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Amendments to the Manual
As part of The Arnewood School Academy’s ongoing commitment to health and safety this policy will be reviewed
on a regular basis and modified as appropriate. Periodically, and at the discretion of the Health and Safety
Committee, the document will be republished and circulated to those on the distribution list. The version will be
identified by the document’s header and previous or outdated versions should be replaced in a timely manner.
Distribution of full copies:


Chairman of Governors (No. 1)



Headteacher (No. 2)



Governor Representative for Health and Safety (No. 3)



Health and Safety Co-ordinator (No. 4)



Site Manager (No. 5)



Welfare Assistant (No. 6)



Clerk to the Governors (No. 7)



Professional Association Representatives (ASCL No.8, ATL No. 9, NASUWT No.10, NUT No. 11,
UNISON No.12, Voice No.13)



Staffroom Reference Copy (No. 14)



PGCE Students (No. 15)

Special Notes on Site Security
It is the aim of The Arnewood School Academy to provide a safe and secure environment by safeguarding the well
being of pupils, staff and visitors, preventing casual theft and burglary, reducing vandalism and preventing
accidental fire and arson.
Several elements affect the way in which security is achieved and include:






The school ethos.
The design of the site and its buildings.
The number of pupils and staff.
The nature of the surrounding community and settings.
Parental concerns.

Absolute security cannot be achieved and the law does not require it of anyone responsible for a school or pupils.
The law does require the Directors/Governors to provide an environment that is safe and secure, so far as is
reasonably practical. Therefore measures taken and expenditure incurred should relate to the level of risk.
Reference is made to security issues throughout this Health and Safety document.
CCTV is used on The Arnewood School site for the purpose of encouraging and maintaining a safe and secure
working environment. Where adults or students behave in a manner that is to the detriment of site/individual safety
the Governing Body and Headteacher will, at their discretion, ban individuals from the school site.
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Part A - GENERAL POLICY STATEMENTS ON HEALTH & SAFETY
Policy Statement
The Directors and Governing Body of The Arnewood School Academy is committed to providing a duty of care in
a school environment which offers the highest level of Health and Safety in accordance with the 1974 Health and
Safety at Work Act as amended and the Management of Health and Safety Regulations 1999 as amended.
The objectives of this policy are to:


Establish and maintain a Health and Safety Policy that meets the needs of all persons attending, working at
and visiting The Arnewood School with due reference to reasonable duty of care without affecting the
health and safety of other people.



Maintain a sense of safety awareness and legal responsibility in all Governors, Staff, Pupils and Visitors.



Provide the framework for continual consultation and, where necessary, improvement to the school Health
and Safety Procedures. When required expert advice will be sought to determine the risks to health and
safety within the establishment and the precautions required to deal with them.



Provide sufficient information and training for employees in respect of risks to health and safety.



Ensure that adequate procedures are in place in the event of a fire or serious emergency.

This policy is agreed by the Local Governing Body of The Arnewood School Academy and is signed on their
behalf by:

Mrs Elizabeth Cook
Chairman of the Governing Body
1st February 2016
Previous Revisions:







February
February
February
September
September
July

2010
2007
2004
2001
1999
2013
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Part B - ORGANISATION FOR THE IMPLEMENTATION OF THE POLICY
Management Structure
The Health and Safety at Work Act 1974, and The Management of Health and Safety at Work Regulations 1999,
place a duty on the School Governors as “employers” to ensure so far as is reasonably practicable the Health and
Safety of employees, pupils, contractors and visitors, whilst on the site of The Arnewood School and/or who may
be affected by the school’s activities. Within The Arnewood School a process of delegation and consultation takes
place through Senior Leadership and Health and Safety Representatives who have a responsibility for health and
safety in particular areas.
The Governing Body, primarily through the Head Teacher, will ensure that effective consultation takes place with
all employees on Health and Safety matters and that individual’s are consulted before particular Health and Safety
functions are allocated to them.
When necessary, the Governing Body will seek specialist advice to determine the risks to Health and Safety both
on the premises and in extra-curricular activities and the precautions necessary to deal with them.
The Safety Committee’s core membership consists of The Headteacher’s delegated Health and Safety Officer, the
Governor Representative and the Site Manager. Other members may include a Health & Safety Co-ordinator,
Union Health and Safety Representatives, a member of the leadership team or a senior colleague.
The management structure for Health and Safety is outlined below:
The Arnewood School
Academy Directors

Headteacher

Directors’
Responsible Officer for
H&S
Health & Safety
Committee

Health & Safety Officer
Health & Safety Co-ordinator
(Union Representatives)
Administration

Teaching

Headteacher’s PA

Heads of Centre of Learning

Team Leaders

Support Staff and Visitors

Teachers and Students
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Headteacher and Governor Duties
The Board of Directors & Governing Body

The Directors’ Governing Body has the overall responsibility for Health and Safety at the School. It will ensure,
through recommendations of the Safety Committee, that all necessary facilities, assistance, training and financial
resources are made available to provide for the achievement of this policy. The Governing Body and Head Teacher
shall ensure that Risk Assessments on all activities associated with the school, both on and off site, are carried out
and recorded so as to promote and maintain the health and safety of employees, pupils and others involved in them.
The implementation and management of this policy is delegated to the Headteacher.
Headteacher
The Headteacher is responsible through a system of instructions, training, delegation, consultation and continuous
review, for the implementation and management of the school’s Health and Safety Policy.
The Headteacher shall ensure that:


A written policy on Health and Safety which covers staff, pupils, contractors and visitors, is established,
monitored and revised on a regular basis.



