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Bedford Hall Methodist Primary School
Policy for
Health and Safety
POLICY FOR HEALTH AND SAFETY

This Policy should be read in conjunction with the L.A. Policy.  The school operates within that framework and follows instruction and advice issued in relation to that policy.

Aim

Our Aims for Health and Safety are to: -

· Provide a safe and healthy environment for children, staff and all others who come on to our premises,

· Ensure that all members of our school community understand their own responsibilities in maintaining a healthy and safe environment.

· Create an awareness of precautions and measures regarding safety that should be observed in and out of school by all users of the school: children, school staff, parents and the local community.

· Cultivate good habits, alertness and control and develop concern and consideration for the safety of others.

The establishment of a healthy and safe environment is essential for the work of the school.  It depends upon the sound management, vigilant supervision and co-operation of all.

It is a statutory requirement.

Responsibilities

All members of the school community work towards the school aims by: -

· Being aware of their responsibilities for maintaining a safe and healthy environment;

· Being familiar with instructions and guidelines on safety in school;

· Using common sense at all times to take reasonable care for their own safety and that of others;

· Identifying and reporting hazards to the Headteacher.

Governors, Headteacher and senior staff work towards the aims by: -

· Recognising their responsibility for ensuring the LEA H&S policy is implemented in school;

· Ensuring safe working practices are adhered to;

· Making regular inspections to ensure that a safe and healthy environment is maintained;

· Organise a system for reporting, recording and investigating incidents;

· Ensuring that all members of the school community are aware of their responsibilities;

· Organising safety training;

· Taking steps to ensure that buildings, equipment and grounds are safe, secure and well maintained and that damage is rectified as soon as possible;

· Ensuring that procedures are in place for a speedy evacuation of the buildings in case of fire or other emergency;

· Ensuring that fire fighting equipment is available and well maintained

· Providing structures for reporting and discussing safety issues.

The Headteacher (in her absence the Deputy Headteacher) works towards the aims by: -

· Taking day to day responsibility for the operation of the H&S policy;

· Liasing on behalf of the school with outside agencies.

Teaching and support staff work towards the aims by: -

· Highlighting safety consciousness amongst the children,

· Ensuring that they understand the need for codes of safety and are conscious of their responsibilities in taking reasonable care for their own safety and that of others;

· Being good role models;

· Taking firm action to ensure that children are not allowed to act in ways that jeopardise their own safety and that of others;

· Providing opportunities for children to discuss appropriate H&S issues.

Pupils work towards the school aims by: -

· Developing a growing understanding of Health and Safety issues;

· Conducting themselves in an orderly manner;

· Taking growing responsibility for maintaining a sake and healthy environment and for their own conduct within it.

Procedures

· Establish a Premises committee of the Governing Body, with part of their remit to monitor H&S issues within school;

· Regular inspections of the school by the caretaker and Headteacher;

· Training for staff; as appropriate.

· Agenda item at staff meetings

· Furniture and equipment provided is appropriate to age groups.

In order to provide children with the opportunity to discuss Health and Safety issues there are: -

· Expectation of behaviour designed to promote mutual respect, self discipline and social responsibility;

· Programmes of health and sex education

· Circle time as a setting for discussion 

· Class rules discussed by each class.

· Assembly themes sometime highlight H&S issues.

· Sensible safety habits are taught within the whole Curriculum, sometimes through topics covered in Science, English or Technology. It might also be through a PSHE topic, for instance smoking or drugs. 

· Outside agencies, such as the Police, Fire Brigade, Road Safety Officer, are invited to address the children in.

The school caretaker, under the direction of the Headteacher, is responsible for ensuring that the building provides safe and healthy surroundings for the children and for undertaking basic repairs and maintenance. Approved contractors are called in as advisable. The Caretaker and cleaner maintain clean and tidy buildings and grounds.

