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HEALTH AND SAFETY POLICY

SECTION 1: STATEMENT OF INTENT
The Board of Directors of the Plymouth CAST Multi Academy Trust will strive to achieve the highest standards of health, safety and welfare consistent with their responsibilities under the Health and Safety at Work etc. Act 1974 and other statutory and common law duties.
This statement sets out how these duties will be conducted and includes a description of the Trust’s and individual Academy’s organisation and arrangements for dealing with different areas of risk.  It establishes specific responsibilities at all levels of the Trust and individual Academy organisation.  It also outlines the general arrangements put in place to manage these areas of risk and hence to meet the Academy’s obligations under the law.
This policy will be brought to the attention of all members of staff at induction; a copy is available to view online, and on request.
This policy statement and the accompanying organisation and arrangements will be reviewed annually, all changes will be brought to the attention of all staff, and where appropriate, the students.
Everyone, at all levels of the Plymouth CAST Multi Academy Trust must comply with this policy. Serious breaches of this policy may be dealt with under a disciplinary policy.
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SECTION 2: ORGANISATION
The Duties of the Employing Body (Plymouth CAST MAT)
· To produce and regularly review the Health and Safety Policy for all academies within the Trust. This policy will reflect the requirements of the Health and Safety at Work etc. Act 1974 by outlining arrangements to ensure, so far as is reasonably practicable, the health, safety and wellbeing of staff, students and others affected by the organisation
· To monitor both compliance with, as well as the effectiveness of, this policy
· To provide adequate resources, including training, to meet the academy’s legal responsibilities as well as compliance with this policy
· To assist the Employing Body in discharging its legal obligations, the Trust has appointed the Devon Health and Safety Service as its ‘competent person’ as defined by the Management of Health and Safety at Work Regulations 1999
· The Chief Executive Officer of Plymouth CAST is ultimately responsible for the Trust’s compliance with Health and Safety legislation.  If the Chief Executive Officer has any concerns with levels of risk or available resources they must immediately refer the issue to the Chair of Plymouth CAST Board in writing, copied to the Chair of Audit and Risk sub-committee.
· The Chief Executive Officer of Plymouth CAST will ensure that an annual report on Health and Safety is presented to the Plymouth CAST board, annually in the month of June.
· The specific arrangements adopted will be guided by the Devon Health and Safety Service’s Health and Safety Guidance Notes for Academies (known as Arrangements from December 2017)
The Duties of the Principal / Head Teacher
The Principal/Head Teacher has day-to-day responsibility for health and safety management of their academy, and will take all reasonably practicable steps to secure the health and safety of students, staff and others using the academy premises or participating in academy sponsored activities. 
In particular, the Principal/Head Teacher will:
· produce and regularly review Appendix 3 to the Plymouth CAST MAT Health and Safety Policy with specific information about their academy
· ensure that suitable and sufficient risk assessments of work activities are undertaken, that a written record of the significant findings of these assessments is kept and that these assessments are subject to regular review
· where appropriate, ensure that safe systems of work are in place and followed
· co-operate with the Employing Body to ensure that this policy and its associated arrangements are implemented and complied with
· communicate the policy and other appropriate health and safety information to all relevant people including contractors.  Employees are required to sign a local register held by the H+S Coordinator to confirm they have read and understood the Health and Safety Policy.
· report to the Employing Body on health and safety performance and to monitor both compliance with, as well as the effectiveness of, this policy
· ensure that the premises, plant and equipment are maintained in a safe and serviceable condition
· report to the Employing Body any significant risks or policy requirements which cannot be met within their Academy budget
· identify the training needs of staff and ensure they are competent to carry out their roles and are provided with adequate information, instruction and training
· ensure consultation arrangements are in place for staff and their trade union representatives where unions are represented in the academy
· monitor purchasing and contracting procedures to ensure health and safety is included in specifications and contract conditions
· receive reports from enforcement officers and advisory bodies and, where appropriate, take relevant actions to address issues raised
· promote a positive health and safety culture by leading by example
· Ensure that operational reporting of incidents using the OSHENS system is conducted in a timely and accurate manner, initially within 6 hours of a reportable incident as per the guidance at Appendix 1 to this policy.  Further data can then be added under incident management.
· In addition to reporting in OSHENS; make sure the CEO of Plymouth CAST is informed of any incident involving staff, pupils or any visitor to site, including contractors that requires emergency services attendance.  Notification to of Head of School Improvement and/or COO can be deemed as informing CEO.

Whilst overall responsibility for health and safety cannot be delegated the Principal/Head Teacher may choose to delegate certain tasks to the Health and Safety Co-ordinator.

The Duties of the Health and Safety Co-ordinator

All academies must appoint a named Health and Safety Co-ordinator with sufficient knowledge, skills and experience to undertake the role. In some cases this role may be undertaken by the Academy administrator. Where schools are grouped together in pairs or more as a ‘cluster’ under an Executive Principal, that person may choose to appoint a single Health and Safety Coordinator for more than one school.  However, each Academy must still have a named point of contact on behalf of the Academy to liaise with the Coordinator.
The Health and Safety Co-ordinator has the delegated task of assisting the Principal/Head Teacher discharge their duties in relation to day-to-day health and safety management.
To do this the Health and Safety Co-ordinator will:
· co-ordinate and manage the risk assessment process for the academy;

· co-ordinate and manage the identification and implementation of any necessary safe systems of work;

· co-ordinate general workplace monitoring inspections and performance monitoring processes and report findings to the Principal/Head Teacher who in turn reports to Plymouth CAST as employer;

· co-ordinate records of external inspections and maintenance to plant or facilities and ensure that remedial actions identified are either addressed without delay or brought to the attention of the Principal/Head Teacher who reports to Plymouth CAST as employer;

· assist with the identification of health and safety training needs and training delivery across the academy to ensure that staff and students are adequately instructed;

· collate accident and incident information and, when necessary, carry out accident and incident investigations;

· arrange periodic health and safety audits and liaise with the Principal/Head Teacher and Employing Body in relation to findings and any associated remedial actions;

· arrange at least half termly health and safety walks/inspections in conjunction with the Local Governing Body (LGB) Portfolio Holder, and report any necessary remedial actions to the Principal/Head Teacher:

· collect other inspection results from heads of departments/team leaders/ supervisory staff, and report any issues to the Principal/Head Teacher.

The Duties of Heads of Departments/Team Leaders/Supervisory Staff
The heads of departments/team leaders/supervisory staff have specific delegated tasks in relation to health and safety management within their departments/subject areas. 
They must ensure that:
· they apply the arrangements described in this health and safety policy to their own department or area of work, including the arrangements described in any associated guidance notes;

· staff they line manage or supervise are aware of and follow any externally adopted health and safety guidance;

· risk assessments are undertaken for the work areas for which they are responsible and that identified control measures are implemented:

· appropriate safe working procedures are brought to the attention of all staff under their control and are enforced effectively:

· they take appropriate action on health, safety and welfare issues referred to them, informing their Line Manager of any problems they are unable to resolve within the resources available to them;

· they carry out regular inspections of their areas of responsibility and report/record these inspections to the Principal/Head Teacher/Employing Body via the Health and Safety Co-ordinator;

· sufficient information, instruction, training and supervision is provided to enable staff and students to avoid hazards and contribute positively to their own health and safety;

· all accidents (including near misses) occurring within their area of responsibility are promptly reported and investigated.

The Duties of all Members of Staff
Under the Health and Safety at Work etc. Act 1974 all employees have general health and safety responsibilities. All employees are obliged to take care of their own health and safety whilst at work along with that of others who may be affected by their actions.  This also applies to volunteers who are under the control of the academy.
Specifically, all employees have a responsibility to:
· take reasonable care for the health and safety of themselves and others in undertaking their work;

· comply with the Academy's health and safety policy arrangements at all times;

· report all accidents and incidents to line management;

· co-operate with academy management on all matters relating to health and safety;

· not intentionally interfere with or misuse any equipment or fittings provided in the interests of health, safety and welfare;

· report all defects in the condition of premises or equipment and any health and safety concerns immediately to their line manager;

· ensure that they only use equipment or machinery that they are competent/have been trained to use;

· make use of all necessary control measures and personal protective equipment provided for safety or health reasons.

Students
Students, in accordance with their age and aptitude, are expected to:
· exercise personal responsibility for the health and safety of themselves and others;

· observe standards of behaviour and dress consistent with safety and/or hygiene;

· observe all the health and safety rules of the academy and, in particular, the instructions of staff given in an emergency;

· not wilfully misuse, neglect or interfere with facilities or equipment provided for their and others’ health and safety.

Contractors
All contractors who work on the academy premises are required to identify and control any risks arising from their activities and inform the Principal/Head Teacher via the site manager/school administrator of any risk that may affect the staff, students and visitors.
All contractors must be aware of this policy and the associated emergency procedures and comply with these requirements at all times.
In instances where the contractor creates hazardous conditions and refuses to eliminate them or take measures to make them safe, the Principal/Head Teacher will take such actions as are necessary to prevent staff, students and visitors being put at risk from injury.
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SECTION 3: SYSTEM AND ARRANGEMENTS
System
A system approach to managing health and safety is applied within Plymouth CAST as follows:
Plymouth CAST publishes a Health and Safety Policy (this document).  It mandates the requirements for individual Academies with regard to individual roles and responsibilities and also documentation that Academies are required to produce.  No Academy should ever need to produce a document from scratch; full guidance and templates will always be provided by Plymouth CAST, usually via the OSHENS system.
Plymouth CAST will centrally generate a small number of policies such as ‘accident reporting’ or ‘driving on company business’ for which consistency is required across the Trust.
Academies can request expert support and intervention if necessary from Devon County Council who are contracted to act as the Trust’s ‘competent person’.  The Plymouth CAST Board will review Academy reporting under the OSHENS system at every meeting and will review and approve this policy on an annual basis. 
Every Academy is required to have a dedicated Health and Safety noticeboard clearly accessible to all employees.  It must contain a copy of this policy, relevant bulletins and notifications, workplace points of contact and employee representatives plus a copy of the Company insurance certificate and H&S Law Poster. 
Overall responsibility for Health and Safety management and policy across the Trust lies with the Chief Executive Officer.  This cannot be delegated.  Site safety for individual Academies lies with individual Head Teachers / Heads of School as ‘persons controlling premises’.  This cannot be delegated.
Arrangements
The general arrangements adopted by the Plymouth CAST Multi Academy Trust are guided by the Devon Health and Safety Service’s Health and Safety Guidance Notes for Academies (to be known as Arrangements from December 2017). These can be accessed via the OSHENS (Online Safety, Health, EnviroNment System) system Document Library.  This system applies to all Academies within Plymouth CAST including those that originally belonged to different Local Authorities and Counties.
Any Plymouth CAST Academy without access or valid Log In details to the OSHENS system should immediately inform Plymouth CAST at admin@plymouthcast.org.uk 
All Principals and Head Teachers within Plymouth CAST must attend the one day Senior Managers’ Premises Overview (Schools) course offered by Devon County Council within 12 months of joining the Trust or appointment into role.  Details available from the ‘Training’ link on the OSHENS Website.