Individuals working in, or visiting the school are aware of the dangers and risks associated with the
environment and equipment they are required to use.



Individuals are fully trained in the use of equipment, the recognition of hazards and the application of
procedures including the wearing of safety equipment and protective clothing.



Individuals are given sufficient training to carry out this policy. This will be undertaken when necessary,
but at least reviewed annually in June by the Health & Safety Officer in conjunction with the Continuing
Professional Development Co-ordinator.

Appointment of Health & Safety Officer
The Headteacher is to appoint a senior member of staff to be the Health & Safety Officer who will monitor the
correct implementation of the Health and Safety policy on the Governors’ and Head Teacher’s behalf.
The Health & Safety Officer is to be the Chairman of the Health and Safety Committee which is to meet at regular
intervals to review the current procedures in force, with special reference to the Emergency Evacuation Procedures.
The Health & Safety Officer is, in particular, to keep in regular contact with the local emergency services
(Fire/Police/Ambulance) and to encourage their participation in suitable training activities on the school site.
The Health & Safety Officer will discuss with the Headteacher a suitable date each term for an evacuation drill, the
first of which each year will be with notice and the subsequent unannounced. A full report on this vital school
procedure is to be sent to both the Headteacher and clerk to the Governors in a timely manner. Appropriate
amendments to procedures arising from drill evaluations are to be made and notified to all concerned as necessary.

Delegated Responsibilities
The Headteacher has delegated functions in this policy as indicated in the following paragraphs in this document.
A - Health and Safety Officer
The Health & Safety Officer, as Chairman of the Health & Safety Committee will arrange for meetings of the
committee to be convened as necessary to review the current state of Health & Safety in the school. Where
necessary, emergency meetings can be called and the Health & Safety Officer is entitled to co-opt any member of
staff or outside agency who are materially involved with the subject(s) under discussion.
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The Health and Safety Co-ordinator will:1. Be the focal point for all Health & Safety matters on the school site.
2. Bring matters of concern to the notice of the Headteacher.
3. Ensure that school Health & Safety Representatives are fully briefed on their responsibilities, including
upkeep of necessary documentation.
4. At Team Leader meetings, direct general Health & Safety advice.
5. Risk Assessment:
a. Ensure risk assessment is conducted fully on site as required, including necessary risk management.
6. Training:
a. Ensure that all personnel considered to be directly involved in Health & Safety on the school site are
adequately trained in Health & Safety matters, in collaboration with the school’s Continuing Professional
Development and Performance Management Policies.
7. Contracts:
a. Ensuring that health and safety, plus maintenance contracts including those relating to the following items
are carried out by competent persons on a regular basis and that full records are kept and available for
inspection at any time:i.
ii.
iii.
iv.
v.
vi.
vii.
viii.

Radiation Control (in collaboration with the Radiation Protection Officer)
Dust extraction
Food hygiene (in collaboration with the Finance Officer and Canteen Manager).
Photocopiers (in collaboration with the Finance Officer and Reprographics Assistant)
machinery and plant (in collaboration with the Site Manager and respective Head of Centre)
noise suppression (in collaboration with the Site Manager and respective Head of Centre)
minibus (in collaboration with the designated Minibus Officer and Site Manager)
Portable Appliance Testing equipment in general (in collaboration with the Site Manager, Finance
Officer and Respective Head of Centre).

