can be taken. Any defects in workstations should be reported to the SBM.

33. Vehicles on Site
Staff and visitors are welcome to use the school car park at their own risk.  However it can get congested and anyone who is able to walk to school is encouraged to do so. When parking, staff must consider who is blocked in, particularly the Headteacher who may have to leave the school site for a meeting or an emergency. 

Deliveries to the school are usually made through the car park and side entrance to the playground.

Staff are instructed to exercise extreme caution and to close the car park gates to restrict access when escorting children to and from the adjacent church hall. 

34. Violence to Staff / School Security
The security of the staff and pupils is uppermost. The perimeter fence is secure once the gates are locked between 8.55am and 3.10pm. Children may work outside as long as they are adequately supervised by staff. Pupils are not allowed to open the main doors by the office to the outer reception lobby area unless directly supervised by an adult. Lockdown procedures are on display in each classroom and are included in the Staff Handbook as well as the School Emergency Plan.

The school has a risk assessment for access control which covers site security e.g. keeping doors shut, controlling visitor access, signing in arrangements, identifying staff who are at greater risk of injury, special training requirements, requirement for all staff to report all incidents of verbal and physical violence.  A copy of the guidance ‘Bomb threat prompt card for reception staff’ is displayed by the office telephones.

Copies of the risk assessment for access control have been given to all relevant staff and a copy is also available for all staff to access on the staffroom computers.

35. Working at Height
The Caretaker has undergone specific training on working at heights and ladders are securely stored.  The Caretaker has responsibility for ensuring that all ladders are safe to use. Contractors are responsible for bringing and using their own access equipment should it be required. Staff may use the stepladder stored in school provided they do so in the presence of another adult. All staff are given a copy of the HSE leaflet ‘Keeping safe when working at height’ which contains guidance for teachers and teaching assistants.

36. Work Experience
The Headteacher is responsible for the induction and supervision of work experience students. Any such placements are covered under County insurance arrangements. 

Appendix A

Schedule of Risk Assessments for Health and Safety on School Premises

	Subject
	Review frequency
	Person responsible

	Access Control/Security
	As required
	SBM

	Breech Lane/Lettings
	As required
	Headteacher/SBM

	Contractors on site
	As required
	SBM

	Fire Risk Assessment
	Annual
	SBM/Fire Marshal

	First Aid Provision
	As required
	SBM

	Hot Work Permit
	SCC model
	SBM

	Lone Working
	As required
	SBM

	Lifting and Manual Handling
	As required
	SBM

	Playground Safety
	As required
	SBM

	Pregnant Staff/Ill Health
	As required
	Headteacher

	School Trips/Off-Site Activities
	Minimum of 2 weeks before date of planned activity
	Class Teachers
Educational Visits Co-ordinator

	Use of Electrical Equipment
	As required
	SBM

	Working at Heights
	As required
	SBM




HSE Guidance available to staff on Staffshare/Staff Matters/Health & Safety

	Subject
	Target Audience

	Getting to grips with manual handling
	Caretaker, Office Staff

	Keeping safe when working at height
	Teachers, Teaching Assistants, Office Staff

	Top tips for ladder and stepladder safety
	Caretaker

	Working with VDUs
	Office Staff, Senior Management Team
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