In order to prevent, report or investigate an incident there are: -

· Assessment of risk;

· Vigilance on the part of the staff and children to identify possible or potential causes of accidents;

· Prompt reporting of these to Headteacher;

· Reporting procedures for investigating and rectifying hazards;

· Reporting and recording of all accidents;

· Procedures to notify parents of accidents to their children;

· Records of contact telephone numbers and addresses for children and staff.

First Aid provision includes: -

· Use of hygienic first aid practices by all staff;

· Provision of protective gloves in all first aid boxes.  In the case of accidents involving blood, all staff should wear plastic gloves;

· Trained first aid officers in school ( Miss Georgiades, Mrs Winterbottom, Mr Dyson);

· Provision of first aid boxes which are regularly checked; (see First Aid Policy)

· Provision of first aid bags for minor incidents in the playground;

· Procedures for summoning an ambulance and contacting parents or nominated person by school staff.

· Accident forms are filled in for those accidents that require professional medical attention, or that are caused by any defect in the school or its equipment.

· Some children have allergies or conditions requiring extra care.  In such cases medication is kept in the staff-room and instructions on correct procedures and photographs of the children (to avoid confusion) are displayed in the staff-room and the child’s classroom.

Fire precautions include: -

· Written instructions for the evacuation of the building;

· Termly evacuation of the building;

· Regular checks of fire equipment and alarms by caretaker

· Regular checks of fire equipment and alarms by contracted representatives;

· Periodic building checks by the fire brigade.

Electrical safety includes: -

· Avoiding trailing wire, when this is unavoidable the wire should be covered by a mat or safety cover when available;

· Regular checks of equipment by certified representatives (currently undertaken via buy back from the LA);

· No mains powered equipment to be used in school other than that provided by the school;

· Contractors employed on the site should have the necessary certification of their equipment.

Control of hazardous substances includes: -

· No hazardous substances to be kept in classroom areas;

· All substances should be clearly labelled and stored in locked cupboards;

· Instruction on the us of all substances should be carefully followed;

· Register of all substances kept in caretaker’s room.

Medicines in school

See medicine policy.

Personal hygiene provision includes-

· All staff and pupils are encouraged to maintain high levels of personal hygiene;

· Maintenance of facilities for use in the toilet areas;

· Coverage of menstruation in the Y5 curriculum;

· Maintaining a stock of sanitary towels;

· Provision of sanitary disposal equipment in the ladies toilets and upper junior girls toilets, which is regularly maintained by external contractors.

We believe that children learn best through practical experience and active involvement in all areas of the Curriculum. Pupils are taught to have care and consideration for themselves and others:

· in the classroom

· when using equipment, e.g. scissors, tools, PE apparatus

· when moving around school

· when carrying out investigations,

· when on educational visits.

Our school has a few school rules that are made specifically for safety reasons; such as walking (not running) in the school buildings and courtyard, playing within sight of an adult, care of people and property.

For any physical activity, children change into shorts, T-shirts and pumps. They should not wear shoes or trainers for indoor activities but should wear trainers or other suitable footwear for outside activities. Children are not permitted to wear any form of jewellery other than studs in pierced ears.  No jewellery is permitted in swimming lessons.

Educational visits are planned in advance, with staff making a prior inspection of the venue, if possible. Details of the visit are sent to parents. Children should wear appropriate clothing for the activity planned. The correct adult to child ratio is always observed, and the leader always takes a first-aid kit and travel sickness equipment.

Checks are made to ensure the safety of all pupils including those with disabilities.

If the visit takes place overnight a list of emergency telephone numbers and advice on individual medication is also included.

Bedford Hall Primary School has standard procedures in case of an emergency in school, such as a fire or bomb alert, when the building is evacuated. Practice drills are carried out once a term. All staff and children should be familiar with the routine and know their own exit route, place of assembly and roll-call system.  Timing of the evacuation should be recorded.
Fire Drill

As soon as the fire alarm sounds, all children and adults should stop what they are doing and walk out of the building through the nearest exit. Fire doors and exits are marked throughout the building. Fire doors and emergency exits should never be blocked nor locked during school hours but, should a normal exit be blocked for any reason, then the nearest exit should be used.