8. Medical:
a. Ensure that the Matron/Welfare Assistant prepares ‘Form IR(1) - Daily Incident Report’
b. Ensure that ‘Form AR(1) is immediately completed for any accident reported on the school site.
c. Ensure the RIDDOR Incident Contact Centre is notified where appropriate.
9. Fire and Emergency Evacuation and Prevention:
a. To organise fire drills at random intervals at least once per term. Full records shall be kept for
suggested improvements to procedures.
b. To ensure that the Site Manager maintains records of the serviceability of each fire prevention
appliance, including alarms, on the school together with the records of the annual (or other)
maintenance requirements. These are to be made available to the H&S Co-ordinator for inspection on
a regular basis or at his request.
B - Deputy Headteacher
In the absence of both the Headteacher and designated Health & Safety Officer, Health and Safety responsibilities
will be delegated to a Deputy Headteacher. The Deputy Headteacher will normally oversee Health and Safety
procedures consistent with those personnel and resources for which he has been delegated responsibility.
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Assistant Headteachers
Assistant Headteacher will have due regard to Health and Safety matters and procedures. They may, on occasion
deputise for a Deputy Headteacher and will normally oversee Health and Safety procedures consistent with those
personnel and resources for which he/she has been delegated responsibility.
Heads of Year - Heads of Centre - Other Delegated Staff
Middle managers are responsible for the appropriate Health and Safety measures in their area, including due care of
staff, pupils and resources. Heads of Centre will oversee the review of subject specific Risk Assessments at least
once annually and maintain a record of their review for inspection upon demand. Matters of health and safety
requiring attention must be reported to the Health and Safety Officer. Urgent matters shall be reported
immediately.
C – Headteacher’s Personal Assistant (Administration and Non-Classroom Support Staff)
The Headteacher’s Personal Assistant will liaise with the Health and Safety Co-ordinator regarding any matters
affecting Support Staff, their working areas and procedures.
D - Site Manager
The Site Manager is responsible for those employees under his control. He is also responsible for the day to day
liaison with contractors on the school site. He will ensure that any repairs required on the school site that have an
impact on health and safety are brought to the immediate attention of the Health and Safety Officer and that he/or
any appointed contractor carries out a written risk assessment and method statement in advance of the work being
done. The Site Manager will advise the Governors through the Health and Safety Officer and Headteacher of
contractors suitability and competence to undertake work on site.
The Site Manager must:1. Consider health and safety associated with the fabric of the building.
2. Ensure that fully documented safe working practices and risk assessments are maintained within site,
cleaning and caretaking teams.
3. Ensure that contractors have signed in at Reception, visibly wear a visitors’ identity badge whilst on site
and have been informed of the emergency evacuation procedure.
4. Ensure that arrangements are made for the safe disposal of waste materials throughout the site and that
appropriate documentation is kept in the Site Manager’s care.
5. Require that an employee, contractor, visitor or other performing work on the fabric of the building sign
the school’s asbestos register.
6. Contractors on site:
a. When contractors arrive on site, the Site Manager will inform the Health & Safety Officer and Finance
Officer as soon as possible who will inform staff of any dangers/hazards. It may be important that
particular areas are cordoned off for safety reasons.
b. Check that, where necessary, a ‘Permit to Work’ is produced by the contractor. The Site Manager is
to ensure that this is valid and recorded.
c. If, in the opinion of the Site Manager, the contractor is failing to meet the obvious and necessary
Health & Safety requirements for the task on site, the Health & Safety Officer is to be informed at
once and steps will be immediately taken in order to cease work forthwith. An enquiry will be
instigated at once with the contractor’s nominated safety office and/or senior staff.
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d.

In situations where Construction (Design and Management Regulations) 1994 apply it is the
responsibility of the Directors & Governors Estates Committee to put in place appropriate measures to
enforce them. (Reference: www.hse.gov.uk/pubns/conindex.)

Other Responsibilities
A - Employees of The Arnewood School Academy
All employees of The Arnewood School Academy, irrespective of their position, must:


Take reasonable care for the health and safety of him/herself and any other person who may be affected by his
or her acts or omissions.



Not use equipment which is recognised to be dangerous. In any such instances the danger should be brought as
soon as possible to the attention of the line manager. The equipment must be withdrawn from use
immediately pending investigation with clear signs to indicate it is out of use attached.



Know and adhere to the special safety measures and arrangements for their working area of the school.



Observe standards of dress commensurate with health, safety and hygiene.



Wear protective clothing where appropriate and when instructed to do so.



Appreciate and prevent the dangers associated with untidy working conditions.



Familiarise themselves with the emergency evacuation procedure and their responsibilities within the
emergency procedure.



Complete and submit to the Health and Safety Officer, a report on any accident or incident in which they have
been involved. This should be done on the standard form AR(1) and IR(1), available from The Welfare
Assistant.



Visibly wear identity badges when on the school site and challenge visitors on site who are not wearing badges
(thereby indicating that they have not checked in at Reception correctly).



Report to their line manager anything that they consider to be a potential risk to their health and safety and that
of others.



Protect their health and safety if they become pregnant. The Headteacher must be made aware of any member
of staff who becomes pregnant to ensure that adequate measures are taken to protect their health.

B - Students
The students of The Arnewood School Academy have a duty to conduct themselves with due regard for their own
safety, and the safety of fellow students, staff and visitors. Pupils should be encouraged to report any concerns for
health and safety to a member of staff.
All Students must:


Exercise responsibility for the safety of themselves and others.



Conform to school and departmental safety policies.



Observe standards of dress consistent with safety and hygiene.



Never bring knives, bladed instruments or other dangerous items into school.



Behave safely in corridors and on staircases and keep to the right when travelling.
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Never interfere with any items provided for safety and report concerns for health and safety to a member of
staff



Hold a current cycle permit if this is their chosen means of travelling to school. A cycle helmet must be worn.



Not bring a motor cycle or car on to the school site.

