HEALTH & SAFETY POLICY

Name of School: Headlands Primary School

Person(s) Responsible:  Headteacher, Governors and
Health & Safety Co-ordinator

Review Date: February 2012
Distribution: Governors and whole staff

Web Page: www.headlandsprimary.co.uk

Policy written 1993 - Michael Snelson

Re-written March 1997 - Michael Snelson

Accident procedure only reviewed September 1997 - Michael Snelson

Mrs. Cheryl Schulz took on the role of Caretaker Co-ordinator in January 1998 when Michael Snelson was appointed Head of Braybrooke Primary.

Appointment to be made in September 1998 - Review re-scheduled to October 1998.

Reviewed and rewritten January 1999 - Mrs Cheryl Schulz

Reviewed December 1999 - Carol Clarke

Minor changes to Pages 12, 14, 16, 18, 22, 26, 27, 28, 29 and appendix 2b added.

Reviewed October 2000 — Carol Clarke

Appendices re-numbered according to changes made.

Minor changes to pages 7, 10, 13, 16, 17, 18, 19, 24, 26, 27, 28

Addition to Policy page 15 paragraph relating to Critical Incidents.

Appendix 7 Planned Response to a Critical Incident.

Addition to Policy pages 17,18 and 19 re Parking, Transport and Educational Visits with additional appendices.

Reorganised and reviewed October 2001 — Carol Clarke

The policy has been reorganised into 5 sections under the following headings: Safety Policy, General, Staff Issues, Premises and Curriculum/Pupil Issues. Each subject
within a section is followed by the relevant appendices. ‘Monitoring and Evaluation’ is now included in the policy section. This brings the document into line with the
Health and Safety Management Handbook produced by the Education and Community Learning Directorate.

New sections — p.36 Extra Curricular Activities. p.40 Hire of Premises p. 10 Standard for Risk Assessment. Minor alterations — p. 4
Organisational Structure, p.42 Fire extinguishers — Computer Suite and now have 2 in Class15 and Lower Hall.

Reviewed October 2002 - Carol Clarke. Minor changes to pages 5, 6, 7, 8, 25, 35, 41, 44, 44a, 44b, 49, page 11 of Critical Incident Evaluation, page 19a Evaluation
form and page52 Lifeguards. Minor amendments to page 14,

Reviewed October 2003 — Carol Clarke. Amended Policy to read Primary School only on all pages and appendices. Appendices C and D added to Medication. Six
appendices added re educational visits, existing appendices 1 — 5 renumbered to 7 - 11. All out, all in.

Reviewed September 2004 by Carol Clarke. Amendements made to original page numbers 2,3,4,5,7,8,9,11
13,15,16,18,22,24,25,27,29,31,33,37,38,39,42,44,45,46,49,52,53, 54,55,58,60,66,71

Remove page 10 and 40, Add Appendix D as page 56 after Hazards in the Pool Environment

Reviewed October 2005 — Carol Clarke. Amended Policy to read Primary School only on all pages and appendices. Appendices C and D added to Medication. Six
appendices added re educational vixsits, existing appendices 1-5 renumberd to 7-11. All out, all in.

Reviewed September 2006 — Carol Clarke — Critical Incident taken out as it is now a separate Policy. Page numbers changed
from this point forward. Minor amendments to pages 11,12,16,21,34,35,43,56 and 57. Medication pages taken out, see Administration of
Medication Policy. New paragraph added to page 19 re staff cars. Police letter removed.

Reviewed February 2007 — Carol Clarke. Amendments made to pages 2, 3, 6, 10, 11, 16, 17, 18, 22,26, 27, 28,29,30, New Appendix 3a,35, and 43.

Reviewed January 2009 — Carol Clarke. Amendments made to pages 14 (point 4), 19 (transporting children in staff cars), p24 (remove items at bottom of page), 25, 34,
35 and 46.

Reviewed February 2010 by Carol Clarke, Malcolm Griffiths, Health and Safety Governor and the
Resources Sub-Group — minor amendments made.