Plymouth CAST Academies should access the OSHENS system Document Library and ensure they have developed their own policies from the templates provided for:

	Whole School Risk Assessment
Asbestos Monitoring and Control
	Curriculum Activities
	Display Screen Equipment
	Fire Safety
	First Aid
Administering of Medicines
	Legionella Control
	Lettings Policy
	Manual Handling
	Personal Safety and Security
	Radioactive Sources
	Radon
	Stress/Employee Wellbeing
	Tree Safety
	Work Experience
	Working at Height
Lone Working

*Please note this list is not exhaustive and other areas may apply for example, if academy staff operate their own kitchen or the site has a swimming pool.  Similarly, some areas may not apply and can simply be deleted.  The OSHENS system contains templates for every relevant policy or risk assessment.  If in doubt please email admin@plymouthcast.org.uk

Plymouth CAST, as employer, will centrally issue policy or guidance for the following listed below. This is in order to ensure consistency across the Trust.  Any Academy needing to adapt these prescribed policies should consult the Plymouth CAST Health and Safety Committee by notifying the Trusts Chief Operating Officer.

	Accident/Incident Reporting (this policy)
Risk Assessment (RA) Procedures (this policy)
RA for Driving on Company Business (available on OSHENS)
Guidance on Control of Contractors (available on OSHENS)

Details for these policies will therefore be the same at each location. Further details of arrangements will be attached as an annex to this policy at each academy within the Plymouth CAST MAT. These further arrangements are guided as above and must be approved by the Plymouth CAST MAT.
The Plymouth CAST MAT also has a subscription to CLEAPSS via the Devon Health and Safety Service.  CLEAPSS guidance has been adopted to guide arrangements in Science, Design and Technology, and Art. 

In addition, secondary academies within the Plymouth CAST MAT have adopted the CLEAPSS guidance L93 ‘Managing Ionising Radiations and Radioactive Substances in Schools and Colleges’ as its policy arrangements for the use of radioactive sources.  
The following publications have been adopted to guide arrangements for safety in specific curriculum areas:
· ‘Safe Practice in Physical Education and School Sport’ Association of Physical Education ‘AfPE’  http://www.afpe.org.uk/ 

· ‘Outdoor Education, Visits and Off-Site Activities Health and Safety Policy’ Devon County Council and Torbay Council, www.devonvisits.org.uk  



Risk Assessment
The underlying process which informs safety management is risk assessment.  Assessments of significant risks will be made with those persons responsible for the activity/area affected and the significant findings of these decisions will be recorded in writing.  This will be achieved principally by amending and adopting the model risk assessments provided by the Devon Health and Safety Service.  Specifically the model risk assessments amended and adopted in order to identify suitable risk control measures will be as follows:
[image: ]
It is accepted that not all the Risk Assessments will apply.
Where model risk assessments do not address all the significant hazards of the academy, the RAA01 format will be used to record findings and decisions.
Risk assessments must be available for all staff to view and must be held centrally by the Health and Safety Coordinator.  Wherever possible, affected staff will be included in the risk assessment process.  Staff and other affected parties will be briefed in the risk assessment findings. 
Risk assessment records will be reviewed either annually or every 3 years depending upon the levels of risk.  This will be identified on the RAA model risk assessments. 
For full details relating to risk assessment arrangements, reference should be made to the HSA0047 Risk Assessment Guidance Note (to be known as Arrangements from December 2017).


Accident/Incident Reporting

All accidents and near misses, without exception, involving employees and visitors must be reported to Plymouth CAST.  This will be achieved by the Principal/Head ensuring that their Academy Health and Safety Coordinator enters all accident details onto the OSHENS on-line accident reporting system.   A useful reporting guide is at Appendix 1 to this policy.
Accidents to students and pupil should be recorded in the accident book, kept and administered by the School Administrator.  Those accidents to students and members of the public which are work related, in that they have arisen out of a material defect or organisational failure which needs addressing, must also be reported by entering accident details onto the OSHENS on-line accident reporting system.  Any accident to students and pupils that results in them being sent home or receiving treatment from a medical practitioner (eg Paramedic or Nurse) must also be entered into OSHENS. 
Parents/carers will be notified immediately of all major injuries.   
All accidents which fall within the scope of the Reporting of Injuries Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) will be reported to the HSE via the OSHENS on-line accident reporting system.  Onward notification to the HSE will be undertaken by the Devon Health and Safety Service.
For full details relating to accident reporting arrangements, reference should be made to the HSA001 Accident Information Guidance Note (to be known as Arrangements from December 2017).
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Lone Working
Lone working is defined as “workers who are separated from their work colleagues”. Members of the public, visitors or students are not work colleagues. 
To manage the risk associated with lone working, a risk assessment must be carried out and safe systems of work developed. Various control measures may have to be introduced into the safe systems of work, such as: 
· no lone working in high risk activities, e.g. working at height
· arrangements for remote supervision and good communication including emergency contact numbers
· no lone meetings with parents in certain circumstances for example, where there are concerns about a parent’s conduct the meeting will be conducted with two staff present
· use of alarm systems

This list is not exhaustive, specific tasks will need careful consideration of the management of the associated risks.

Radon
All academies must have a regime in place for the monitoring of radon within their premises. Testing should be undertaken at intervals as determined by our property advisors, Torbay Economic Development Company Limited, based on previous results and known geographical risk. 
Any recommended remedial actions must be undertaken.

Movement around Site
All academies must risk assess the movement of staff, students and visitors, etc., around their site.
This will include the principal risks and must identify any control measures taken, for example:-
· decluttering corridors
· adequate lighting
· highlighting steps
· non-slip surfaces
· removal of manifestations on glass doors

Training including refresher training

The requirement to provide staff with information, instruction and training is clearly laid down in The Health and Safety at Work etc. Act 1974 and many associated regulations such as the Management of Health and Safety at Work Regulations 1999.
The Principal/Head Teacher is responsible for ensuring that all staff under their control have access to the appropriate health and safety training for their activities and any additional responsibilities given to them by their establishment’s health and safety arrangements, e.g. fire warden.
The Principal/Head Teacher should ensure that adequate records are kept of all health and safety training undertaken by staff under their control.
Any questions regarding this policy should be directed to the Plymouth CAST COO in the first instance.
APPENDICES:

1. Reporting Guide Flowchart
2. School Points of Contact
3. Academy Further Arrangements
4. Reporting Tools and Emergency Pyramid
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Appendix 2 – School Contacts

[bookmark: _Toc457558925]Lead Health & Safety Contacts
	[bookmark: _Toc457558926]PLYMOUTH CAST – BOARD AND EXECUTIVE (THE COMPANY)

	Name
	Role
	Email Address

	Sandy Anderson
	Board Chair
	admin@plymouthcast.org.uk

	Kate Griffin
	Interim Chief Executive Officer
	admin@plymouthcast.org.uk

	Marcus Taylor
	Designated Lead Officer
	marcus.taylor@plymouthcast.org.uk

	Jo Flower
	Regional Officer 
	joanne.flower@plymouthcast.org.uk

	Mary Cox
	Regional Officer
	mary.cox@plymouthcast.org.uk

	Charlotte Target
	Regional Officer
	cbtargett@stmarymarnhull.dorset.sch.uk



Academies Operated by Plymouth CAST (By Area and Alphabetical Order)
CENTRAL AREA 
	Our Lady’s, Barnstaple

	Name
	Role
	Email Address

	Rob Meech
	Principal
	principal@olcs.uk

	Michala Morris
	Business Manager/H&S Co-ordinator
	sbm@olcs.uk

	Boniface Weerakonda
	Premises Manager/Caretaker
	send to admin@olcs.uk

	Simon Cohen
	Designated Local Governor
	scohen@olcs.uk



	Our Lady & St Patrick’s, Teignmouth

	Name
	Role
	Email Address

	Sarah Barreto
	Head Teacher
	head@olsp-rc.devon.sch.uk

	Tracey Doody
	School Office Manager/Administrator
	tdoody@olsp-rc.devon.sch.uk

	Sarah Wills
Mike Hart (Norse)
	Premises Manager
Caretaker
	mrswills@olsp-rc.devon.sch.uk

	Bernard Dagnall
	Designated Local Governor
	bjdagnall@hotmail.com



	Priory, Torquay

	Name
	Role
	Email Address

	Cathy Lowry
	Head Teacher
	clowry@priory-primary.torbay.sch.uk

	Helen Newman
	Business/Office Manager
	hnewman@priory-primary.torbay.sch.uk

	Pat Ward
	Designated Local Governor
	wardpath@icloud.com



	Queensway, Torquay

	Name
	Role
	Email Address

	Jane Fraser
	Head Teacher
	fraser@queensway-primary.torbay.sch.uk


	Hilary Morley
	Office Manager
	admin@queensway-primary.torbay.sch.uk


	Lucy Venter
Lisa Southwell

	Designated Local Governor
	lucy@ventera.co.uk
lmsouthwell@gmail.com




	Sacred Heart, Paignton

	Name
	Role
	Email Address

	Helen Brown
	Head Teacher
	brown@shrcps.org

	Louise Codd
Jacquie Humber
	Finance Officer
Office Manager
	codd@shrcps.org
humber@shrcps.org

	Steve Tester
	Premises Manager
	tester@shrcps.org

	Louise Codd
	Designated Local Governor
	codd@shrcps.org



	St Margaret Clitherow, Brixham

	Name
	Role
	Email Address

	Finola Gill
	Head Teacher
	head@smcprimary.org

	Tina Bewley
	Administrator
	finance@smcprimary.org

	Robert Soper
	Caretaker
	

	Tom Gilmore
	Designated Local Governor
	thomasgilmore@btinternet.com






	St John’s, Tiverton

	Name
	Role
	Email Address

	Patrick Harland
	Head Teacher
	pharland@tiverton-st-johns-primary.devon.sch.uk


	Heidi Last
	Business/Office Manager
	admin@tiverton-st-johns-primary.devon.sch.uk


	Eric Downing (Diamond Shine)
	Premises Manager
	

	Jeremy Filmer-Bennett
	Designated Local Governor
	
Filmer.bennett@btinternet.com




	St John the Baptist, Dartmouth

	Name
	Role
	Email Address

	Liz Hamilton
	Head Teacher
	head@st-johns-dartmouth.devon.sch.uk

	Helen Bridges
	Office Manager
	admin@st-johns-dartmouth.devon.sch.uk

	John Smale
	Caretaker
	

	Claire Brown
	Designated Local Governor
	cbrown@st-johns-dartmouth.devon.sch.uk






	St Joseph’s, Newton Abbot

	Name
	Role
	Email Address

	Kelly Dunne


	Head Teacher


	kellydunne@sjna.uk


	Caroline Bearne
	Administrator
	cbearne@sjna.uk

	TBC
	Premises Manager
	

	TBC
	Designated Local Governor
	



	St Joseph’s, Exmouth

	Name
	Role
	Email Address

	Nicola Taylor –Bashford
Rachel Pattison
	Acting Head 

Executive Head
	ntaylor-bashford@stjo.uk

r.pattison@marpool.primary.co.uk

	Lesley Godfrey
	Senior Administrator
	lgodfrey@stjo.uk

	William Weston
	Caretaker
	

	Clive Pearcey

	Designated Local Governor
	clivepearcey@hotmail.com






	St Mary’s, Buckfast

	Name
	Role
	Email Address

	Nicola Slack
	Head Teacher
	head@st-marysrc.devon.sch.uk


	Mitzi Belsher
	Bursar/Administrator
	admin@st-marysrc.devon.sch.uk


	Paddy Mahon
	Designated Local Governor
	benenden@btinternet.com




	St Nicholas, Exeter

	Name
	Role
	Email Address

	Angela Folland
	Head Teacher
	afolland@stncs.uk


	Julie Down
	Office Manager
	jdown@stncs.uk

	Neil Shute
	Premises Manager
	nshute@stncs.uk

	Judy Yung
	Designated Local Governor
	



EAST AREA
	Christ the King, Kinson

	Name
	Role
	Email Address

	Clare Tickel
	Head Teacher
	Clare.tickel@bournemouth.gov.uk

	Sally Moore
Dawn Garrod
	Finance Officer
Admin Assistant
	Sally.moore@bournemouth.gov.uk
christthekingrc@bournemouth.gov.uk