C - Visitors
All visitors must report to Reception where they will sign in and receive a badge indicating their status. The badge
should be worn at all times whilst on site. Members of staff must collect their visitors from Reception.
Unaccompanied visitors will not be allowed access to the school site. At the end of the visit, the badge must be
returned to Reception and the visitor signed out.
In the case of contractors on site, the Site Manager will direct them to Reception, ensure that they sign in and
receive and wear a visitors’ badge. On completion of their work they should sign out and return their badge.
The attention of all visitors will be drawn to: i) Health and Safety; ii) Safeguarding matters and iii) the Emergency
Evacuation procedure, by Reception staff when they receive their badges. In addition, the visitor’s signature is
their acceptance to adhere to all Health and Safety instructions whilst on the site. Any visitor not wearing an
appropriate badge must expect to be challenged by a member of staff.
D - Parents and Carers
In the application of a place for a child at The Arnewood School Academy, a Parent or Carer shall accept the
school’s Health and Safety Policy in its entirety.
This policy should be drawn to the attention of all Parents and Carers of children wishing to attend The Arnewood
School Academy. This policy shall be made available for inspection at all times.
Parents and Carers not making concerns of Health and Safety known to the School in writing within ten working
days shall be deemed to accept the situation (unless there are extenuating circumstances).

Register of Persons with Delegated Responsibilities
Responsibility

Personnel

Directors’ Governor Representative

The Governor’s Responsible Officer for Health &
Safety.
The Headteacher
The appointed Health & Safety Officer

Headteacher
Health and Safety Officer
Union Representatives

ASCL Representative
ATL Representative
NASUWT Representative
NUT Representative
UNISON Representative
VOICE Representative

Headteacher’s Personal Assistant
The Site Manager
Welfare Assistant

Headteacher’s Personal Assistant
The Site Manager
Welfare Assistant

Design & Technology
English
Expressive Arts
Humanities
Information Technology

The Head of Design & Technology
The Head of English
The Head of Expressive Arts
The Head of Humanities
The Head of ICT
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Learning Support
Library
Mathematics
Modern Languages
Physical Education
Science

The SENCO
The Librarian
The Head of Mathematics
The Head of Modern Foreign Languages
The Head of PE
The Head of Science

Catering

The Catering Manager

See appendix for schedule of named individuals

Part C - HEALTH, SAFETY AND WELFARE OF EMPLOYEES, PUPILS AND OTHERS
1. Health and Safety Procedures
Management of Health and Safety
A meeting will be held of the Health and Safety Committee as required and generally at least once each term. A
report will be given to the Governing Body each term by the Governor’s Responsible Officer for Health & Safety.
Union representatives may join the Health and Safety Committee.
The subject of Health and Safety shall be a standing Agenda item on the full Governing Body meetings.
Risk assessment is a continuous process. A general, informal review of school Health & Safety policy will be
overseen by the Health and Safety Officer as required and at least once per year. A formal review of the Health &
Safety Policy will be conducted at least once every three years and the reviewed policy resulting presented to
Director Governors for ratification.
The review of subject specific risk assessments will be overseen by Heads of Centre as required and at least once
per year.
Staff shall be encouraged to involve students in the culture and ethos of Health and Safety at school and away from
the school site.
Training and Communication
The Headteacher will take all reasonable steps to ensure that personnel are suitably trained to carry out this policy.
One (or part of one) INSET day per year may be used for initial and continued Health and Safety training. A staff
meeting may also be an appropriate forum.
Important issues shall be raised at staff meetings. Appropriate notice boards around the school shall include
important Health and Safety information. A Health and Safety notice board will be provided in the Staffroom if
required. The Governing Body shall receive all reports concerning fatal, major or serious injury.

2. Risk Assessment
Form RA(1) is associated with this section of the Health & Safety Policy. A copy of this form is contained in the
appendix to this document.
Purpose
The Management of the Health and Safety at Work Regulations 1999 require The Arnewood School Academy to
carry out risk assessments on all its work activities and that significant risks must be recorded. This is to limit the
risk of injury to its people and other persons who may be affected by its work activities.
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Risk assessment is a careful examination of what in any situation could cause harm to people, so that an evaluation
can be carried out and appropriate and proportionate precautions and preventative measures implemented sufficient
to create a safe environment.
A hazard is anything with the potential to cause harm
A risk is the chance or likelihood of something being harmful
The Risk Assessment should:
1. Identify the hazards present in the organisation or activity..
2. Identify the ‘significant risks’ arising from the identified hazards.
3. Assess the risks from the identified hazards, taking into account existing controls.
4. Ensure all aspects of work activity are covered (this includes non routine work).
5. Address what actually happens in the workplace.
6. Consider all groups of employees and others who may be affected (this includes students, contractors,
visitors, the public, etc.).
7. Identify any groups of workers who might be particularly at risk (e.g. young or inexperienced workers,
disabled persons, those who work alone, pregnant women).
8. Take account of existing preventative or precautionary measures.
9. Enable the employer to identify and prioritise the measures that need to be taken to comply with the
relevant statutory provisions.
10. Be appropriate to the nature of the work and remain valid for a reasonable period of time.
With regard to new and expectant mothers, if the risk cannot be avoided, the employer is required to alter the
woman’s working conditions or hours of work. If that is not reasonable, or would not result in avoiding the risk,
The Arnewood School would suspend the employee from work for as long as is necessary to avoid the risk.
Scope
This section deals with the procedure for carrying out risk assessment and applies to all staff of The Arnewood
School Academy.
The following information is included in this section:












Risk Assessment requirements.
What staff must do.
Generic Risk Assessments.
Action on obtaining a Generic Risk Assessment.
Local Risk Assessments.
Control measures.
Briefing staff.
Reviewing assessments.
The individual’s responsibility.
Appendices – Managers Risk Assessment.
Simple Risk Matrix.