Reviewed February 2011 by Carol Clarke, Malcolm Griffiths, Health and Safety Governor and the
Resources Sub-Group. Appendices renumbered.


http://www.headlandsprimary.co.uk/

INDEX

Page Content
No
2 Governing Body’s Statement of Intent
3 Organisation for the Management of Safety
4 Responsibilities and Duties at Various Levels
5 Monitoring and Evaluation including Risk Assessment
GENERAL ARRANGEMENTS
7 Security
7 Accident Notification
10 First Aid
11 Medication
11 No Smoking
11 Control of Hazardous Substances
12 Transport
STAFF
14 Extra Curricular Activities
14 Stress at Work
15 Fitting in with families
16 Lone Working
17 Violence and Aggression to Staff
17 Work experience
17 Manual Handling
17 Injuries
PREMISES
18 Maintenance Contractors
19 Hire of Premises
20 Fire Precautions
21 Electrical Testing
CURRICULUM and PUPIL ISSUES
22 Curriculum Safety
27 School Visits including Everdon
29 Pupils

Hire of Premises, up-to-date guidance available from:

Health and Safety in Schools —
www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm
Mark Greening E-mail — mgreening@northamptonshire.gov.uk



http://www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm
mailto:mgreening@northamptonshire.gov.uk

Rationale

Our school is the working environment for many groups of individuals and plays host to many others. It
is important, therefore, that a safe environment is established in which children and adults can work
together with confidence. It is the responsibility of the senior management team and governing body to
ensure this is the case.

In order to promote this we must all take responsibility for being vigilant and be aware of possible
risks. Children and adults should be encouraged to look out for themselves and one another and
share any concerns they may have swiftly and appropriately.

We must also, however, be aware of the need to keep a balance between security and safety and the
maintenance of a comfortable, welcoming learning environment. This policy aims to address and
provide guidance on this balance, identifying individual and group responsibilities.

Aims
& To provide a safe, secure and healthy working environment for staff and children

& To encourage everyone to take responsibility for being vigilant and to be aware of possible
risks whilst also feeling confident and comfortable within their environment

Objectives

@

Ensure there is sufficient information, instruction and supervision to enable all people and
pupils to avoid hazards and to contribute to their own safety and health at work

Maintain electrical equipment to an appropriate standard and ensure a safe environment for
handling, storing and transporting items

Administer appropriate procedures according to fire regulations

Have procedures in place for the safe administration of medicines and for dealing with
accidents and illness

Have a procedure in place for reporting faulty equipment and near misses

Maintain regular checks of the building and safety and security

Be aware of the pressures on teaching staff and the possible effects which stress may have
Give guidance on lone working and personal safety

Lay down procedures to use if there is an accident

Give guidance on the use of images

Inform about what should be done in a case of emergency
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HEALTH AND SAFETY POLICY

Governing Body’s Statement of Intent

At Headlands the Governing Body accepts and understands its responsibilities
regarding Health and Safety and will take all steps, as far as practical to meet these
responsibilities by ensuring the school provides a safe, secure and healthy
environment for both children and staff to learn and work in.

Signed Chairman of Governors

Date February 2011



ORGANISATION FOR THE MANAGEMENT OF SAFETY

Governing Body

Head Teacher

Local Education Authority

Deputy Head Teacher

Senior Management Team & Health
and Safety Co-ordinator

Curriculum Co-ordinators

Office Manager

Teachers

Administrative Staff

Teaching Assistants &  Volunteers

Children

Site Supervisor

Cleaners




INFORMING PEOPLE OF THIS POLICY

This Health and Safety Policy is kept in the administration ring binder in the school office and a copy is also
available online. All members of staff are required to sign the register to acknowledge that they have read and
agreed to the information contained within it.

Visitors have their attention drawn to basic health and safety information on entry to the school and those likely to
visit school on a regular basis are requested to read the policy itself.

New members of staff receive health and safety information as part of the induction policy.

It is the responsibility of teachers to ensure that pupils are made aware of existing and new health and safety
information.

The Health and Safety at Work Act 1974 requires governors and employees, according to their particular roles, to
take the initiative on certain matters. The following list is a guide to the particular responsibilities that individuals
have.

a) Know the safety measures and arrangements to be adopted in their own working areas and ensure
that they are applied

b) Maintain safety tools and equipment

c) Give clear instruction and warning as often as necessary

d) Ensure that relevant risk assessments are completed and followed

RESPONSIBILITIES AND DUTIES AT VARIOUS LEVELS.