	Elizabeth Lee 
Walter Buczak
	Cleaner in Charge 
Maintenance (Part time)
	Christhekingrc@bournemouth.gov.uk

	TBC
	Designated Local Governor
	



	St Augustine’s, Weymouth

	Name
	Role
	Email Address

	Emma Berry
	Head Teacher
	head@staugustines.dorset.sch.uk

	tba
	Administrator
	tba

	Andy Gardner
	Premises Manager/Caretaker/Supervisor
	 andyg@staugustines.dorset.sch.uk

	Vern Palmer
	Designated Local Governor
	Contact via school 
office@staugustines.dorset.sch.uk




	St Catherine’s, Bridport

	Name
	Role
	Email Address

	Frances Guppy
	Head Teacher
	fguppy@stcatherinesbridport.dorset.sch

	Michelle Crabb
	Office Health & Safety Lead
	office@stcatherinesbridport.dorset.sch.uk

	Chris Fearn
	Designated Local Governor
	chrisfearn42@hotmail.com







	St Catherine’s, Wimborne

	Name
	Role
	Email Address

	Sarah Sparks
	Head Teacher
	s.sparks@stcatherinescolehill.dorset.sch.uk

	Carolyn Stewart
	Finance Officer
	office@stcatherinescolehill.dorset.sch.uk

	TBC
	Premises Manager
	

	Simon Pope
	Designated Local Governor
	simon.pope@universalcleaning.org.uk



	St Joseph’s, Poole

	Name
	Role
	Email Address

	Neil McDermott
	Head Teacher
	nmcdermott@sjcp.co.uk

	Nicky O'Donoghue
	Business/Office Manager
	

	Neil Lewry
	Premises Manager
	

	Brian Melrose

	Designated Local Governor
	brianmelrose@hotmail.co.uk







	St Mary’s, Axminster

	Name
	Role
	Email Address

	tba
	Executive Head
	tba

	Paul Melling
	Assistant Head
	pmelling@stmarysaxminster.devon.sch.uk

	Jessie Hay
	Finance Officer
	finance@stmarysaxminster.devon.sch.uk

	Roy Haxford
	Caretaker
	No email sent to:
admin@stmarysaxminster.devon.sch.uk

	James Hammett
	Designated Local Governor
	JamesHammett@UKTram.co.uk



	St Mary’s, Dorchester

	Name
	Role
	Email Address

	Paula Fearn
	Head Teacher
	head@stmarysdorchester.dorset.sch.uk

	Sadie Wilson
	Business/Office Manager
	office@stmarysdorchester.dorset.sch.uk

	Chris Salked
	Premises Manager
	Contact through school

	Richard Elliott
	Designated Local Governor
	rich7elliott@gmail.com






	St Mary’s, Marnhull

	Name
	Role
	Email Address

	Charlotte Targett
	Head Teacher
	cbtargett@stmarymarnhull.dorset.sch.uk

	Melanie Beaumont 

	Business/Office Manager
	office@stmarymarnhull.dorset.sch.uk

	Peter Howes
	Janitor
	office@stmarymarnhull.dorset.sch.uk

	James Lovell-Dyer
	Designated Local Governor
	james@lovell-dyer.fsnet.co.uk



	St Mary’s, Poole

	Name
	Role
	Email Address

	Helen Armstrong
	Head Teacher
	h.armstrong@e-mail.st-marys.poole.sch.uk

	Pat Rushton

Amanda Hazell
	Business Manager

Office Administrator
	p.rushton@e-mail.st-marys.poole.sch.uk

a.hazell@e-mail.st-marys.poole.sch.uk

	Sean Rolston
	Site Manager
	s.rolston@e-mail.st-marys.poole.sch.uk

	Richard Smith
	Designated Local Governor
	richpoole1@sky.com






	St Mary’s, Swanage

	Name
	Role
	Email Address

	Linda Lake
	Head Teacher
	llake@stmarysswanage.dorset.sch.uk

	
	Business/Office Manager
	

	Bill Wilson
Mauro Bollani
	Premises Manager
Caretaker
	

	Pete Meteau
Derek Hancock

	Designated Local Governor
	p.meteau@uwclub.net
69hdr@tiscali.co.uk




	St Mary & St Joseph’s, Wool

	Name
	Role
	Email Address

	Helen Brown
	Head
	h.brown@stmaryjosephswool.dorset.sch.uk

	Jane Slough
	Admin Officer
	j.slough@stmaryjosephswool.dorset.sch.uk

	 David Scott
	Designated Local Governor
	office@stmaryjosephswool.dorset.sch.uk



	The Orchard Nursery, Bournemouth

	Name
	Role
	Email Address

	Emma Middleton
	Manager
	theorchardnursery@gmail.com

	
	Business/Office Manager
	

	
	Premises Manager
	

	
	Designated Local Governor
	



WEST AREA

	Holy Cross, Plymouth

	Name
	Role
	Email Address

	Paul Cotter
	Executive Head
	pcotter@holycross.plymouth.sch.uk

	Sharon Leach
	School Administrator
	holy.cross.rc.primary.school@plymouth.gov.uk


	Bob Timberlake (Coastline)
	Premises Manager
	

	Sean Harrison
	Designated Local Governor
	seanharrison5769@hotmail.co.uk




	Keyham Barton, Plymouth

	Name
	Role
	Email Address

	Shelley England
	Head Teacher
	shelleyengland@keyhambarton.plymouth.sch.uk

	Kathy Turvey
	Business Manager
	admin@keyhambarton.plymouth.sch.uk

	Paul Stewart
	Caretaker
	pstewart@keyhambarton.plymouth.sch.uk

	Alaine Cocker
	Designated Local Governor
	acocker@keyhambarton.plymouth.sch.uk



	Notre Dame, Plymouth

	Name
	Role
	Email Address

	Kate White
	Head Teacher
	kwhite@ndonline.org

	Sam Bailey
	Business/Office Manager
	sbailey@ndonline.org


	Russell Warren
Mary Ingleson
	Facilities/Network Manager
Site Supervisor
	rwarren@ndonline.org


	Stephen Hole
	Designated Local Governor
	steve3192@gmail.com




	St Boniface, Plymouth

	Name
	Role
	Email Address

	Neil Maslen
	Head Teacher
	nmaslen@stbonifaces.co.uk

	Tim Herbert
	Business/Office Manager
	

	Andrew Chapman
	Site Manager
	achapman@stbonifaces.com

	John Bull
	Designated Local Governor
	jbull@stbonifaces.com



	St John’s, Camborne

	Name
	Role
	Email Address

	Nichola Teixeira
	Head Teacher
	head@st-johns.cornwall.sch.uk

	Sharon Langley
	Administrator
	secretary@st-johns.cornwall.sch.uk

	Paul Collins
	Caretaker
	pcollins@st-johns.cornwall.sch.uk

	Tim Moran
	Designated Local Governor
	tmoran@st-johns.cornwall.sch.uk



	St Joseph’s, Plymouth

	Name
	Role
	Email Address

	Brendan Gill
	Head Teacher
	gillb@st-josephs.plymouth.sch.uk

	Jayne Couzins
	Senior Administrator
	couzinsj@st-josephs.plymouth.sch.uk

	Bryan Samuel
	Caretaker
	samuelb@st-josephs.plymouth.sch.uk

	
	Designated Local Governor
	



	St Mary’s, Bodmin

	Name
	Role
	Email Address

	Alana McGovern
	Head Teacher
	head@st-marys-bod-cornwall.sch.uk

	Lesa Potts
	Office Manager
	administrator@st-marys-bod-cornwall.sch.uk

	Paul Beards
	Caretaker
	sitemanager@st-marys-bod-cornwall.sch.uk

	Andy Brumby
	Designated Local Governor
	anbrumby@hotmail.co.uk



	St Mary’s, Falmouth

	Name
	Role
	Email Address

	Jacqui Scarborough
	Head Teacher
	head@st-marys-fal.cornwall.sch.uk

	Carol Pipkin
Susan Buscombe
	Administrator
Senior Leader
	secretary@st-marys-fal.cornwall.sch.uk
sbuscombe@st-marys-fal.cornwall.sch.uk

	Tony Pipkin
	Premises Manager
	tpipkin@st-marys-fal.cornwall.sch.uk

	Susan Marshall
	Designated Local Governor
	smarshall@st-marys-fal.cornwall.sch.uk





	St Mary’s, Penzance

	Name
	Role
	Email Address

	Demelza Bolton
	Head Teacher
	head@st-marys-rc-pz.cornwall.sch.uk

	Tressa Herriot 

Jackie Merriman
	Safeguarding & Pupil Welfare Worker 

School Secretary
	tressa.herriot@st-marys-rc-pz.cornwall.sch.uk
 
jackiemerriman@st-marys-rc-pz.cornwall.sch.uk

	Elaine Neale
	Caretaker
	Tel: 07929 210 090

	Maureen Munday
	Designated Local Governor
	maureenmunday@btinternet.com



	St Paul’s, Plymouth

	Name
	Role
	Email Address

	Maria Anderson
	Head Teacher
	manderson@stpaulsplymouth.com

	Karen Spellman
	Senior Administrator
	kspellman@stpaulsplymouth.com

	Terry Mitch
	Carektaker
	tmitch@stpaulsplymouth.com

	Fred Pearce
	Designated Local Governor
	fpearce@stpaulsplymouth.com






	St Peter’s, Plymouth

	Name
	Role
	Email Address

	Paul Morse
	Head Teacher
	paulmorse@st-petersrc.plymouth.sch.uk

	Louise Patterson
	Business/Office Manager
	admin@st-petersrc.plymouth.sch.uk

	John Cooper
	Premises Manager
	John@st-petersrc.plymouth.sch.uk

	Paul Watson (Chair)
	Designated Local Governor
	paul.watson@babcock.co.uk



	
The Cathedral School of St Mary, Plymouth

	Name
	Role
	Email Address

	Paul Cotter
	Executive Head
	p.cotter@cathedral.plymouth.sch.uk

	Anne Packer
	Administrator
	a.packer@cathedral.plymouth.sch.uk


	Bob Timberlake (Coastline)
	Premises Manager
	

	Sean Harrison
	Designated Local Governor
	seanharrison5769@hotmail.co.uk








Appendix 3

 TO THE PLYMOUTH CAST MULTI ACADEMY TRUST
HEALTH and SAFETY POLICY


Further Arrangements specific to St. Mary’s Catholic Primary, Falmouth ACADEMY


Risk Assessment

The underlying process which informs safety management is risk assessment.  Assessments of significant risks will be made with those persons responsible for the activity/area affected and the significant findings of these decisions will be recorded in writing.  This will be achieved principally by amending and adopting the model risk assessments provided by the Devon Health and Safety Service.  

Where model risk assessments do not address all the significant hazards of the academy, the template RAA01 format will be used to record findings and decisions.
Risk assessments are available for all staff to view and are held centrally in the staffroom. Wherever possible, affected staff will be included in the risk assessment process.  Staff and other affected parties will be briefed in the risk assessment findings.   

Risk assessment records will be reviewed either annually or every 3 years depending upon the levels of risk.  This will be identified on the RAA model risk assessments. 

For full details relating to risk assessment arrangements, reference should be made to the HSA0047 Risk Assessment Guidance Note (to be known as Arrangements from December 2017).

Accident/Incident Reporting

All employee and visitor accidents must be reported to Plymouth CAST. This will be achieved by entering accident details onto the OSHENS on-line accident reporting system.   