What staff must do
Within The Arnewood School Academy it is the responsibility of each manager to carry out risk assessment. The
person carrying out the assessment must have an understanding of the activity and the ability to make sound
judgements with knowledge of the best practical means of reducing the identified risks.
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Carrying out risk assessment need not be over-complicated. Notable hazards must be identified, the risks evaluated
and those presenting a significant risk recognised and controlled. A decision has to be taken as to whether the
precautions already taken are adequate or whether more needs to be done. The detail of assessment will directly
relate to the significance of the risk and how likely an injury is to occur. The number of risk assessments in any
one area of the school will vary. In some cases it will be possible to use the Generic Risk Assessments existing in
the school.
Generic Risk Assessments
The Arnewood School Academy has Generic Risk Assessment forms. If one single risk assessment has been
carried out for a particular location or activity, it can be used as a reference against which individual activities of
the same type can be judged. (A full set of Generic Risk Assessments is held by the Health and Safety Officer).
Action on Obtaining a Generic Risk Assessment
The manager should check that the Generic Risk Assessment is appropriate to the activity and that the safety
controls listed are being used. If the activity and safety control measures are in line with the Generic Risk
Assessment the manager should communicate the information to all the departmental staff under their line
management.
A copy of the Generic Risk Assessment should be held by the manager and the original signed copy returned to the
Health and Safety Co-ordinator for the central file.
If, however, the Generic Risk Assessment does not apply or if one does not exist for the type of activity or work
then the manager must complete a Local Risk Assessment using the school’s standard risk assessment form RA(1).
Local Risk Assessment
When completing a Local Risk Assessment form managers may need the assistance of someone who has
experience. This may be someone else within The Arnewood School or it may be an external body. Advice should
be sought from the Health and Safety Officer or Committee.
Each work activity should be broken down into its main parts and the significant hazards identified arising from
each element. A judgement should then be made as to the risk of injury arising from these hazards.
An example might be that a hazard is a defective stair tread on a staircase and the risk is the likelihood of someone
tripping on the hazardous step, tripping, losing their footing and being badly injured.
The degree of significance of risk depends upon the severity of the hazards and the likelihood of an accident
occurring.
Where the activity being assessed involves manual handling staff should refer to the school’s manual handling
policy contained later in this document.
Having assessed the risk, staff must decide on whether additional control measures need to be introduced to reduce
the risk. The complexity of such measures should directly relate to the risk of injury. A proportionate and
appropriate balance should exist between what is reasonably practical and what is cost effective. Advice should be
sought from the Health and Safety Officer or Committee.
The member of staff completing the Local Risk Assessment form must ensure the risk assessment has been
communicated to other departmental staff and a copy of the risk assessment form kept in the area with the
original returned to the central records held centrally by the Health and Safety Officer.
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Control Measures
Hazard
Hazard Elimination
Substitution
Use of Barriers

Use of Procedures
Use of Working Systems
Use of Personal Protective
Equipment

Control Measure
Use of alternatives, design improvement, change of process.
Replacement by something with less risk.
Isolation - Removes a hazard from an employee/student (puts the
hazard in a box).
Segregation - Removes the employee/student from the hazard (puts the
employee/pupil in a box).
Limits exposure time, dilution of exposure.
Safe system of work or human response.
Sign, instructions, labels, human response.
Depends on human response, used as sole measure only where other
measures are exhausted.
PPE is suitable as the last resort. It is essential that PPE is suitable for
its application.

Communication
The risk assessments, whether generic or local, communicate the risks to safety and the control measures in place.
Staff must also be told of their personal responsibilities for their own safety and those at The Arnewood School.
Managers should communicate health and safety matters formally to their staff, recording when this takes place.
Typically this would be in departmental meetings and recorded in departmental minutes. All new staff must be
made aware of the health and safety procedures.
Reviewing Assessments
Staff should review assessments as required by operational needs but at least annually to ensure they are
appropriate to the time. If circumstances change or revised activities are introduced then the risk assessment should
be updated immediately. The review must be dated at the bottom of the Risk Assessment form.
Individual Responsibility
Although there may be a Generic or Local Risk Assessment covering the work activity or task, staff about to
undertake a duty have a personal responsibility to adhere to safe working methods and should plan each task and
stage as the work progresses. Any individual identifying a situation they feel places them or any other person at an
unacceptable risk with no apparent method of controlling the risk must not undertake the task. If this occurs whilst
working they must stop and refer the matter immediately to their manager.
Location of Risk Assessments
Risk assessments should be copied and sent to the Health and Safety Officer who will hold these as an independent
record of their completion and as reference for other colleagues.
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Five Steps to Risk Assessment at The Arnewood School

Some examples usually associated with hazards :


Step 1



A draft list should be
produced and the
central register of
Generic Risk
Assessments
consulted – it may
be that specific
advice is already
available.

