The Governing Body and Headteacher will satisfy these responsibilities by:-

— Implementing policies of the L.E.A. and where applicable produce and implement own school policies.

— Promoting the correct attitudes towards Health and Safety amongst staff and children.

— Ensuring staff are familiar with school policies and satisfy their delegated responsibilities and duties.

— Introducing and maintaining suitable and sufficient training programmes for all staff in the school to ensure they
have adequate knowledge, skill and understanding to undertake their given tasks competently.

— Providing children with a curriculum which is developed and delivered safely and without risk to health.

— Ensuring suitable and sufficient assessments of the risks to the Health and Safety of all staff, children, visitors
and others who may be affected are carried out and appropriate preventive and protective measures
implemented.

The Governing Body also has the responsibility to ensure that:-

— The costs of implementing Health and Safety policies are considered and that sufficient funds are set aside for
this purpose.

The Deputy Head will deputise in the Headteacher’s absence and carry out all of the above responsibilities.

The Health and Safety Co-ordinator is responsible for :-

— Co-ordinating matters of Health and Safety.

— Making an annual inspection and report of the school on the grounds of Health and Safety alongside a
Governor. (see Appendix A).

— Monitoring, evaluating and reporting Health and Safety Policies to the Headteacher and Governors.

— Maintaining an enhanced awareness of Health and Safety matters.

— Carrying out generic risk assessments and advising staff on completing risk assessments (see Appendix B)



Curriculum Co-ordinators are responsible for:- 5

— Being aware of Health and Safety requirements when instructing other members of staff.

— Carrying out regular inspections and necessary risk assessment of equipment, as well as assessing how
effectively Health and Safety issues are being taught to children.

- Training staff in the appropriate use of specialised equipment.

— Maintaining and storing equipment correctly for which they are responsible.

— Following LEA policies and guidelines and maintaining an up-to-date awareness of Health and Safety matters
within their own curriculum area.

The Site Supervisor has the responsibility:-

— To be aware of the implications to Health and Safety in relation to the Site Supervisor’s job description.

— To co-operate with management and staff on matters of Health and Safety.

— To maintain the secure store for hazardous materials.

— To familiarise external lettings personnel with fire procedures, exits, phone points and first aid facilities.

— To maintain trainer pool environment - check P.H. and chlorine levels twice a day, carry out backwash once or
twice a week as well as inspect and clean changing rooms, toilets and poolside everyday.

— To use and store step ladders correctly with regard to safety and security.

— Updates on information are available on
www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm

The Staff (- class Teachers, Teaching Assistants with lunchtime duties, office staff, and cleaners):-

— Carry out their duties in accordance with the LEA Safety Policy and to be familiar with procedures in the local
policy in respect of emergencies.

— Co-operate with management on matters of Health and Safety.

— Reporting potential hazards to the Headteacher, Site Supervisor or Health and Safety Co-ordinator.

— Follow information, instruction and training provided using appropriate safety equipment and protective
clothing.

— Ensure classroom furniture is appropriate to the age and size of the children and staff using the classroom.

— Ensuring that they use correct stepladders when necessary - staff should not stand on shelves or chairs.

— Take reasonable precautions to ensure the safety of all children, parent helpers or visitors in their charge
ensuring that they know about emergence procedures and safety measures.

Responsibilities of visitors

Regular visitors and other users of the school will be required to observe the safety rules of the school. The Head
Teacher will ensure that visitors are informed of health and safety matters which may affect them during their visit.

Parents helping out in school will be made aware of the health and safety arrangements by the teacher who they are
working with.

Groups of people who regularly hire the premises will be made aware of safety arrangements through our hiring
leaflet and in discussion with the school bursar.
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Monitoring and Evaluation

To ensure the effectiveness of the Health and Safety Policy in providing and maintaining an
environment and system of work which is safe and without risk to health procedures for
monitoring have been established.

Curriculum co-ordinators are required to routinely and regularly inspect the areas within their
control and carry out operational risk assessments on hazards identified.

Monitoring systems are in place within school whereby curriculum co-ordinators observe staff
teaching their specific curriculum area enabling Health and Safety matters to be addressed.