Accidents to students and other non-employees should be recorded in the accident book Those accidents to students and members of the public which are work related, in that they have arisen out of a material defect or organisational failure which needs addressing, must also be reported by entering accident details onto the OSHENS on-line accident reporting system.   

Parents/carers will be notified immediately of all major injuries. 

The Head Teacher will investigate accidents and take remedial steps to avoid similar instances recurring. 

All accidents which fall within the scope of the Reporting of Diseases Injuries and Dangerous Occurrences Regulations 2013 will be reported to the Health and Safety Executive (HSE) via the OSHENS on-line accident reporting system.  This will be undertaken by the Devon Health and Safety Service.

For full details relating to accident reporting arrangements, reference should be made to the HSA001 Accident Information Guidance Note (to be known as Arrangements from December 2017).

Asbestos

The arrangements for the management of asbestos on the site are detailed in the Asbestos Management Plan (AMP).  This is located in school office

The Asbestos Register is held in the school office and will be made available to all staff and contractors prior to any work commencing on the fabric of the building or fixed equipment that may contain asbestos. Contractors will sign to acknowledge receipt and understanding of the Asbestos Register. No work can commence until permission to work has been given by the authorising manager named in the AMP. 

The authorising manager shall ensure:

· the AMP is reviewed annually or more frequently if  the Asbestos  Register recommends this and that any changes are approved by the Employing Body
· that the Asbestos Register is consulted at the earliest possible opportunity in the planning process and that all work on the fabric of the building or fixed equipment is approved via the completion of the ASB1 form
· a visual inspection of those asbestos containing materials remaining on site is conducted and recorded on the ASB2 form according to the frequencies identified in the AMP 
· all changes to asbestos containing materials on site, whether due to removal works or accidental damage, will be recorded in the Asbestos Register

All parties will ensure that any damage to materials known or suspected to contain asbestos is reported to Tony Pipkin or the admin staff in the school office at the earliest opportunity.

For full details relating to the management of asbestos, reference should be made to the HSA004 Asbestos Management Guidance Note (to be known as Arrangements from December 2017) as well as the Asbestos Management Plan.

Communication and Training

Detailed guidance and information about health and safety issues can be found in the Devon Health and Safety Service’s Guidance Notes (to be known as Arrangements from December 2017) which are located in the OSHENS Document Library.  

The Health and Safety Law poster is displayed in the staffroom.

Health and Safety Training
All employees will be provided with:

· induction training in the requirements of this policy
· updated training in response to any significant change
· training in specific skills needed for certain activities as identified by the relevant risk assessment
· refresher training where required

Training records will be kept in the school office. Mrs Carol Pipkin is responsible for co-ordinating health and safety training needs. The academy has a system for ensuring that refresher training is undertaken within the prescribed time limits.  

Each member of staff is also responsible for drawing the relevant line manager’s attention to their own personal needs for training and for not undertaking duties unless they are confident that they have the necessary competence. All employees shall undertake work tasks as instructed and trained.

For full details relating to staff training, reference should be made to the HSA0055 Training Guidance Note (to be known as Arrangements from December 2017).

Consultation

Teachers and Support Staff are represented on the Plymouth CAST Health and Safety Committee.  The terms of reference for this committee are published on the Plymouth CAST website and a copy of the Committee Terms of reference is available on request from admin@plymouthcast.org.uk  The committee meets half termly.  

Consultation of day-to-day matters at Academy level will be achieved by attendance at weekly staff meetings. Minutes of these meetings are made available to all staff. Support staff meetings are planned at regular intervals. 

Members of staff with concerns should raise them initially with the Head Teacher and/or the Health and Safety Co-ordinator. If required, requests for external advice should then be sought from the Devon Health and Safety Service for concerns of employees which cannot be resolved locally.
 
Staff should feel free to contact the appropriate trade union appointed Safety Representative. The Employing Body welcome the support of trade unions in health and safety matters. 

For full details relating to staff consultation, reference should be made to the HSA008 Consultation and Communication Guidance Note (to be known as Arrangements from December 2017).

Contractors

All contractors used by the academy shall ensure compliance with relevant health and safety legislation, guidance and good practice. 

All contractors must report to Mrs. Carol Pipkin, Mrs. Isobel Neal in the school office where they will be asked to sign the visitors book and wear an identification badge.  Contractors will be issued with guidance on fire procedures, local management arrangements and vehicle movement restrictions.  Where necessary, contractors will also be requested to sign to confirm that they have read and understood the Asbestos Register.

To ensure contractor competency Mr. Tony Pipkin, Premises Manager will undertake appropriate competency checks prior to engaging a contractor.  Contractors will be asked to provide risk assessments and method statements specific to the site and works to be undertaken. The academy, contractor(s) and any subcontractor(s) involved will agree the risk assessment and safe systems of work to be used prior to works commencing on site.

Mr. Tony Pipkin, Premises Manager is responsible for monitoring areas where the contractor’s work may directly affect staff and students and for keeping records of all contractor work.  Mr. Tony Pipkin will ensure that the specific client requirements of the Construction (Design and Management) Regulations 2015 have been complied with.


For full details relating to the control of contractors, reference should be made to the HSA0007 CDM Guidance Note (to be known as Arrangements from December 2017).

Curriculum Activities 

Risk assessments for curriculum activities will be carried out by the relevant class teachers using the appropriate Devon Health and Safety Service model risk assessments listed previously. 
 
Within science, CLEAPSS Hazards and Recipe Cards are used as model risk assessments to manage the risks within practical activities.   The specific controls adopted in these activities will be checked against these models and significant findings incorporated into our medium term planning.

For full details relating to the higher risk curriculum areas, reference should be made to the HSA0003 Art and Pottery, HSA0011 Design and Technology, HSA0042 Physical Education and HSA0049 Science Safety Guidance Notes (to be known as Arrangements from December 2017).

Display Screen Equipment (DSE)

All staff who use computers daily for continuous spells of an hour or more, or a total daily time of 3 hours or more will have a DSE assessment carried out.  This will be achieved by completing the OSHENS DSE online training and assessment.

Staff identified as DSE users are entitled to an eyesight test for DSE use every 2 years by a qualified optician and corrective glasses (if required specifically for DSE use).  Further details and latest policy is available by emailing admin@plymouthcast.org.uk

For full details relating to DSE, reference should be made to the HSA0012 DSE Guidance Note (to be known as Arrangements from December 2017).

Electrical Safety

All staff will conduct a visual inspection of plugs, cables and electrical equipment prior to use. Defective equipment will be reported to Mrs. Carol Pipkin or Mrs. Isobel Neal in the school office.

All portable items of electrical equipment will be subject to formal inspection and, where appropriate, a testing regime on an identified cycle dependent upon the level of risk associated with the particular appliance type. 

Mr. Tony Pipkin is responsible for keeping an up to date inventory of all relevant electrical appliances within their areas of responsibility and for ensuring that all equipment is inspected and where appropriate, tested according to the frequencies set out above.

Personal items of equipment should not be brought into the academy without prior authorisation and must be subjected to the same inspection process as academy-owned equipment.  

An electrical installation test will be conducted by I J Cannings and Son every 5 years. Mr. Tony Pipkin is responsible for arranging the remedial actions for all Code 1 and 2 non-compliances identified in the report.

For full details relating to work equipment and electrical safety, reference should be made to the HSA0016 Electrical Safety and HSA0058 Work Equipment Guidance Notes (to be known as Arrangements from December 2017).

Fire Safety

The Head Teacher is responsible for ensuring the Academy’s Fire Risk Assessment is undertaken using the RAA08 or equivalent document and controls implemented accordingly. The Fire Risk Assessment is located in the staffroom and will be reviewed annually.

Fire and emergency evacuation procedures are detailed in the Fire Emergency Plan document which is located fire log book and a summary Fire Action notice will be posted at the exit point of each room. These procedures will be reviewed along with the Fire Risk Assessment and are made available to all staff as part of the academy induction process.

All staff will be briefed in the contents of the Fire Emergency Plan on an annual basis.  This will be augmented by fire drills which will be undertaken termly and results recorded in the Fire Log Book.  Additional specific fire safety training will be undertaken as identified in the Fire Risk Assessment.

Evacuation procedures are also made known to all contractors/visitors.

Emergency contact and key holder details are held in the school office.

Tony Pipkin is responsible for ensuring that the Academy’s Fire Log is kept up to date and that the following inspection/maintenance is undertaken:

· dates of fire-fighting equipment inspections and checks
· dates and outcome of fire alarm system(s) inspections and checks
· dates and outcome of emergency lighting system - records of tests
· dates and outcome of visits by the Fire and Rescue Service
· list of all fire training/instruction carried out
· dates and outcome of fire drills

Procedures for other critical incidents and off-site emergencies are contained within the Academy’s Emergency Management Plan which is located in the fire log and will be reviewed annually.

For full details relating to fire safety, reference should be made to the HSA0018 Fire Safety Guidance Note (to be known as Arrangements from December 2017).

First Aid

The academy has risk assessed the need for first aid provision and this is recorded on the RAA22 Whole Primary Academy or RAA09 First Aid Needs Risk Assessment document.  The following first aid provision has been provided accordingly: 

First Aid at Work level:
Penny Barrett		01/17

Emergency First Aid at Work level:
Karen Higham		09/17
Carol Pipkin			02/16
Ashley Blakely-May		10/16

Paediatric First Aid (where required):
Biddy Alway			06/17
Marianne Burton		06/17
Taryn Pennock		09/17
Susan Buscombe		03/16	
Sue Marshall			03/16


[bookmark: _GoBack]First aid qualifications remain valid for 3 years and Mrs. Carol Pipkin will ensure that refresher training is organised to maintain competence and that new persons are trained should first aid trained staff leave.

First Aid boxes are located at the following locations:
· All classrooms
· Medical Room
· Bags ready to be taken outside during PE lessons and lunchtimes

Mrs. Penny Barrett is responsible for maintaining the contents of first aid boxes and replenishing stocks as necessary. Class TA to monitor the stocks in the class first aid boxes.

For full details relating to first aid, reference should be made to the HSA0019 First Aid Guidance Note (to be known as Arrangements from December 2017).

Hazardous Substances

Where it is consistent with the effective performance of the task in hand, every attempt will be made to choose the least harmful chemical possible.

Within curriculum area class teachers are responsible for the safe use and storage of hazardous substances within their areas of control.  It shall be ensured that the findings of model risk assessments are incorporated into point-of-use documents within the department 

In all other areas, the responsible manager shall ensure that:

· an inventory of all hazardous substances used within their area of responsibility is compiled and kept up to date
· Material Safety Data Sheets (MSDS) are obtained from the relevant supplier for all such materials
· risk assessments are conducted and that these assessments are recorded and control measures are understood by those staff that are exposed to the product/substance. This will include the identification and provision of appropriate Personal Protective Equipment (PPE)
· all chemicals are appropriately and securely stored out of the reach of children
· all chemicals are kept in their original packaging and never decanted into unmarked containers

For full details relating to the control of hazardous chemicals, reference should be made to the HSA0010 COSHH Guidance Note (to be known as Arrangements from December 2017).

Legionella

A Water Hygiene Risk Assessment for the academy has been completed by WEMCo and Mr. Tony Pipkin is responsible for ensuring that the identified operational controls are being conducted and recorded in the Water Hygiene Log Book.  This risk assessment will be reviewed where significant changes have occurred to the water system.

A Water Hygiene Management Plan is in place and has been completed by Churchills and Mr. Tony Pipkin is responsible for ensuring that it is reviewed on an annual basis.

For full details relating to the control of legionella, reference should be made to the HSA0028 Legionella Guidance Note (to be known as Arrangements from December 2017).