Step 2

Decide who may be
harmed and how.



Generally it will be staff and students but consider also
visitors, contractors, disabled persons, requirements for
supervision, lone or out of hours working, inexperienced
staff or students.

Step 3



Work at heights, access/egress (e.g. roof work, ladders,
steps)
Site security
Work in confined spaces and below ground level
Rider operated and pedestrian controlled vehicles
Manual handling of loads
Work with electricity (portable tools, extension leads)
Substances hazardous to health (COSHH)
Display Screen Equipment
Ionising, non-ionising and laser radiation
Pressure vessels/vacuum work
Flammable liquids and gases
High and low temperature work
Fieldwork, outdoor activities and dangerous sports
Machinery and plant subject to regulations
Portable power tools
Reversing vehicles
Noise
Evacuation of premises

The assessment of
risk rating.



The process of risk rating is a matter of judgement and
anticipation based on knowledge and experience. Refer
to the Criteria given with the Local Risk Assessment
Form and Generic Risk Assessment Form.

Recording
of the assessment.



Both Generic Risk Assessment and Local Risk
Assessment must be recorded
Regardless of the level of risk identified the precautions
and preventing measures in place must be documented.
Where the risk is identified as High despite precautions
and preventative measures the matter must be reported
immediately to the Headteacher or Health and Safety Coordinator.
‘One-off’ activities must be assessed using the Local
Risk Assessment form.

Step 4



Step 5



The assessment must
be reviewed
periodically and
revised if necessary.



Five Steps To Risk Assessment

Identification of
hazard arising from
the tasks or activities
being undertaken.

Where new risks are introduced through new machinery,
substances, procedures, staff or activities the assessments
should be amended.

NB
This central collation of risk assessments in no way removes an individual’s responsibility to complete and review
risk assessments in an appropriate and timely manner. Furthermore, the completion of a Risk Assessment does not
remove a hazard nor remove responsibility for managing it. The Risk Assessment process is simply the means
though which hazards are identified and measures with which to manage them planned.
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3. First Aid
First aid provision must be suitable to the area of activity, for example, areas where chemicals are present must
have adequate local facilities to deal with first aid emergencies.
A qualified first aider must be called immediately to any accident or incident of medical concern.
If an ambulance is necessary clear instructions must be given to Reception as to the location and condition of the
casualty – this only applies when the Reception area is manned. Out of school hours an ambulance should be
called using one of the external dial telephones. In all cases someone should be appointed to meet the ambulance on
its arrival.
Lone workers must either carry some form of communication, e.g. a mobile phone, for use in a medical emergency,
or arrange for adequate contact procedures to ensure their personal safety. A first aid kit should be considered as
part of personal protective equipment for the lone worker.
In normal circumstances the School Matron will be the first contact. In the case of her absence The Staff Absence
Co-ordinator (Mrs SC ole) will ensure that the Reception knows who to contact should a medical emergency arise.
To contact the School Matron telephone 444
Qualifications and Use of First Aiders
Sufficient First Aid qualified personnel shall be trained to recognised standards. The names of these persons shall
be recorded. The Welfare Assistant will be responsible for maintaining the validity of certification and a minimum
of 6 qualified First Aiders at all times. Notices in every School area will clearly show the name of the nearest First
Aider. The Governing Body shall accept any liability for individuals acting in the capacity as trained First Aiders,
or indeed any individual who in the interest of any other individual on The Arnewood School site applies first aid
in good faith.
List of Qualified First Aiders (as at November 2015)
Staff
Mrs S Currie

Position
School matron

Usual location
Medical room

Miss T King
Miss A Humphrey
Mrs S Phillips
Mr T Merrick
Mrs S Bagshaw
Mrs J Gladstone
Mrs J Beaven
Mrs T Davis
Mrs M Sharma
Mrs R Barrett
Dr I Parkes
Mr M Sedgley
Mr N Pressnell

Finance Assistant
Teaching support
Support staff
Head of Centre – PE
Teacher – Languages
DCPLO
Support staff
Canteen Manager
Deputy Canteen Manager
SIMS Manager
Teacher –Science
Teacher – Technology
Headteacher

Finance Office
YPL
Library
Main building
Languages
Main building
Technology
Canteen
Canteen
Main building
Scola/Science
Technology
Scola

Qualification
RGN/full first aid at work – Trainer CPR
/AED/Epipen
First aid at work/CPR/AED
First aid at work/CPR/AED
First aid at work/CPR/AED
First aid at work/CPR/AED
First aid at work/CPR/AED
First aid at work/CPR/AED
First aid at work/CPR/AED
First aid at Work
First aid at work
First aid at work
First aid at work/CPR/AED
First aid at work
CPR/AED