Assessment through the use of the Units of Study, evaluating whether children’s awareness of
personal safety and the safety of others is developing as well as developing an awareness of
health.

Records of accidents are routinely assessed to assist in the risk assessment process as well as
in the setting of priorities.

The Headteacher will evaluate evacuation procedures following practice fire drills.

All members of staff are expected to remain alert to any potential dangers and report those to
the Site Supervisor, Health and Safety Co-ordinator or Headteacher.

The Health and Safety Policy is reviewed annually to ensure it continues to satisfy the aims and
objectives of the school, as well as being an up-to-date document containing current Health and
Safety issues and following L.E.A. directives.

The school will follow procedures established by the L.E.A. for reporting and monitoring
accidents, incidents and emergencies.

An inspection covering all aspects of Health and Safety will be carried out at the start of an
academic year by the Health and Safety Co-ordinator and the Site Supervisor. The report will
then be submitted to the Governing Body.

The School aims to:-
‘Manage safety in - not inspect defects out’ and seeks ‘Continuous improvement leading to an
injury-free environment’.

Continual risk assessments are carried out using the H.S.E. guidelines (Health and Safety

Executive)

— Look for hazards

— Decide who might be harmed and how

— Evaluate risks and decide whether existing precautions are adequate or whether more
should be done utilising LEA forms or Headlands School Form (see Appendix 2)

— Record findings

— Review assessment periodically and revise if necessary.

Our intention at Headlands is to create a culture whereby everyone using the school knows that
every effort is being made to create a happy, caring and safe environment and that we all have
a part to play in it.

Monitoring by Governors
The Governors will call for annual reports on:

- accidents/incidents
- results of external or internal health & safety inspections
- complaints



‘General Arrangements’



SECURITY

Security is now a major issue for Schools. The main areas of concern are:-

- security of people,
- security of buildings.

Personal safety for all staff, children and anyone else using the School is a priority. Ensuring
that the premises are as secure as possible goes a long way towards ensuring the safety of
people.

Entrance to the School site at the start and the end of the School day is via Cherry Close,
Sheraton Close and Bushland Road in the following way:-

Cherry Close - Nursery Bushland Road - Nursery, Childrens Centre and Acorn
Classes 1,2,3,4,5 and 6 and Class 12

Sheraton Close -
Classes 7, 8, 9, 10, 11,13 and 14

Between the hours of 8.55 a.m. — 3.10 pm (Key Stage 1) and 3.15 p.m. (Key stage 2) access
to the School is via the main entrance and office. All external doors can only be opened from
the inside during this time (except playtime and lunchtime).

Cherry Close entrance is locked at 9.15 a.m. and reopened at 3.00 p.m. At 3.45 p.m. Cherry
Close and Sheraton Close entrances are locked. The Site Supervisor will patrol the School
grounds checking gates, windows, doors and external lighting.

All visitors to the School should park in the School car park, if possible and report, in the first
instance, to the School office where they will be required to sign the visitor’'s book. All visitors
who remain in School for some time will be issued with a name badge. On leaving the School
visitors are asked to report to the School office and to leave their badge.

All staff are encouraged to enquire and offer assistance to unidentified visitors on the premises
at all times.

All School equipment is visibly marked as a deterrent to preventing theft.

ACCIDENT NOTIFICATION

All accidents must be reported in the official accident book. In the case of a child this will be by
the adult to whom the child reports the accident - Teaching Assistants, teacher or office staff.
The Official Accident Book is kept in the medical room and in playground medical kits. The
Authority’s code of practice will be adopted:-

MINOR ACCIDENTS

| ) 1. Assess the situation
APPLY FIRST AID PROCEDURE ) 2. Make safe - is the casualty in danger, are other
colleagues and children safe?
) 3. Emergency aid
) 4. Get help if necessary

NOTE IN OFFICIAL ACCIDENT BOOK
(in Medical Room and Playground Medical Bags)



(IN CASE OF A CHILD)

NOTIFY PARENT

(A child with an injury to the head should be assessed by a First Aider and accident procedures
followed. A bump on the head letter should go home whether the child appears ill or not (see
appendix 3). Children receiving medical treatment to be given a medical sticker to alert
parents.