The children should walk out of the building calmly and line up quietly. Adults should prevent panic. The School Secretary will give the Class Registers to the class teachers when these are in the school office, at other times class teachers will take out the registers.  The roll should be called and checked that all the children are present.

Nobody should go back into the building. If a child is missing this should be reported to the Head Teacher.

When all the Registers have been checked, the Headteacher will signal it is safe to re-enter the school.

In the absence of the Headteacher the deputy will assume the role.

Before any Fire drill Central Watch (404040) should be notified to take the school “off watch.”

Lunchtime Fire Procedure

If the fire alarm is sounded, adults on duty in the Dining Hall, classrooms, cloakrooms and playground should lead the children through the nearest exit.  Children should assemble in the playground or on the pathway, well away from the building and ensure no child re-enters the building.

The Head Teacher or Deputy Head Teacher will ensure, as far as it is reasonably practicable, that everyone is out of the building.

Fire Bomb and Terrorist Alerts

In the event of a fire or bomb alert the Head Teacher/school secretary should sound the fire alarm to evacuate the premises and, after telephoning 999 to alert the Fire Brigade and Police, check that the evacuation procedure has been followed.

The Head Teacher, should position herself 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.

Smoking Policy

It is the policy of the Wigan Council that Bedford Hall Methodist Primary School is a no-smoking school. Smoking is not permitted in any area of the school by staff, children, parents or visitors to the school. No-smoking signs are displayed prominently around the building.

Car Parking

Car parking is a concern at our school as most others, as it can be a hazard for those who use the school and for those who live or work within the vicinity of the school.  Drivers parking cars at or near the school, while dropping off or collecting children should show consideration for the safety of pedestrians, other road users and the immediate community.

The road markings near the school should be observed at all times.

The car park is used for the sole use of staff and visitors. To ensure the safety of all the children the gates of the car park are closed 10 minutes before the start and the end of the school day.

Dogs

We request that dogs are not brought within the perimeter of the school grounds for health and safety reasons, though exceptions are made for working dogs; namely, guide dogs and hearing dogs.

Should a dog foul an area of the school grounds, the area should be cleared up immediately, as there is a possibility the children could pick up serious infections, e.g. toxocarsis.

Dogs in the area around the school should be with their owners and on a lead at all times. Parents are requested to stay outside the school grounds when they have a dog with them and stand clear of the exit gates, so that children are not frightened.

Policy on Children Moving Equipment

In the normal day-to-day running of the school, there are times when children might need to move equipment or items of furniture.  Children should always be supervised when moving any equipment or piece of furniture. Some items could be heavy or awkward to handle. Children are shown how to lift and carry safely and reminded of this each time.  Most equipment that children may be asked to move are on trolleys or castors.

PE and Sports Equipment

When using large apparatus, children should be shown how to bend before lifting and moving apparatus. The supervising adult allocates the appropriate number of children to lift heavy items.

Furniture
Chairs should be moved one at a time and children are taught how to carry them correctly. They may carry a single chair on their own.  Tables need one child at each end. No child should attempt to lift a table single-handed.  The Caretaker will move large numbers of chairs and tables if this is necessary but please give him a reasonable amount of notice.

Children should not be asked to move stage blocks; this should be done by arrangement with the Caretaker.  Small items of equipment – tape players, CD players, can be moved by the children under adult supervision.

When an item of equipment or furniture 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.

· Computers – wires can get caught and monitors can easily fall off trolleys.

· Televisions and overhead projectors.

· Piano – although on castors, it can tip and trap feet or fingers.

· Paper cutters – dangerously sharp blade.

Security of the Premises

The Head Teacher, Deputy Head Teacher and Caretaker are the designated key holders and are responsible for the security of the building.  The main entrance is signed and security access only is permitted during the school day.  The resource area doors should be secured once the children have entered for the day.  Late attendees should enter through the front door.