First Aid Boxes: According to HSE standard
The contents of the first aid Boxes will be checked on a termly basis by the School Welfare assistant who will keep
a record of the dates and checks that have been made. The contents of the boxes will be for x20 people and should
include:





Contents list
Guidance Card
6 Medium Sterile Dressings
2 Large Sterile Dressings
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3 Triangular Bandages
12 Safety Pins
3 Sterile Eye Pads
60 Sterile Adhesive Dressings, various sizes (plasters)
30 Saline Cleansing Wipes
Adhesive Tape
9 Pairs of Disposable Gloves
Finger Sterile Dressing
1 Resuscitation Face Sheild
2 Emergency Foil blankets
2 Hydrogel Burn Dressings
2 Conforming Bandages
1 pair Tough Cut Shears

The first aid box will be kept replenished by the School Matron and situated in a room where running water is
available for washing and cleansing. First Aid boxes that require replenishment having fallen below the minimum
requirements must be brought to the attention of the School Matron immediately by the department’s safety
representative.
Location of First Aid Boxes
Department

Type/ Size

Location

Art Department
Design and Technology
Finance Office
Food Technology

Portable/ Small
Wall mounted boxes
Portable/small
Wall mounted boxes
Contain blue detectable plasters
Portable / medium
Contain blue detectable plasters
Portable/Small
Portable /Small
Portable/Small
Wall mounted x1 / small

Office
T75, T76, T77, T91
Office
T78, T74

Portable for external visits
x6 Large/ 20 people
X6 Travel size/ 10 people
Portable/Small
X1 kit in each minibus
Portable/Small
Portable (own standard)
Portable (own standard)
Portable (own standard)
Portable x2 large
Portable x3 travel size
(Contains instant ice)
Portable x2 large
Portable x3 travel size
(Contains instant ice)
Portable/Small

In medical supplies cupboard

Kitchen
Learning Support
Library
Music / Drama block
Medical Room

Minibus
NVQ department

PE Department/ Boys

PE Department /Girls

Textiles
Science Department

Office
Front office
Cupboard under printer
A54
Next to AED

Under seats
Childcare classroom
Studio 29
Hair training salon
Beauty training salon
Office

Office

57 , 58
All science prep rooms
All science labs
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4. (RIDDOR) Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
The Regulations cover employees, self-employed people and those who receive training for employment (as
defined by the Health and Safety at Work Act), and also members of the public, pupils and students and other
people who die or suffer injuries or conditions specified, as a result of work activity.
Where any person dies or suffers any of the injuries or conditions defined below, or where there is a dangerous
occurrence such as defined in Schedule 2 of the Regulation the Headteacher or Health and Safety Co-ordinator
(Mrs Johnston as at February 2013) must notify the enforcing authority. This must be done by the quickest
possible means and a report must be sent to them within 10 days using form (F2508) for injuries and dangerous
occurrences and form (F2508A) in the case of reporting diseases.
Reports must be sent to:
Incident Contact Centre (ICC)
Caerphilly Business Park
Caerphilly
CF83 3GG
For Internet reports go to www.riddor.gov.uk
Or alternatively link in via the HSE website: www.hse.gov.uk
By telephone: 0845 300 9923
By fax: 0845 300 9924
By email: riddor@natbrit.com
The school’s reference number RQHX3 can be quoted in order to speed up the reporting of occurrences.
If the personal injury results in an absence of more than three calendar days, but does not fall into the categories
specified as ‘major’ the written report alone is required.
Where the injured person is a member of the public, and where the person is either killed or the injury is sufficient
to warrant the injured person being taken directly from the scene to hospital, the injury is reportable by the occupier
of the premises to the relevant enforcing authority.
Accident
The term is still relevant as a generic descriptor of the event causing the Injury. The definition now includes a
‘non-consensual act of physical violence done to a person at work’
Major Injury


Any fracture, except to fingers, thumbs or toes.



Any amputation.



Dislocation of shoulder, hip, knee or spine.



Loss of sight (temporary or permanent).



Eye injury from chemical or hot metal burn, any penetrating eye injury.



Injury from electric shock or electric burn leading to unconsciousness or requiring resuscitation or admittance
to hospital for more than 24hours.



Loss of consciousness caused by asphyxia or by exposure to a harmful substance or biological agent.
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Acute illness requiring medical treatment or loss of consciousness arising from absorption of any substance by
inhalation, ingestion or through the skin.



Acute illness requiring medical treatment where there is reason to believe it has resulted from exposure to a
biological agent or its toxins or infected materials.

Responsible Person
In the case of reporting under RIDDOR the responsible person is the Headteacher. The Headteacher may delegate
this responsibility to the Health and Safety Officer or Health & Safety Co-ordinator.
Schedule 3
Where the school is notified by a registered medical practitioner that the affected person is not only suffering from
a listed disease but also that it has arisen from work this should be reported to the enforcing authority.
Incidents involving the death or major injury arising from the supply of flammable gas must be notified to the
Health and Safety Executive and a written report must be sent (form F2508G) with 14 days. (See reporting details
above).
Records must be kept by the Health and Safety Co-ordinator of those injuries, diseases and dangerous occurrences
which require reporting. Computer records of this type will require registration under the Data Protection Act if
individuals can be identified.
Records must be kept for at least three years.