SERIOUS INCIDENTS

APPLY FIRST AID PROCEDURE

SEND FOR HELP

(Using the red S.0.S. card system in School, which each class teacher has - send a child with
the card and a message to the office, a Senior First Aider or the Staffroom at
playtime/lunchtime.)

Assess the situation.
Make Safe.
Emergency Aid.

Get Help.

e e
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INFORM HEADTEACHER

TAKE TO CASUALTY OR CALL AN AMBULANCE

INFORM PARENTS IMMEDIATELY (IN CASE OF A CHILD)

RING L.E.A. HEALTH AND SAFETY OFFICE 236357

COMPLETE OFFICIAL ACCIDENT BOOK

N.B. If unsure whether accident is reportable ring 236357

MAJOR INCIDENTS

DEATH

MAJOR INJURIES
DANGEROUS OCCURRENCES
OVER 3 DAY ABSENCE.
REPORTABLE DISEASES
HOSPITALISATION OF PEOPLE NOT AT WORK.}

See appendix 4 and 5 for definitions
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FOR ABOVE FOLLOW SERIOUS INCIDENT PROCEDURE.

NOTIFY L.E.A. HEALTH AND SAFETY OFFICER - JOHN DRYDEN HOUSE

(She/he will proceed with RIDDOR reporting)

- REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES
REGULATIONS

COMPLETE OFFICIAL ACCIDENT BOOK.
All accidents are reportable whether the casualty is a child, member of staff, volunteer, visitor to
the School or contractor working on the premises etc.

Reporting and recording accidents should highlight accident trends and possible areas for
improvement in the control of Health and Safety risks. Once full the forms are to be kept in
School and not sent to the Health and Safety Team. Forms have to be kept for a minimum of
three years.

NEAR MISSES

Should any member of staff become aware of a ‘near miss’ these should be reported using the
Near Miss report form (see Appendix 6). A near miss being an incident or accident which could
have resulted in staff or children being placed in danger and hadn’t been foreseen during the
risk assessment process.

INVESTIGATION GUIDANCE

Following as serious accident/incident there may be an investigation. Guidance as to how this
should be conducted is available on the Northampton County council Website:
health&safety@northamptonshire.gov.uk
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FIRST AID

It is the policy of the School to have at least 6 members of staff with a ‘First Aid at Work’ certificate. In School these
are termed as ‘Senior First Aiders’.

Each classroom has a First Aid kit, which contains:
- Tissues, Disposable Gloves and Plasters.

(All minor injuries should be bathed in clean cold water using only tissues and covered with a plaster if necessary.
Do not use any antiseptic ointments or lotions).

Teachers, Teaching Assistants and children should be aware of the location of first aid kits. Two designated
Teaching Assistants are responsible for the re-stocking of the kits.

Kits are located as follows:
- Main school kitchen
- Top corridor window sill
- Medical room.
All staff should be aware of their location.
First aid kits are also located in the swimming pool and Site Supervisor’s office.

Break and Lunch Times

Kits are taken on to the playgrounds to deal with minor injuries. These kits are located in-between class 3 and 4 for
the Lower Playground and outside class 10 for the Upper Playground.

(See appendix 7 for Comprehensive First Aid Kits and Travelling First Aid Kits)

The Governing Body and Headteacher are responsible for regularly reviewing the School’s first aid needs to ensure
the provision is adequate.

Children who are unwell should be taken to the Headteacher or office and arrangements will be made, if possible, to
get the child home.

PROCEDURES
In case of concern about the health of an individual the following precautions should be followed:

the child is sent to a qualified first aider

the injury/ concern is checked and an assessment made of the level of treatment needed
a decision will be communicated to the class teacher and or head/ secretary as necessary
parents are informed when necessary

el e

Levels of action include:

@ treatment on school premises with a letter sent home informing parents of the nature of the
incident/ accident — Minor Accident Book



MEDICATION

Please see Administration of Medication Policy

NO SMOKING

The need for such a policy is a consequence both of Health and Safety regulations which
require L.E.A.’s to provide a healthy and safe environment free from hazardous substances and
of recent evidence which has established the health risks associated with passive smoking.
Therefore, at Headlands the Governing Body has implemented a Non-Smoking Policy within
both the School buildings and the School grounds.