Any parent or visitor is welcome in school but is asked to report to the main entrance first. Children enter and leave school by different doors, according to their Year Group. Accompanying adults should walk round the outside of the building at the beginning and end of the school day.

We wish to create a welcoming ambience for the school whilst ensuring the safety of the children.

Class Teacher

It is the responsibility of the class teacher to make sure that their classroom is secure, the windows closed and equipment switched off before they leave the premises.

Adults and children should not stand on chairs or tables to remove displays, children should not be asked to remove staples, pins etc., from display/notice boards.

Caretaker

It is the responsibility of the Caretaker to check that all locks and catches are in working order, that the fire alarm has no faults, and the security system is working properly.

Before leaving the premises, the Caretaker 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.

Head Teacher/Deputy Head Teacher

The Head Teacher/Deputy Head Teacher may perform the above functions in the absence of the Caretaker.

Contractors on Site

· Contractors should telephone the Head Teacher/Caretaker and make appropriate arrangements before commencing work.

· When they arrive, all contractors should report to the Office. Contractors work under the close supervision of the Caretaker, so that there is no danger to the health and safety of children or adults in school. Any concerns should be reported to the Head Teacher, the contractors and the appropriate department of the LEA.

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

· No repairs or maintenance can be carried out in areas that children or adults are occupying; this includes cloakroom and toilet areas.

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

NB: The guidance sheet below should be given to contractors.

Guidance for Contractors on Site

Bedford Hall Methodist Primary School complies with the recommendations of the Health and Safety Inspector and requests you to refrain from the following practices.

· Smoking in the building or in the grounds.

· Talking to the children.

· Moving vehicles while children are at play.

· Working on or near the playgrounds while the children are at play.

· Leaving equipment lying around or unattended.

· Playing music during school hours.

If you have any problems, please see the Head Teacher or Caretaker.

Policy on the Use of Hazardous Substances in School

All potentially hazardous substances are kept in a locked store. Staff should order only chemicals covered by the COSHH (Control of substances Hazardous to Health) Register, which is kept in the Caretakers room.  Only substances recommended by MCCS should be used.
Any member of staff using chemicals should check the substance against the COSHH Register and follow procedures laid down for its use, control and exposure to it.

Science

All equipment is kept in the stock cupboard between lessons.

Glass should always be handled carefully and, whenever possible, plastic should be used in its place.  All liquids or objects spilt or dropped on the floor should be cleaned up immediately to avoid accidents. Hot water should not be put into thick glass containers, as they might crack because of uneven expansion setting up strains in the glass.
Care should be taken when holding objects close to the eye.

There are many ways in which germs can be transferred and these should be minimised by keeping hands and equipment clean. Hands should be washed before touching anything to be put into the mouth.  Tasting should not be allowed except under strict supervision.

Children should know some plants are poisonous and they should be aware of what these are.  Moulds should be kept in a transparent, sealed container so they can be observed without contact.  Any that have been grown should be destroyed carefully. The children should never handle moulds.

Use of cutting devices – knives, scissors, etc. – can be dangerous.  Children should be shown the correct techniques for their use before handling them.

Throwing projectiles or dropping objects in investigations should be done at carefully chosen and monitored places.

It should be remembered that care needs to be taken even with everyday substances, e.g. vinegar, lemon juice, etc. are acidic. Any substance is potentially dangerous.

With naked flames (e.g. lighted candles), children should be warned to keep long hair, ties and other parts of clothing away from the flame. Candles should be fixed firmly in suitable holders.

Lenses (e.g. magnifying glasses) can focus light and heat; therefore special care should be taken that children do not look at intense sources of light through these lenses. Convex lenses and concave mirrors can, in strong sunlight, cause fires if heat is focused on something inflammable.

Children should never look at a very bright light (e.g. a projector beam). Pupils should never look directly at the sun.