Lettings/shared use of premises

A member of the SLT will ensure that the hirer/tenant has public liability insurance and will share with the hirer/tenant all relevant academy health and safety information.  The hirer/tenant will be required to provide a copy of their risk assessment where their activities present a significant hazard, either to the building itself or to the safety or health of the occupants within it.

Maintenance of Plant and Equipment

Regular inspection and testing of academy equipment is conducted to legislative requirements by competent contractors. Records of such monitoring will be kept in the school office. All staff are required to report any problems found with plant or equipment to the responsible manager. Defective equipment will be clearly marked and taken out of service by storing in a secure location pending repair or disposal. 

Plymouth CAST have contracted for provision of specific statutory compliance inspections and tests where required (for example lifts, gas appliances or water quality).  This is provisioned by means of ‘Service Level Agreements’ or ‘SLA’.  Carol Pipkin holds a list of SLA that the Academy is signed up to.  This list is kept in the school office. This can be checked by email to propertyserviceshelpdesk@tedcltd.com 

All staff should immediately report if they believe any plant and equipment present significant hazards.  This will then require risk assessments to be undertaken and any training needs and personal protective equipment requirements provided.

Monitoring 

The Head Teacher, assisted by the Health and Safety Co-ordinator, will put in place procedures to monitor compliance with the arrangements described in this policy.  The central component of this process is the 3 yearly Health and Safety Review process undertaken by the Devon Health and Safety Service.  Feedback from this process is to be referred to the LGB and the Plymouth CAST MAT Chief Operating Officer.  

A general inspection of the site will be conducted at least termly and be undertaken by Mr. Tony Pipkin. The person undertaking inspections will complete a report in writing and submit this to the Head Teacher and the Governing Body. Responsibility for following up items detailed in the safety inspection report will rest with Mr. Tony Pipkin.

Inspections will be conducted jointly with the Academy’s health and safety representative(s) if possible.

For full details relating to monitoring, reference should be made to the HSA0005 Audit and Monitoring Guidance Note (to be known as Arrangements from December 2017).

Moving and Handling

Generic risk assessments for regular manual handling operations are undertaken as described in the risk assessment section above.  Staff engaged in these activities will be provided with information on safe moving and handling techniques and will receive specific training where the need is identified in the risk assessment.

All manual handling activities which present a significant hazard, which are not accounted for in the generic risk assessments described above, will be reported to the headteacher. Where such activities cannot be avoided, a specific risk assessment will be conducted to ensure such risks are adequately controlled. A copy of this assessment will be provided to employees who must follow the instructions given when carrying out the task.  Staff should ensure that they do not lift heavy items unless they have received a briefing on the control measures in place.

All moving and handling of students will be risk assessed by Susan Buscombe in conjunction with the staff involved and recorded in a specific Handling Plan for the individual concerned.  The format found in the HSA0035 Moving and Handling People Guidance Note (to be known as Arrangements from December 2017) will be used.  All staff who move and handle students will receive appropriate training both in the controls listed in the Handling Plan and specific training on any lifting equipment that they may be required to use.  Equipment for moving and handling people is subject to inspection on a 6 monthly basis by South Western Aid.

For full details relating to moving and handling, reference should be made to the HSA0034/35 Moving and Handling Objects/People Guidance Notes (to be known as Arrangements from December 2017).

Off-site Visits

The academy has adopted the Devon County Council (DCC) document Outdoor Education, Visits and Off-site Activities Health and Safety Policy 2016 as its own policy.  

In line with this policy, the DCC Educational Visit Adviser has been engaged to endorse arrangements for higher risk activities.  The DCC Educational Visit Adviser will therefore be notified of all Category B and C visits via the Evolve online system.

Local arrangements for Category A off-site visits are detailed in the separate Management of Outdoor Education, Visits and Off-Site Activities Policy and Standard Operating Procedures, which are reviewed annually.   A copy of these documents can be found in on the H:Drive.

The Academy’s Educational Visits Co-ordinator, Mr. Chris Scarborough will check the documentation and planning of the trip and, if acceptable, initially approve the visit before referring to the Head Teacher for final approval. 

For full details relating to educational visits, reference should be made to the Outdoor Education, Visits and Off-site Activities Health and Safety Policy 2016.

Personal Safety and Security

The academy believes that staff should not be expected to put themselves in danger and will not tolerate violent or threatening behaviour to its staff.  

Staff will report any such incidents on the OSHENS system in accordance with agreed accident/incident reporting procedures.

Working alone will be avoided wherever possible.  Work carried out unaccompanied or without immediate access to assistance will be risk assessed by the relevant line manager in order to identify and implement control measures.  Work involving potentially significant risks for example, work at height, will not be undertaken whilst working alone.  In order to ensure that this is the case, staff working outside normal academy hours must obtain the permission of the Head Teacher.

The requirement to undertake a lone working risk assessment will also extend to working alone off-site where staff conduct home visits. 

Academy staff responding to call outs 
Nominated key holders attending empty premises where there has been an alarm activation should do so with a colleague where possible. They should not enter the premises unless they are sure it is safe to do so.

Risk assessments will be reviewed annually or after significant change and recorded by amending the RAA13 Lone Working Risk Assessment or equivalent risk assessment document.

Academy Security
Tony Pipkin/Susan Buscombe are responsible for undertaking a risk assessment for site security in order to identify and implement control measures in this area. This will be reviewed annually or after significant change and recorded by amending the RAA24B Security Risk Assessment document.

For full details relating to security and lone working issues, reference should be made to the HSA0031 Lone Working and HSA0050 Security Guidance Note (to be known as Arrangements from December 2017).

Radon Gas


The academy is located in a radon affected area as defined by Public Health England (PHE).  Consequently, radon gas levels will be measured on a 7-10 year cycle and detectors returned to PHE for analysis.  

If levels are below the 400 Bq/m3 threshold, this process of measurement will continue.  If readings exceed the 400 Bq/m3 threshold a Radiation Protection Adviser (RPA) will be engaged and a risk assessment of staff exposure will be undertaken in consultation with the RPA.  Based upon the findings of this assessment, suitable mitigation systems will be identified and installed to reduce the radon level to well below 400 Bq/m3.  These systems will be maintained.

Stress/Wellbeing
The academy is committed to promoting high levels of health and wellbeing and recognises the importance of identifying and reducing workplace stressors through risk assessment, in line with the Health and Safety Executive’s management standards.

Where appropriate, risk assessment findings will be recorded on the RAA25s Stress Risk Assessment document.

For full details relating to staff wellbeing, reference should be made to the HSA0024 Health Issues for Staff Guidance Note (to be known as Arrangements from December 2017).

Work at Height
Work at height will be avoided wherever possible.  Work carried out at height where a significant injury could result will be risk assessed by the relevant line manager in order to identify and implement control measures.  Staff who work at height will be briefed in risk assessment findings.  When working at height (including accessing storage or putting up displays) appropriate stepladders or kick stools are to be used. Staff must not climb onto chairs/tables.

Formal training on work at height will be undertaken where the need is identified in the work at height risk assessment.  Such training will also be undertaken by those who line manage staff who work at height.  The Academy’s nominated person(s) responsible for work at height is/are Tony Pipkin. 

The nominated person(s) shall ensure:
· all work at height is risk assessed and properly planned and organised
· all those involved in work at height are trained and competent to do so
· the use of access equipment is restricted to authorised users
· a register of access equipment is maintained and all equipment is regularly inspected and maintained 
· access to fragile surfaces is properly controlled 

For full details relating to the control of work at height, reference should be made to the HSA0060 Work at Height Guidance Note (to be known as Arrangements from December 2017).

Work Experience
The assistant head teachers are responsible for managing and co-ordinating work experience.

If the academy hosts a work experience placement, any significant hazards within the planned work tasks will be risk assessed by the host employer and findings will be communicated to the student and their parents/guardians.  This assessment will be recorded on the RAA28 Work Experience Placement Risk Assessment document.

Workplace Safety

Tony Pipkin/Susan Buscombe are responsible for undertaking a risk assessment for general sites and buildings safety in order to identify and implement control measures for the following site workplace hazards:

· slips, trips and falls
· glazing
· trees
· waste storage and disposal
· vehicle/pedestrian conflict
· 
This will be reviewed annually or after significant change and recorded by amending the RAA03 Building and Site Safety Risk Assessment document or equivalent risk assessment document.

For full details relating to the control of hazards within the premises, reference should be made to the HSA0044 Premises Guidance Note (to be known as Arrangements from December 2017).


APPENDIX 4

REPORTING TOOLS AND EMERGENCY PYRAMID

Background

Knowing what to report and when can be confusing.  In a busy school environment there are likely to be many different events that need recording in order to ensure appropriate compliance and record keeping.  This is to ensure the needs of the casualty are met; that lessons can be learned and that the school can respond to any subsequent action or investigation.

Goal

The goal is that all Academies in the Trust have auditable records to improve health and safety for the benefit of all those under our care and supervision including pupils, staff, visitors and members of the public including parents.  All of the guidance below is available from the OSHENS website.

Threshold for Formal Reporting

The adage of ‘if in doubt report it’ should apply. Clearly any system also needs to be effectively managed to ensure it does not become overwhelmed.   The first principle is the OSHENS ‘Reporting Triangle at Figure 1.  If in doubt report it.

 (
1
2. Lost time injury – up to 7 working days
3. Minor Injuries
4. No actual injury, e.g. threatening behaviour to employees, near miss, etc 
1.
 Fatalities, major injuries (fractures, amputations, loss of sight, unconsciousness, and any injury resulting in employee being absent for more than 7
 days.
2.
 Minor injury (cuts, bruises), etc and where there is lost time – up to 7 working days 
3.
  Minor injury (cuts, bruises), etc 
and 
where there is no lost time
1.
  Fatalities, major injuries, person taken directly to hospital for treatment, where the accident was during an organised activity or due to a premise’s failing (e.g. slipped on wet floors, etc
3.
  All these accidents & inci
dents are not reportable
 if the injury was not during an organised activity or not due to a failing 
and
 
they were not taken directly to hospital
Use Quick Reporting Tool for the following
Use Full 
OSHENS 
Reporting System
2.
  N/A as not employees
4.
  N/A to clients, service users, pupils, members of the public, visitors, etc
Incidents to CAST Staff
 Employees
)                               	Incidents to Pupils, Members of the public, Visitors, etc:














Figure 1. OSHENS Reporting Triangle
1.	QUICK REPORTING TOOL
1. Go to https://devon-safety.co.uk

2. Enter username and password. If you do not have a username and password, contact the Health and Safety Service on 01392 382027 or alternatively healthandsafety@devon.gov.uk

3. Refer to Accident Triangle to check Quick Reporting Tool is appropriate to use
[image: ]
4. Click on icon below Quick Tools

5. Select Type of Incident from drop-down list 

6. Under ‘Person Entering this Report (Contact Details:)

7. If your name does not populate automatically (e.g. because you have used a generic team/establishment password to open up the record) you will need to enter your name

8. Ensure you add your contact telephone number

9. Under ‘About the Incident’:

10. Ensure you change the time and date to that of the incident if not autogenerated.

11. Complete Part of Organisation if not already pre-populated, incorrect or if you have used a generic team/establishment password.  This should read:

12. Department: Non DCC LA Maintained Establishment

13.  Service: Plymouth CAST MAT

14. Group or Team: Select your school from the drop down list

15. Click NEXT

16. Under ‘Where it happened’ enter:

17. Did it occur on or near one of our sites click Yes or No (most likely yes)

18. Location Type: Select Primary or Secondary School or Nursery Unit

19. Site or Building: Select Your establishment from the List

20. Area; select the most appropriate descriptor for the area.

21. Complete text box for exact location with as much detail as possible.

22. CLICK NEXT

23. What: describe a) what happened and b) follow up actions to prevent a reoccurrence. Select most appropriate main cause from drop-down list. Click Next