CONTROL OF HAZARDOUS SUBSTANCES

The use of all hazardous substances requires to be strictly controlled to ensure that the health
of staff, children and others is not adversely affected. The School will follow C.0.S.H.H.
guidance (Control of Substances Hazardous to Health). A file is kept in the Site Supervisors
Office.

The School will assess the use of and exposure to hazardous substances including
arrangements for purchasing, storage, use and disposal.

Special consideration is paid to work activities carried out by contractors brought onto the
School premises, as well as cleaners and maintenance personnel.

The Site Supervisor has a secure store for all cleaning chemicals.

The store is kept locked and only the required amount of chemicals are removed each day.
Surplus requirements must be placed back into storage.

Substances which are toxic, corrosive, harmful or irritant should be labelled - under C.H.1.P.
Regulations (Chemicals Hazard Information and Packaging). For some substances, a
Maximum Exposure Level (M.E.L.) is specified. For others there is an Occupational Exposure
Standard.

The School must therefore, ensure periodic inspections are carried out.

C.0.S.H.H. requires that a review of the risk assessment is carried out whenever there is
evidence that the assessment is no longer valid or if there is a significant change in working
practice.

C.0.S.H.H. assessment records should be kept and reviewed regularly by Senior management.
ASBESTOS

The School follows the N.C.C. guidelines, Managing Asbestos in Buildings.

The Asbestos Survey register should be shown to all persons or organisations conducting
inspections, maintenance, alteration or construction.

Asbestos in tiles in the School have an assessment score below 10 and will be inspected
annually.

Updated information available on www.northamptonshire.gov.uk/Learning/Services/Health+and+Safety.htm
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TRANSPORT

The School has adopted the N.C.C. guidelines to help and advise all who drive children in their
own or N.C.C. owned, leased or hired vehicle. The School will consult with the N.C.C. transport
manager when using School drivers for any type of School visit.

L.E.A. Minibus Guidelines and Vehicle Records (2001)

Standard for Drivers using Vehicles at Work

L.E.A. Special School and D.S.P. Transport Policy

Advice also available from NCC Fleet Transport Manager, Tel 237155
N.B.
ANY VEHICLE USED FOR THE TRANSPORTATION OF SCHOOL CHILDREN MUST HAVE
A VALID MOT CERTIFICATE. ALL DRIVERS SHOULD CARRY A MOBILE PHONE.

All coaches and buses are hired from a reputable company (with appropriate public service
vehicle operator’s licence).

Children will sit one per seat and will wear seat belts. Seats must face forward and seat
restraints must comply with legal requirements.

Before any member of staff can drive a mini bus on school business he/she must have
attended the MIDAS MINIBUS DRIVER TRAINING COURSE and have taken part in the
required refresher courses.

All children using transport on a visit will be made aware of basic safety rules. For e.g.,

e Wear your seatbelt and stay seated whilst travelling
e Bags must not block aisles or cause obstructions
¢ Never distract or disturb the driver or impede the driver’s vision etc.

The level of supervision during any journey is the responsibility of the group leader not the
driver. All group (staff, parent helpers and volunteers) members must be made aware of the
position of the emergency door, first aid and anti-fire equipment.

Children will always use the Green Cross Code when crossing roads as part of a journey.
Pedestrian crossings and traffic lights or footbridges will be used to cross roads whenever
possible.

TRANSPORTING CHILDREN IN STAFF CARS

Any vehicle used to transport children must have a valid M.O.T. certificate and drivers should
have no major driving convictions. When being transported children should use booster seats,
if appropriate, and be instructed to wear a seatbelt. In addition children from the D.S.P. unit will
need to travel with two adults in each car, one driver, one escort.

TRANSPORT USED BY CHILDREN WITH SPECIAL EDUCATIONAL NEEDS

The school agrees to support and adhere to the County’s Special Educational Needs Transport
Policy. The school also issues guidelines for the use of transport for SEN children within the
school environment each year. (See Appendix 8). These guidelines are to be given to the
escorts and drivers who transport the children. Should a vehicle arrive to transport children
without an escort, the decision as to whether the child should use the transport rests with the
parents. Therefore a child should not leave school on any transport without an escort without
the permission of a parent or emergency contact person for that child being first sought.