Only alcohol-filled thermometers should be used.  Magnets, although not a hazard to pupils, can affect other equipment. Plastic bags are a potential hazard and can cause suffocation.

Mains electricity should not be used for experiments – only low-voltage batteries.

Technology

All equipment should be stored safely and returned to its correct storage place after use. Hacksaws should be turned inwards. Craft knife blades must be retracted before they are put away.

Hardboard should be used to protect surfaces when using tools. An adult should always supervise children who are using tools. The correct procedures and techniques need to be shown to the children beforehand.

When buying wood to use in school, ensure it is bought from an educational supplier. Some woods are treated and can be harmful to children. 'Donated' wood should not be accepted unless the source has been investigated.

Glue Guns

· When using glue guns, the children should be well supervised.

· Designate an area for using the glue gun. Only one child should be in the area using the gun at any one time. Keep all the other children well away.

· The item being glued must be left for a few minutes to cool.

· If a child should burn him/herself, the wound should be run under the cold tap. If there is doubt about the severity of the burn, the designated First Aider or the Head Teacher should be consulted.

Food Technology

We recognise the importance of cooking and baking, as part of the Technology Curriculum but are aware that certain children are allergic to various foodstuffs. Basic hygiene practices are observed, such as the children washing their hands before handling foodstuffs and tying back long hair. The area used should be wiped clean after the cooking/baking has taken place.

Classroom organisation is of the utmost importance for food technology lessons. All necessary equipment and ingredients should be in the immediate vicinity and prepared beforehand, ready for use.

The class teacher should exercise vigilant supervision of children when they use any potentially dangerous equipment.

Musical Equipment

The location of the lesson, and the volume of sound produced, should be taken into consideration when planning a Music lesson. Avoiding the distraction of other classes is of utmost importance. All musical instruments should be returned after use.

Protective Clothing

· Aprons/shirts should be worn for all painting activities and any potentially messy craft activities.

· If handling soil for any activity, gloves should be worn.

Physical Education
 We always have the safety of the children in mind. There is however a risk element to Physical Education of which the school is aware. (See following notes.)

General points to be considered when teaching PE

· The teacher should be dressed appropriately. The correct footwear is essential to ensure quick and safe movement when necessary;

· The children should change into T-shirt, shorts and pumps for any physical activity for safety and hygiene reasons. Baggy clothing should be discouraged;

· The teacher should be aware of what the children are doing throughout the session and should not leave them on their own;

· Children who have forgotten their PE kit should sit and watch the rest of the class on the first occasion; a small quantity of kit is available in school for children to borrow;

· If a child constantly forgets their PE kit, a letter should be sent to the parents, reminding them that PE is part of the National Curriculum and it is therefore necessary that their child's kit is in school ready for the lesson.

Gymnastic Safety

· Large pieces of gymnastic apparatus should be moved only when there is a member of staff present. All equipment should be checked by a member of staff and returned to its proper place at the end of the lesson.

· The teacher must consider if the environment is safe and whether dangerous situations can arise. Is the floor wet or slippery? Is the area clear of superfluous equipment? Are the mats in the right places? Are all the fixing points and bolts in the right places?

· The children should be ‘warmed-up’ sufficiently before the lesson begins, to avoid injury. The teacher should position him/herself so as to be able to see the whole class (at no time should teachers be seated).

· Is the apparatus suitable for the age of the children? The teacher should know how many children are safe on each piece of apparatus and should group the children accordingly.

· If only one person at a time can go on the apparatus, make sure the next child does not start until the first is off the apparatus and mats.

· Discourage the children from touching each other (especially giving support), unless the specific task you have given them requires it, e.g. partner work.

· Beware of demonstrating an exercise with the most able child, as this could influence other children to attempt a task beyond their capabilities.

· Equipment is inspected and tested annually.

Games Safety

Ensure all equipment is safe and nothing is cracked or broken. All equipment should be checked again and put away at the end of the lesson.