24. People: if there were people involved in incident select Yes. Select Add Details

a. In Personal Details select category of person and type of involvement. If “Look up Employee” is available – click and search. If person is found – select by ticking the box and click OK (you can access additional details about that person by clicking on their name; this will help if you find two or more individuals with the same name). If “Look up Employee” is not available or person is not found in search – add personal details and click next (if affected person click Save)

b. In Injuries add injury details (click Add Injury if more than one). Select the most appropriate severity/outcome of injury (as known at time of entering report). Click Next

c. In Initial Treatment section, select treatment given from the drop-down list.  Answer the three yes/no questions relating to the injury (if answers to these questions are not known, DO NOT tick a box as ticks can be changed but not removed). Then select what happened after incident from the drop-down list. Click Next and Save Details 

25. Local Investigation: complete either employee or non-employee section. Click Next 

26. Tick agreement box and select Submit Now

27. You can now save or print the PDF report by clicking on red icon and click Close


2. FULL ACCIDENT/INCIDENT REPORTING

1. Go to https://devon-safety.co.uk

2. Enter username and password. If you do not have a username and password, contact the Health and Safety Service on 01392 382027 or alternatively healthandsafety@devon.gov.uk

3. Check that the incident has to be inputted using the full system.  Check the accident triangle if unsure 

4. Select the Incident Management icon

5. Select the New Incident tab

· Under ‘Select Department’ dropdown choose Non-DCC LA Maintained Establishments
· Under ‘Select Service’ dropdown choose Plymouth CAST MAT
· Under ‘Group or Team’ dropdown choose your own site.

6. Select type of incident from the drop-down list. Click Create. The full incident report screen will be created and will open in the Incidents Details tab, Date & Time section.  The report has now been given a unique reference number that is displayed at the top left of the page

7. Change the Incident time and date to the actual one of the incident (it pre-populates with the current time and date)

8. Next to Date & Time select Where. Select whether the incident took place on your site. If yes, use the three drop-down boxes to select the location, building and area of the incident. Provide more information in the Exact Location field, e.g. ‘room 24’ or ‘by monkey bars’.	

9. Next to Where select What. Describe a) what happened and b) follow up actions to prevent a reoccurrence 

10. Next to What select People: if there were people involved in incident select Add Person

a. In pop up box, select Category of Person, i.e. employee etc and Nature of Involvement, i.e. injured person etc. 

b. If Verify Person Identity box appears, continue below. If Person Details box appears, go to 11C.
Enter surname and click search. If person is found – select by ticking the box and click Save (you can access additional details about that person by clicking on their name; this will help if you find two or more individuals with the same name). If not found in search, select New Person, enter details of person and click Save. Note that New Person details will appear under the search section; tick box next to person added which will select that person. Click Save. Go to 11D

c. If Person Details box appears, enter details in Personal tab. If contractor, enter details in top section of Employment tab and click Save

Note: All boxes with red asterisk * are mandatory fields 
Note: Once new record is created you may wish to click on person’s name to add further details. This is mandatory for RIDDOR 
d. Select Involvement Details

· In Involvement Details if person is employee, select Type of Work from drop-down list. Click Next
· If Affected Person (no injury), press SAVE and go to 12
· In Injury Details, use the 4 dropdown boxes to select injury. If there are multiple injuries, use Add Injury and complete another line
· In Injury Severity select the most appropriate level from the drop-down list (as known at time of entering report). The level can be amended later if necessary
· Add comments if necessary and click Next
· Complete the 5 questions (if answers to the 3 tick box questions are not known, DO NOT tick a box as ticks can be changed but not removed). Click Save

11. Next to People select Local Investigation. Complete either employee or non-employee box 

12. Next to Local Investigation select Notify
· Here you can send a notification email, if necessary, to let others know about the incident. However this has to be to someone with named access to the system (not a generic login). This could be a manager / Headteacher or the Devon Health and Safety Service Mailbox.
· Select Allocate People and search for person’s surname. For H&S Mailbox, type ‘H&S Inbox’, select by ticking the box next to name and click OK
· Select Email People to send standard notification email. Pop-up confirmation box comes up, tick box and click OK

13. Next to Notify select Sign Off
· Select most appropriate main cause from drop-down list
· Select Review and Sign Off
· System Check
OSHENS will automatically check the record. 
Yellow warning signs flag up issues but will not prevent you from moving on. Check to see if any require actions.
Red error signs flag issues that must be rectified – possibly missing information. Note the Record Section and the Error Description, select Cancel to go back into the main record to make the amendments. Once completed start 14 again. Click Next
· RIDDOR Check
OSHENS will automatically check the record to see whether the incident MAY BE notifiable to the H.S.E. This is only a recommendation. The Devon Health and Safety Service will be able to give you advice and will send the report to the H.S.E. if necessary. Click Next
· Incident Assessment
Use the 3 drop-down boxes to select the Actual Severity, Potential Severity and Likelihood (press “i” button for guidance on each of these). Click Next
Note the advice given on the level of investigation required. Further action may be required.
· Sign Off
Tick confirmation box and click OK 
14. By selecting the red icon (Incident Review Form) on the next screen you can print and/or save a copy for your records or pass to the injured/affected person

15. Absence 
If there is any employee absence associated with incident, select the Absence tab and either update the record by selecting the person and adding absence end date or select Record Absence and complete the record for each injured person’s absence
16. RIDDOR
	If you believe that the incident is reportable under RIDDOR, select the RIDDOR tab and fill out the form. There is a separate Guide available to help you do this. If you are unsure about whether to complete this step, contact the Devon Health and Safety Service on 01392 382027


APPENDIX 5
REPORTING MINOR FIRST AID AND INFORMING PARENTS
Minor incidents such as a plaster or bump are likely to outnumber OSHENS reportable incidents.  The OSHENS system ‘Quick Reporting’ may be used for all incident reporting but this may be impractical for schools and is not suitable for notifying parents.
The following forms at will be used for recording minor incidents and notifying parents.
It is perfectly acceptable for Schools to use their own forms provided all the information require is collected as per the sample forms and that receipt of the form is acknowledged by the parent.





















[image: ]Headteacher: Mrs. J. Scarborough
Mongleath Road
Falmouth
Cornwall

Date: _____________________

Dear 	_____________________
Your child sustained an injury today at ____________ am/pm whilst in the classroom/playing in the playground/taking part in PE.
The injury was

and the following first aid was administered


It was not felt that you needed to be contacted but should you have any reasons for concern over the injury, please consult your doctor or the Minor Injuries Unit at Falmouth Hospital. 

Signed: _________________________ 	Signed: _____________________
	    Person administering first aid				Class Teacher


Please tear off and return to school office:

Child’s Name: ___________________________ 

I confirm that I have received a First Aid note today. 

Signed: _________________________       Date: _________________

[image: ]Headteacher: Mrs. J. Scarborough
Mongleath Road
Falmouth
Cornwall

Date: _____________________

Dear 	_____________________
Your child  ________________________ sustained an injury today at ________ am/pm where they received a knock to the head. Ice was applied to reduce any swelling and your child has been monitored for any signs of concussion, as per school policy but it was not felt that you needed to be contacted. 
If your child exhibits any signs of confusion, headache, dizziness, feeling or being sick, loss of balance, feeling stunned or dazed, disturbances of vision, blurred vision or seeing stars/flashing lights, difficulty with memory or any other abnormal behaviour then please consult your doctor or the Minor Injuries Unit at Falmouth Hospital on 01326 430000
Further guidance can be found on the NHS website: http://www.nhs.uk/Conditions/Concussion/Pages/Symptoms.aspx 
[image: ]Signed: _________________________ 	
            Person administering first aid	

Signed: _____________________
	    Class Teacher


Please tear off and return to school office:

Child’s Name: ___________________________ 

I confirm that I have received a First Aid note today. 

Signed: _________________________       Date: _________________
[image: ]Headteacher: Mrs. J. Scarborough
Mongleath Road
Falmouth
Cornwall

Date: _____________________

Dear 	_____________________
Your child  ________________________ suffered a nosebleed today at ________ am/pm whilst in the classroom/playing in the playground/taking part in PE.
The injury was spontaneous/as a result of a knock to the nose and the bleeding lasted for approx. _________ minutes during which time the relevant first aid was administered.
It was not felt that you needed to be contacted but should you have any reasons for concern over the injury, please consult your doctor or the Minor Injuries Unit at Falmouth Hospital. 

Signed: _________________________ 	Signed: _____________________
	    Person administering first aid				Class Teacher


Please tear off and return to school office:

Child’s Name: ___________________________ 

I confirm that I have received a First Aid note today. 

Signed: _________________________       Date: _________________







[image: logo.bmp]


Health & Safety Procedures


Contents
Page no.
55.		Responsibilities
56.		Specific Health, Safety and Welfare Policy Procedures:
56.		First Aid
58.		Medicines in School
59.		Accidents
60.		Fire
63.		Electricity
63.		Work Equipment
64.		Working Alone
64.		Security
64.		Violence
65.		Positive Handling
65.		Arrangements for Supervision of Pupils
66.		Risk Assessment
67.		The Control of Hazardous Substances
67.		Personal Protective Equipment (PPE)
68. 		Online Safety

Responsibilities
It is recognised that individuals and groups of individuals have responsibilities for health, safety and welfare in the school.  The individuals and groups identified below are expected to have read and understood the School’s policies and procedures for ensuring health, safety and welfare and to conduct their duties in accordance with them.

Governors
The governors are responsible for ensuring that mechanisms and procedures are in place for health, safety and welfare.  The Governors will receive regular reports to enable them, in collaboration with the Head Teacher, to prioritise resources for health, safety and welfare issues.
The Governors have appointed a Safety Governor to receive information, monitor the implementation policies, procedures and decisions and feedback to the Governing Body on health, safety and welfare issues.
The Safety Governor is Mrs Susan Marshall


Senior Management & Co-ordinators
Senior Management staff and Co-ordinators have responsibilities for:-
· Day-to-day management of health and safety in accordance with the health and safety policy; 
· Drawing up and reviewing departmental procedures regularly; 
· Carrying out regular inspections and making reports to the head teacher; 
· Ensuring action is taken on health, safety and welfare issues; 
· Arranging for staff training and information; 
· Passing on health and safety information received to appropriate people; 
· Acting on reports from staff, the Head Teacher, the LA, CAST or Governors. 

All Employees
All employees have a general responsibility, as far as reasonably practical, to ensure the health, safety and welfare of themselves and others who may be affected by anything they do or fail to do.  In particular, employees have a responsibility for:-
· Checking classrooms/work areas are safe; 
· Checking equipment is safe before use; 
· Ensuring safe procedures are followed; 
· Ensuring protective equipment is used, when needed; 
· Participating in inspections and the health and safety committee, if appropriate; 
· Bringing problems to the relevant manager's attention
· In addition, all employees have a responsibility to co-operate with the employer on matters of health and safety.

Volunteers
Volunteers (such as parent-helpers, etc.) have a responsibility to act in accordance with the school’s policies and procedures for health and safety and to report any incident or defective equipment to a member of staff immediately.
Volunteers are also expected to act only under the supervision of a qualified teacher.

Specific Health, Safety and Welfare Policy and Procedures
Listed below are some specific health, safety and welfare policies and procedures adopted by St Mary’s School. Further details can be found in the specific policy stored on the public area of the ‘H’ drive. All linked policies are listed below.