PARKING

All parents are reminded, by letter, of the School’s parking policy which is formulated in
consultation with our Neighbourhood /Community Constable This is followed by a reminder
letter when necessary during the year (see Appendix 9).

Parents are asked not to park:
— on the zig-zag lines.
— across a resident’s driveway.
— on both sides of the road so that the service bus cannot get
through.
— on the pavement.
— in the school car park around 9.00am and 3.15pm.
— on or close to junctions.

Parents are also asked to avoid parking in Bushland Road and to try to spread the parking and
entry points used around as per page 10 - section concerning security.

Do not play loud music whilst waiting to collect children near residents’ houses.

Not to walk children through the School car park

The School car park and top playground are open for parking during Evening Functions and
Sports Day. On these occasions children should be supervised by parents in the car park.



STAFF

Health and well-being of staff

In order to help prevent stress and to provide the best working environment for the health and well being of staff we
recommend:

@ that times of meetings be negotiated and are aimed at limiting the length of time and frequency with which
staff need to remain in school

that length of meetings is agreed and where possible adhered to

that notice is given of cancellations

that consideration is always given to time scale to enable a reasonable amount of time to be given for
completion of a task before the deadline

that deadlines can be negotiated in extenuating circumstances

that consideration is always given to workload and that no individual, regardless of level of authority, is
expected to complete an unreasonable amount in a limited time

That the school endeavours to ensure that meetings are not arranged for Fridays after school

that where possible INSET days also allow for inter-phase/ year work and meetings

that PPA is regular and reliable

that working at home is an agreed principle where specific tasks need completion — in agreement with
senior management

that TAs are deployed to support teachers where possible
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EXTRA CURRICULAR ACTIVITIES

Concerns have been raised nationally regarding the provision of adequate insurance protection for staff involved in
extra-curricular activities.

All school staff engaged in extra-curricular activities are covered under the County Council’s Public Liability,
Employer’s Liability and Personal Accident Policies.

The current Public Liability Policy indemnity limit is £40 million.

The school will ensure, using the principles of risk assessment, that the facilities and equipment provided are safe
and without risk to health and that the staff leading the activity are adequately trained, experienced and, therefore,
competent. This will prevent accidents involving staff and pupils.

STRESS AT WORK

The Governing Body accepts the L.E.A. Policies in relation to the management of stress, ‘Teachers Stress at Work
Policy’ and ‘The Support Staff at Work Policy’ and implements it into our School.

The practices recommended in relation to staff health and well being should help prevent stress. In some cases this may not
happen and staff should be alerted to some common effects of stress. These include:
high level of anxiety

low self-esteem

inability to concentrate

being more prone to accidents

headaches/ migraine

depression

panic attacks

chest pains

stomach problems

relationship problems
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Colleagues should be alert to signs of stress in themselves and one another and should take steps to address these as they occur.
Methods for dealing with stress might include:

sharing concerns with colleagues

prioritising workload

learning to say ‘no’

taking up a new hobby or sport

sharing feelings with people at home

ensuring that some time every week is set aside for relaxation

discussing responsibilities with a senior colleague and perhaps negotiating deadlines
pay attention to diet and ensure that you eat healthily and regularly

providing free access to an external counselling agency.
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It is important that we create in school an environment which welcomes the sharing of problems and concerns and offers
support and advice as needed. If symptoms persist staff should contact a GP and concerns should be discussed with a senior
colleague.

Further information is available in the health and well-being policy.

Fitting in with families
Every employee at our school has demands outside of the work place which will on occasion place pressure upon

them and are likely to lead to differences in work practice. It is important that we recognise this and support
colleagues in managing these demands. This includes:

@ being flexible about requests for attendance at funerals,

@ enabling support for ageing relatives and children with medical appointments

@ enabling staff to attend significant important events in respect of children i.e. Christmas concerts, first day at
school

@ attempting to accommodate staff preferences for early starts/ late starts, early finishes/ late finishes

It is expected that wherever possible staff will make arrangements around the school day but where this is not
possible we will attempt to support them in meeting the demands of home and school. We would also request that
staff take responsibility for ensuring that when they are absent cover arrangements ensure the continued smooth
running of the school. In some cases it may be applicable to swap or use PPA time. This can be done in agreement
with senior staff and accepting that the roles and responsibilities of the individual continue to be met to the full.