If playing in the school team against another school, the children should follow certain codes of behaviour. They should take care when getting in or out of teacher‘s/parent‘s cars and crossing roads. Teachers should notify parents at least two days before the event and let them know if the match is postponed.

At the match, teachers should ensure that all the children can be seen. They should make sure that all the children have transport home and that their parents have been notified who is bringing them. If a member of staff uses his/her car to transport children, the appropriate personal insurance cover should be arranged, as neither the school nor the LEA insure teachers when carrying children.

Parental Support

Before seeking support from parents for any activity in any capacity, staff should be aware of child protection issues.

Dance Safety

Although dance is less dangerous than other physical activities, teachers should be aware of certain hazards.

· Children should dance in bare feet or wear pumps.

· Children should be discouraged from running around in a boisterous manner.

· The teacher should make sure there is nothing in the Hall on which children could harm themselves.

Swimming Rules

Transport to the Baths is provided by parental contribution, the school hires a coach fitted with seat belts.

CRB cleared staff should accompany the children when travelling to and from the baths, and have a list of all the children in their care and the numbers involved.

The children should be counted on leaving school, on entering and leaving the pool and when leaving the swimming baths.

The children should know the layout of the Baths, including where the swimming pool showers and changing rooms are.

The swimming teacher at the baths should make sure the school staff know where to find the nearest life-saving equipment, first-aid box and telephone in case of an emergency.
Staff to pupil ratio must be at least 1:20 on the poolside. Staff must be in/around the changing areas when the children are changing; however, children must be allowed their privacy.

Medicines

Teachers are not required to dispense medicines as part of their contracts and any agreement to do so is purely voluntary.

It is a parental responsibility to dispense medicines to their children and this should be done at home in most cases, it is often possible for correct doses of medication to be given outside school hours.

There are times however when a child needs regular doses but is well enough to attend school, or a child has to take medicine in school for treatment of a long-term illness, then cases will be considered individually.

For us to agree to assist, parents should write to the school authorising medicines to be administered to their child. This should include precise instructions regarding the dosage and frequency.

The medication should be brought into school in a suitable, labelled container (sufficient amount for one day only is best) that states the child’s name, the name of the medicine, the dosage and the time of administration. Whenever possible, the medicine should be self-administered under the supervision of an adult. Medicines are kept in a secure place by staff, in accordance with safety practices.

The medicine would normally be administered by the Headteacher or person designated by her, medicines should not be kept in the classroom.  However inhalers for asthma may be kept in the classroom for immediate use by the child themselves when needed.

Drugs

The school is aware of the problem of drugs.

The Drugs Education Team is based at Prospect House, 25 Church St. Leigh 777720.

Duty Team 828777

Greater Manchester Police Tel 0161-856-7051

Other contact numbers 

National Drugs Helpline 0800 77 66 00 

Lifeline for Parents 0800 716 701

Both numbers are confidential and available 24 hours.

The school does arrange parents meetings with guest speakers when available to widen knowledge of drug issues.

Litter

Children are encouraged to dispose of litter appropriately; bins are emptied daily by the caretaker.  Children are encouraged to be conscious of litter and identify problem areas.  Since the introduction of fruit at playtime the litter problem has been reduced.
Outside Play equipment

Outside play equipment is checked regularly and repaired or replaced as necessary.
Accidents

All accidents in school should be reported.  Serious accidents must be reported using the correct forms available from the school office.  The school has procedures for notifying parents of injuries to their children in all but minor cases it would be expected that parents are contacted, pre-printed letters to notify parents of minor injuries are available in all classrooms.
Contacts

School Health and Safety Officer

Mrs JA Hewitt/ Miss E Sanderson
Deputy





Mr D Nash

Caretaker (reports for minor concerns)
Mr T Mannion
School First Aider



Mrs Winterbottom
                                                                     Mr Dyson







Miss A Georgiades
LA Health and Safety Officer


Mr M. McCarthy 01942 486022

Parents are made aware of this policy and copies are available on request.
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