	Policy or procedure for safeguarding


	Anti-Bullying ( with reference to racial bullying and cyber bullying www.cypf.cornwall.gov.uk/media/word/g/d/Cyberbullying.doc)

	Behaviour management/student discipline

	Children in Care

	Confidentiality Policy

	Drugs and Substance Misuse

	Educating Children with Medical Needs

	First Aid ( included in Safeguarding Policy & Intimate Care Policy)

	Health & Safety 

	Intimate Care

	Management of allegations made against staff (Included in Safeguarding Policy)

	Home School Agreement

	PSHE curriculum

	Recruitment and Selection  (Safer Recruitment included in Safeguarding Policy)

	Safeguarding statement in school prospectus/website

	Security

	Sexual Health and Relationships Education

	Single Equality Scheme

	Special Educational Needs

	Staff Appraisal /Performance management

	Staff handbook (guidance on conduct) 

	Use of Positive Handling & Restraint 

	Volunteer/Visitors Policy

	Use of photographs/video

	Whistleblowing

	Work Placement (Work Experience)



First Aid
The school has assessed the need for first aid provision and has identified that two fully qualified first aiders holding the First Aid at Work Certificate and at least three personnel holding the Emergency Aid (appointed persons) Certificate are required for adequate cover.

Coordinator:
Mrs Penny Barrett is responsible for overseeing the arrangements for first aid within the school. Miss Buscombe, Mrs. Marshall, Mrs. Burton and Mrs Pennock have completed Paediatric First Aid Training. Their duties include ensuring:-
· That first aid equipment is available at strategic points in the school
· The Staffroom, Lunchtime Supervisors station, Medical Room and each classroom.
· that the correct level of first aid equipment is maintained in each first aid box
· that a sufficient number of personnel are trained in first aid procedures, that first aid qualifications are, and remain, current (e.g. First Aid at Work Certificates are valid for 3 years)
· Mrs. Barrett will also regularly check first aid logs for indications of recurrent or frequently reported types of injury.

Trained staff include:- Mrs Pipkin, Mrs Higham,  Mrs Barrett, Mrs Marshall, Miss Buscombe, Mrs Pennock, Mr. Blakely-May and Mrs. Alway. 


First Aiders
The first aiders listed above will provide first aid treatment for anyone injured on site during the school day.  They will also provide, as appropriate, first aid cover for 
· trips & visits
· Extra-curricular activities organised by the school (e.g. sports events, after school clubs, parent’s evenings, school-organised fund raising events, etc.)
First aid cover is not provided for:-
· contractors
· Events organised by third parties (fetes, evening clubs, etc.)

First aiders are responsible for ensuring that First Aid Logs are completed for all treatment given and that the necessary details are supplied for the reporting of accidents (see Reporting of Accidents section)

Treatment of Injuries
The School will rely on the knowledge and experience of its trained first aiders in order to administer appropriate treatment to injured persons.
In emergency situations, the first aider will call (or will instruct another member of staff to call) 999 and request that an ambulance and paramedics attend.
Where there is any doubt about the appropriate course of action, the first aider will be expected to consult with the Health Service helpline:-
NHS 111		Telephone Number: 111 and, in the case of pupil injuries, with the parents or legal guardians.

Suspected Head, Neck & Spinal Injuries to Pupils
In the event of a suspected head, neck or spinal injury to a pupil it is the policy of this school, in addition to the normal first aid procedures, that the pupil’s parent/guardian is contacted and informed of the injury.
The attending first aider, in consultation with the parent/guardian, will decide the appropriate course of action in each case.  The first aider will ensure that treatment is not delayed by difficulties in contacting the parent/guardian.
In any case where there is any doubt about the pupil’s wellbeing, the first aider is expected to contact NHS 111 for advice or ‘phone for an ambulance as appropriate.

Other Significant Injuries
Any other serious injury will be notified to the parents/legal guardian by the quickest means possible (normally by phone).
In the event of a head injury to a pupil it is the policy of this school, in addition to the normal first aid procedures, that the pupils’ parent/guardian is contacted and informed of the injury. Minor bumps are indicated on an incident sheet which is sent home to parents.
In addition to the procedures above, the School will notify parents/legal guardians of any other significant injury by way of
· a telephone call
· an incident form
Records of notification by telephone to parents will be kept by the reporting member of staff. Copies of written notification are held in the secretary’s office.

Escorting Pupils to Hospital
When it is necessary for a pupil to be taken to hospital, they will be accompanied by a member of staff and another adult – unless the pupil’s parent or guardian is in attendance.
The member of staff will stay with the pupil until a parent or guardian arrives and responsibility is “handed over”.

Medicines in School
The school follows Council and DFE guidance on the dispensing of medicines in school.
This school will dispense medication which has been prescribed by a medical practitioner with written instructions for its use.
The School keeps medication for children with ‘Medical Needs’ in special circumstances. These may include epipens, diazepam and insulin.

Dispensing of Medicine
All requests for the dispensing of medication must be accompanied by a consent form completed, signed and dated by the pupil’s parent or guardian.

The office staff are responsible for receiving medicines and Mrs Barrett is responsible for checking consent and dose information, checking “use-by” dates.

Mrs Scarborough will deputise where necessary.

All medication will be kept in a secure location: - Medical Room.
Medication for personal use by members of staff must also be kept in a secure location. E.g. handbags, etc. containing such items must be locked away and not be left in the classroom where pupils could gain access to them.

Medical Log
Consent forms will be kept in the Medical Log and will be kept for the duration of the pupil’s attendance at the school.
The Medical Log will also contain a log of medications dispensed which will include:-
· name of pupil
· name of medication
· “use-by” date
· dose
· time and date
· signature of dispenser
· comments/reactions
Medical Procedures
The school has provided a suitable place for the dispensing/application of medicines.  Where necessary, arrangements have been made for pupils with particular conditions and these are detailed in individual care-plans.

Off-Site Activities
The school has a policy and procedure for off-site activities which includes the assessment of medical needs of all involved in the trip.

Accidents

Reporting Officer
The Headteacher/Secretary is responsible for the collection of information and the completion of the OSHENS on-Line Accident Report.  In her absence, this role will be fulfilled by the Assistant Head Teacher.
All accidents must be reported to the reporting officer.
The Reporting Officer will record all accidents.  The following incidents will be recorded and reported using the Riddor on-line Accident Reporting System:-
Specified dangerous occurrences (refer to Education Handbook for list)
Specified diseases (refer to Education Handbook for list)
· All employee accidents
· All contractor accidents
· All accidents to members of the public/visitors
· Accidents to pupils which result in a major injury or death
· Accidents to pupils which result in the injured person being taken from the scene of the accident directly to hospital
· Accidents to pupils which may have resulted from a premises/equipment defect
· Accidents to pupils during structured activities
· Accidents to pupils where first aid treatment has been provided.
· All other incidents will be recorded in the school’s Day Book/Incident Log.

Accident Investigation
All accident reports will be seen by the Headteacher who will decide if an investigation is necessary.  Investigation reports will be entered onto the Riddor on-line Accident Reporting System via the OSHENS system.  Major incidents will be reported to the Head Teacher and the Health and Safety Governor.
All on-line reports are sent electronically to CAST Central and are reviewed by a Health and Safety Officer.



Accidents Reportable to the Health and Safety Executive
Reports of fatalities, major accidents and over-three-day incidents are automatically forwarded to the Health and Safety Executive (HSE) by the on-line system as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). CAST Central will liaise with the HSE on these incidents.


Fire

Fire Officer
The person responsible for organising the school’s fire precautions is the Headteacher.
In his/her absence, one of the Assistant Head Teachers will fulfil this role.

The fire officer is responsible for:
· Arranging a fire evacuation drill at the beginning of the school year and at least once every term (once per half-term where practical)
· Recording the significant results of the fire evacuation drills
· Ensuring that the Fire Log is kept up-to-date (arranging for alarm tests, emergency lighting checks, fire extinguisher checks etc. on a regular basis)

All Staff
All staff are responsible for ensuring that pupils and visitors evacuate in an orderly and timely fashion in the event of the alarm sounding.

Evacuation and Registration Procedures
On hearing the fire alarm, pupils will leave their classrooms using the external exits and gather on the playground. If in the hall, they will leave using the fire exits in the hall or library.

The Headteacher will contact the emergency services and Mrs Pipkin will deputise in her absence.

In the event that a quick return to the building is prohibited due to e.g. fire or flood, after making contact with St. Francis School, pupils will be escorted up Mongleath Road to the school. Should there be a gas leak in school, pupils will be escorted to St. Francis School. No electricity should be used in the event of a gas leak, which includes opening the main front door. In this situation, an alternative exit should be used. 

In the event of a bomb threat to the school, either by telephone, through email or social media, the Headteacher, Assistant Headteacher or office staff will follow the procedure for recording details of the threat and informing the police. Staff will be alerted to the need for quick evacuation of the building and surrounding area with the words ‘St. Francis’. Either the Headteacher, Assistant Headteacher or office staff will visit each classroom in turn to convey this message. This will indicate that pupils must be escorted to St. Francis School as quickly and calmly as possible. 
.
Fire Drill in School
Introduction
The following sequence should be adopted in case of fire in schools:
· Raise the alarm
· Call the Fire Brigade
· Evacuate the premises
· Assemble
· Roll call
· Tackle the fire

When a practice fire-drill is carried out, the following sequence should be adopted:
· Raise the alarm
· Evacuate the premises
· Assemble
· Roll call

Procedure
The following procedure should be adopted.  In cases where variations are necessary due to local conditions, the advice of the Chief Fire Officer should be obtained.

On discovering a fire
Any pupil who discovers or suspects an outbreak of fire is to inform a member of staff, who will immediately raise the alarm.
If the fire warning system is not of the type which is audible, then arrangements are to be made for staff to pass on the warning from alarm point to alarm point.  Whoever raises the alarm should contact the person in charge of the school at the time, and pass on details of the incident.

On calling the fire brigade
All outbreaks of fire, irrespective of size, or any suspected outbreak should be reported immediately to the Fire Brigade.  All members of staff should be made familiar with the correct procedure and the facilities available for calling the Fire Brigade.

Evacuating the premises
· On hearing the alarm, pupils in classrooms should stand where they happen to be; when instructed by the teacher or person in charge, they should proceed in single file and in an orderly manner to evacuate rooms, using the route previously designated by the Head Teacher.
· Pupils not in class should proceed to their assembly point.
· As the pupils are leaving the building, all doors which will not be used again during the evacuation are to be closed behind them.
· Talking should not be allowed, to ensure that any orders given can be heard.  Overtaking by classes or individuals must not be permitted.

The Headteacher will check the new extension at the front of the school.

Mr Blakely-May will check the hall, library and infant toilets and Mrs Walton to deputise in his absence. 

Mrs Watkins will check the junior toilets and Mrs Barrett to deputise in her absence.

The office staff will open the green gates at the front of the school.

All classes will evacuate the classroom through the external doors.

Teaching assistants will be responsible for evacuating disabled pupils or children of a very nervous disposition where appropriate. 

The secretary will take class registers, the visitors book, fire log and computer backup tapes to the playground on leaving the building.

The kitchen staff should leave by the eternal door and proceed around the building via the green gate, to the assembly point on the playground.

The person in charge of the school (Headteacher/Assistant Headteacher) at the time will go to the place of assembly and await reports from all sections.  He/she should have in her possession a check list which will enable him/her to make a complete report to the first Fire Officer on arrival.

Assembly
The place of assembly in case of fire is the playground. All pupils and staff must be made aware of its location and, if necessary, their own particular place at the assembly point.