Where members of staff have children at other schools which perhaps have different term dates or INSET dates it
is acceptable, provided there is notification to a senior member of staff, for children to accompany their parents into
school provided it does not effect their role during the school day. In some cases older children may help out in
school in different capacities and we welcome this additional involvement.

Where staff become aware that they are pregnant, it is recommended that senior staff are informed as soon as
possible in order that appropriate safeguards can be put in place. Facilities will also be made available for nursing
mothers and flexible time management should allow nursing to continue according to need.
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LONE WORKING AND PERSONAL SECURITY

The school uses the policy statement “Lone Working” issued by our Local Education Authority, Health and Safety
Office.

The following are guidelines that apply particularly to our school:-

All staff who remain alone in the classroom after school for an unusual length of time are advised to inform the Site
Supervisor that they are going to do this.

STAFF WORKING ALONE IN THE BUILDING
If you are working alone in the building or in an isolated situation, take the following precautions:

@ Tell somebody where you are and what time you will be home

@ Ensure that entrances are secure — ensure that the main entrance is bolted and that you can get out of another door in
case of an emergency without using a key

@ If you are the last member of staff to leave ensure that the door through which you leave locks behind you

& If anyone suspicious attempts to enter the building or you see or hear anything suspicious contact the police using the
telephone in the Head Teacher’s room, main office or mobile phone

@ Always be alert when leaving the building

Staff who work in their classroom during the school holidays are advised to notify the Site Supervisor on arrival and
departure.

The Site Supervisor is identified as a more consistent lone worker.

i) The Site Supervisor should inform the office when he/she is going to work in the grounds or on the roof.

ii) The Site Supervisor should endeavour to enlist his/her family’s support when dealing with late night call
outs. This should take the form of accompanying the Site Supervisor or checking the Site Supervisor is

back at home.

iii) When entering school to investigate a call out the Site Supervisor should not lock himself/herself in so that
egress is readily available.

iv) During holiday periods the Site Supervisor should choose activities or work relevant to his/her position as a
lone worker. For example, ladder work should not be undertaken during the school holiday.

KEY HOLDERS RESPONDING TO AN ALARM

Please note:

& Always assume an alarm is genuine

If possible, speak to anyone who has drawn your attention to the alarm or incident to find out if they have
any information about what may be happening

Take a mobile phone

Look outside your own home before going out in case someone is watching you leave

Tell someone where you are going and how long you are likely to be
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VIOLENCE AND AGGRESSION TO STAFF

Staff are advised to minimise the risk to themselves in the face of physical and verbal aggression.
In the event of an abusive parent or adult;

— Be polite but firm.

— Avoid confrontation

— Suggest an appropriate time and place for the matter to be discussed.

— Body language is extremely important.

— Call for a senior member of staff — excuse yourself and seek their assistance.

— Use emergency methods etc. i.e. S.0.S. cards, call out to attract the attention of a fellow member of staff.

- Make sure any meeting with any adult whom you suspect may turn abusive is conducted in a room that can
easily be monitored and with members of staff within easy reach. It may be appropriate to request that an
additional member of staff meets with the parent depending upon circumstances.

- Should a parent/ adult become abusive they should be asked to leave the premises in a calm and non-
threatening way. It might be appropriate for a member of staff to alert the police should the adult refuse to leave
or if their behaviour is causing concern in any way.

- If any incident has occurred an incident form should be completed and it may be necessary to inform the
governors and/ or LA for further action to be taken. Make sure you attend to your own emotional needs following
any incident and seek help and support if necessary. In the case of an employee support should be offered
following an incident.

All staff should report all physical and verbal aggressions to the Headteacher and Health and Safety Co-ordinator.
Details of the incident should be recorded in writing and any witnesses should be asked to do the same. It may also
be necessary to inform the Governors.

The report form ‘Accident/Incident Notification’ is held in the School office this should be completed if the incident is
considered serious enough to warrant notification by the victim.

Staff should be aware that these reports are held in the strictest confidence by the L.E.A. Health and Safety Officer
and are used only for relevant statistical information. A letter will be sent to the person concerned from the Chair
of Governors stating our concern and requesting a meeting to resolve the issue. Where appropriate the incident
should be re