The assembly point should be as far away from the buildings as possible.

Roll call
Immediately the pupils have arrived at the assembly point, a roll call must be taken by class teachers, who should then report to the person in overall charge ‘all present’ or otherwise.

Tackling the fire
All members of staff should be aware of the location of the various types of extinguishers and know which type of fire they are intended for.  Any member of staff in the vicinity of the outbreak of fire, who is capable of using an extinguisher, should tackle the fire, providing he/she does not expose him/herself to any undue risk or danger and that he/she is able to arrange a substitute if he/she is in charge of a class.

New Intake
On the first day of a school term, all new entrants, staff and pupils, should be conducted over the escape routes, shown the alarm points and be instructed in the fire routine procedure.

Notices
Each fire alarm should be indicated conspicuously by a notice worded ‘FIRE ALARM’ followed by appropriate operating instructions.



Test fire drills
Test fire drills should be held at least once per term and a record kept of them.  It should be assumed that the fire outbreak is in a different place for each fire drill, so that a variety of fire situations may be covered.
Separate fire drills should be held for areas such as kitchens, where drills at particular times would cause difficulty.

Electricity
The school will undertake to inspect and test all portable electrical appliances by a competent person at least once per year.
The school has arranged for these tests to be carried out by contractors used by CAST. (See Service, Repairs & Maintenance File).
All test certificates will be kept in the above file kept in the secretary’s office for the duration of the life of the appliance.

Coordinator
The Premises Manager is responsible for keeping an up-to-date inventory of all relevant electrical appliances and for ensuring that all equipment is available for testing.
The Premises Manager is also responsible for liaising with CAST Central to arrange for a whole school fixed wiring inspection. 


Personal Items of Equipment
Personal items of electrical equipment should not be brought into school for use by staff or pupils. 
If a personal item is required to be used in school for a one off type event then permission must be sought from the Headteacher and the equipment must have a current portable appliance certificate and be used with a residual current device.
Where possible rechargeable battery type pieces of electrical equipment should be used.

All Staff
All staff will visually inspect electrical equipment before use for obvious defects.
Defective equipment will not be used and will be reported to the Headteacher and/or the Premises Manager for repair/replacement.

Work Equipment   

The Headteacher will be responsible for overseeing the purchase of all work equipment.
All work equipment must be purchased from a reputable supplier for the type of equipment that is required.
Before purchase consideration must be given to 
· the installation requirements, 
· the suitability for purpose, 
· the positioning and or the storage of the equipment, 
· maintenance requirements (contracts & repairs);
· training and use of the equipment
Staff must not use new items of work equipment unless appropriate training has been given.



Working Alone
It is recognised that, from time to time, it may be necessary for school employees to work in situations or locations which are remote from other members of staff.  This will include employees working in the evenings, weekends or during the holiday in the school on their own.
In such circumstances, the school will assess the risk to these individuals and will introduce suitable controls to ensure that all risks are minimised.  A copy of the procedures introduced to control these risks will be kept in the Health and Safety File for the attention of teaching staff, kept in the staff room.
Any staff wishing to work outside normal school hours must have prior agreement/permission from the Headteacher.

School Security
The caretaker is the appointed person who is responsible for the security of the school at the end of the day by ensuring that doors, windows, skylights etc. are secured.
The Caretaker/Premises Manager is also responsible for carrying out checks of the premises during the school holidays.
The green gate and the gate leading to the playground are locked between the hours of 9:00 to 3:15pm.

School Staff/Governors Responding to Call Outs
Staff nominated as out of hour’s key holders are sometimes required to attend site following the activation of the alarm.
When they are called out they will not know what situation they will find and consequently systems need to be established which reduce the potential for them to be harmed.
It is considered that it is foreseeable that when attending a call out there is potential for injury due to assault (which is rare) or as the consequence of an accident.
The following person(s) the Caretaker/Headteacher/Assistant Headteacher are the school’s nominated representatives who will respond in an out-of-hours call out.
The school will assess the risks to these individuals and introduce suitable control measures to ensure that all risks are minimised.

Call Out Arrangements
The school will introduce call out arrangements that will reduce the possibility of injury to staff and which ensures that if an incident occurs support will be provided.

Security Firm Personnel Attending 
A contract with Kestrel Security Firm ensures that response to alarm activations without recourse to a school key holder takes place.
An employee should not enter a building alone unless there is an urgent and important need to do so before assistance arrives.
No employee is expected to enter a building where it is believed that there is a significant risk.
A copy of the procedures introduced to control these risks will be kept in the security file kept in the secretary’s office.
Following an event the risk assessment should be reviewed and further control measures implemented if appropriate.


Violence
The School follows the Council’s policy and guidance on Violence at Work.
The Headteacher is responsible for ensuring
· All staff are aware of the policy
· All staff are aware of the procedures for avoiding violence at work
· All staff are aware of the procedures for dealing with violent incidents
· All staff are aware of the procedures for reporting violent incidents
· All staff are aware of the support facilities available to victims of violence at work
All incidents of verbal and physical abuse to be recorded using the on-line accident reporting system.

Positive Handling
Staff have been trained in utilising de-escalation and positive handling strategies to support a child when they are in a crisis situation.  Within this school a number of support staff have been trained in positive handling techniques.  A specific policy, aimed at the control of pupils, has been adopted.

Arrangements for Supervision of Pupils
The school will be open for pupils from 8.45 am to 3.45 pm on weekdays during term times.  Between these times supervision will be provided.  Pupils will not be allowed on site outside these times unless they are attending a breakfast or after school club.
There will inevitably be exceptions to this structure for example, Masses, visiting speakers, theatre groups, children working through breaks supervised by the class teacher (see timetable framework sheets) etc., but outside of these exceptions the structure must be adhered to for good order and efficiency. 

Between School Opening and Lesson Start Time:
Pupils must not be on the school premises before 8.45 am, unless attending the breakfast club
On arrival they should make their way to their classroom via the outside path and not through the school building (Y1 – Y6). The gate is unlocked by the member of staff on duty at 8:45am. Reception class will go straight into the Reception classroom.

Break-Times
KS1 break-times are from 10.30 – 10.45 am and from 2:15 -2:30pm.                                                    
A teacher and an infant teaching assistant will be on duty.

KS2 break-time is from 10.45 – 11:00 am.                                                             
A teacher and a KS2 teaching assistant will be on duty.  

The teaching assistant will supervise the class during wet breaks and take their break afterwards.

Lunchtimes:
Lunchtime is from 12.00 – 1.00pm for Reception to Year 4 
12.30 – 1.30pm for Years 5/6.  			
Seven lunchtime supervisors are on duty.  This ratio is well above HSE and OSHENS risk assessment guidelines.

End of Lessons and School Closing Time:
KS1 pupils leave school at 3.15 pm and are collected by their parents from the playground.

If parents are late, pupils are escorted back into the reception foyer where a KS1 teacher is on duty until they are collected.

KS2 pupils leave school at 3.30 pm and children in Y4-6 are escorted to the gate for collection by their parents. Children in Y3 are collected by their parents from the playground. 

If parents are late, pupils are escorted back into the reception foyer. The teacher will report their names to the School Office or a senior member of staff and the child remains inside the building until their collection.  

Staff or external providers running after school clubs are responsible for supervising pupils until collected by parents/carers.      
                       
Risk Assessment
The school will carry out risk assessments for activities where there are significant risks and hazards. During this year we are phasing in the use of the OSHENS (Online Safety Health and Environmental System) service. 

Miss Susan Buscombe is responsible for managing the risk assessment process and producing relevant reports for the Head Teacher and the Governors. 

Staff have a duty to take care of their own Health and Safety and that of others who may be affected by their actions. All risk assessments need to be suitable and sufficient, carried out before an activity takes place, and follow the 5 step risk assessment process.
· Identify any potential hazards
· Identify who may be harmed
· Evaluate the risks and set the relevant control measures and precautions
· Record the findings of the assessment and share with the relevant groups of people
· Review the assessment

Every risk assessment will be carried out by a competent person, with the relevant knowledge, experience, and training in a particular area. For each risk assessment there will be safe working procedures associated with the activity. When identical activities are carried out a generic risk assessment may be used.

All class teachers are responsible for managing the risk assessment process for class trips, with support when necessary from the Educational Visits Co-ordinator. We are phasing in the use of the Evolve online system for completing risk assessments for educational visits. Copies of these risk assessments are stored centrally in the co-ordinators file. Risk assessments must be given to the EVC at least one week in advance of the visit. 

Subject co-ordinators are responsible for managing and monitoring the risk assessment process for their areas of responsibility. These risk assessments are kept centrally in the co-ordinators files and the staffroom.

All risk assessments will be reviewed regularly to ensure that they are up-to-date. For most activities the risk assessments will be reviewed annually, although when there is evidence that the risk assessment is no longer valid or there has been a significant change it will be reviewed more frequently. Risk assessments will be reviewed after an incident or accident.

Copies of risk assessments are available from the staffroom or co-ordinators files.

The Control of Hazardous Substances

All substances which may be considered hazardous to health have been assessed using the Council’s COSHH Database (except in Science – these are covered by the CLEAPSS Hazcard system).  Assessments have been returned to the school and copies are available in the COSHH file to be found in the caretaker’s room.

COSHH Coordinator
The Headteacher is responsible for ensuring that, before any new substance/chemical is used, a COSHH assessment has been obtained from the Council.
The coordinator is responsible for ensuring that COSHH assessments are seen and understood by those staff who are exposed to the product/substance.
The coordinator is also responsible for ensuring that any updated COSHH assessments received are seen and understood by those who are exposed to the product/substance and that the COSHH file is kept up-to-date.
The coordinator is responsible for ensuring that COSHH assessments are also obtained from contractors on site (both regular contracts such as cleaners and caterers and from builders, decorators, flooring specialists, etc.) where persons may be affected by their use on site or the storage of such substances / materials may need to be controlled.
In addition, any hazardous substances / materials being used by artists, crafters, etc. must have appropriate COSHH assessments before being used in the school.

All Staff
All staff must ensure that they do not use any potentially hazardous substance without first familiarising themselves with the requirements of the COSHH assessment.

Personal Protective Equipment (PPE)
Personal protective equipment must be supplied to control the hazard as a last resort; i.e. where the hazard cannot be reduced to an acceptable level of risk by other means.

Where identified by the process of Risk or COSHH assessment, personal protective equipment will be supplied to staff or pupils.
Examples – eye protection, hearing protection, gloves, high visibility wear, helmets, footwear.

The class teachers will be responsible for the purchase of PPE ensuring that it is of the correct type, is suitable for the purpose and of the correct size to ensure that the fit is comfortable for the wearer.   (Where specialist PPE is required you may wish to refer to H&S Services for advice).

In addition, class teachers will ensure that suitable arrangements are in place for the storage, cleaning and replacement of PPE. (Replacement PPE must be readily available at all times)

Staff
When issued with PPE, persons are required to wear it where identified by Risk / COSHH assessments, keep it clean, store it correctly and report any faults so that replacements can be provided.

Online Safety
The overall co-ordination of online safety forms part of the responsibility of the ICT subject leader, however all staff have a responsibility for online safety. All staff need to be familiar with the spectrum of online risks facing children, and how they can support and empower children to address them.
Online safety forms part of the planned Computing Curriculum. All children are taught digital literacy skills using a wide range of age appropriate resources.
We use an accredited filtering service provided by Netsweeper and managed through NCi. The internet use throughout the school network is monitored internally by the ICT subject leader and externally through NCi. The AUP (Acceptable use of the Internet Policy) outlines the rules and responsibilities of all users of the school network. All users need to be aware of and comply with the code for responsible use of the internet.
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