5. Accident Reporting and Investigating Procedures
Forms AR(1) and IR(1) are associated with this section of the Health & Safety Policy. Copies of these forms are
contained in the appendix to this document.
All significant accidents must be reported initially to The School Matron. Any accidents reported as serious or
worse are to be reported to the Headteacher and the Health and Safety Officer.
The Headteacher is responsible for ensuring that all accidents classed as serious or worse are investigated and the
results recorded, including any remedial action deemed necessary. All such accidents must be brought to the
attention of the Directors Governing Body in a timely manner.
Where any accident or dangerous occurrence falls within the definition of RIDDOR the appropriate documentation
must be completed and handed to the Health and Safety Officer.
It is the practice of The Arnewood School to report any accident which resulted in the use/attendance of external
professional medical services.
A. Accident Procedure
The following procedures are used to manage accidents where they occur within the school:


Assess the seriousness of the accident.



For non-serious accidents treatment may be given locally or the person, accompanied by another person, be
directed to the medical room.



For serious accidents medical assistance must be summoned from the medical room - telephone 444.

The School Matron/Headteacher or member of the Senior Leadership Team on call have a responsibility to advise
parents in the event of an accident in school. Wherever possible, a parent should accompany a pupil to the hospital.
If a parent cannot be contacted this should not delay the dispatch of the pupil to hospital with a responsible adult.
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In the event of illnesses and minor accidents the School Matron should use her discretion regarding the necessity to
contact parents. No child will, however, ever be sent home unless parents have been informed and have agreed for
that to happen.
A written record must be kept by the School Matron of every accident, or incident she deals with, occurring in
school.
A copy of the daily record will be forwarded to the Health and Safety Officer at the end of each school day who
will make the Headteacher aware of significant incidents recorded. This will be completed on the Incident Report
Form, IR(1), a copy of which is contained in the appendix to this document.
B. Accident Report Forms
The Arnewood School Accident Form, AR(1), must be completed in all cases where there is a need for anything
other than minor first aid treatment. A copy of the form will be submitted on a daily basis to the Health and Safety
Officer.
A copy of form AR(1) is included in the appendix to this document.
Records must be kept for at least three years.

6. Medications
The Arnewood School will undertake compliance with relevant legislation and guidance in Health Guidance for
schools with regard to procedures for supporting students with medical requirements, including the management of
medicines.
Responsibility for all administration of medicine at The Arnewood School is held by the School Welfare assistant.
Medical information will be treated confidentiality by the Welfare assistant and trained support staff. All
administration of medicines is arranged in accordance with the Health Guidance for School document.
All students with a health condition will have an Individual Health Care Plan, with specific guidance, for the
administration of medication / treatment. This is digitally accessible to all relevant staff in compliance with current
legislation and reviewed to ensure their continuous suitability.
The school will:



Request basic medical consent from parents, to administer Paracetamol for basic first aid needs (Students
under the age of 16 will not be given Aspirin or Ibuprofen unless prescribed by a doctor)
Provide appropriate secure storage facilities for the safe storage of all medication and associated equipment

The school welfare assistant will:










Ensure a Medication consent form is completed and signed by parent / carer, stating:
name of student , DOB, student address, name of parent/carer, contact details, name of medication ,
dosage, frequency, completion date of course and expiry date
Be the designated staff member to administer medication.
Ensure there are sufficient numbers of appropriately trained staff to manage and administer medicines in
her absence.
Ensure records of consent forms and administration are kept securely. Once complete all medication forms
will be kept as part of the student records.
Maintain a record each time the medicine is administered.
Ensure confidentiality is maintained.
Ensure full records are maintained for the disposal of medicines.
Ensure records are kept for at least three years.
Ensure that in the case of visits off site, the party leader is advised to safeguard the student by making sure
there is a competent person to administer and monitor medication if this is required.
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7. Lifting and Manual Handling
The definition of lifting and manual handling is the ‘transportation, lifting, supporting, pushing or pulling of loads
by hand or bodily force’. It is understood that all staff may at some time be involved with this process.
Some of the more common injuries associated with manual handling and lifting are:


Disc Injuries – 90% of back problems can be attributed to disc lesions.



Ligament/tendon injuries.



Muscular/nerve injuries.



Hernias.



Fractures, abrasions and cuts.

The above injuries can result from lifting, pushing, pulling or carrying an object or a person.
The Manual Handling Operations Regulations 1992 establish a clear hierarchy of measures to reduce the risk of
injury when performing manual handling tasks.
It is important to remember that what is required initially is not a full assessment of each of the tasks, but an
appraisal of those manual handling operations which involve a risk which cannot be dismissed as trivial to
determine if they can be avoided. Consideration should be given to the following questions:


Is there a risk of injury? An understanding of the types of potential injury is important.



Is it reasonably practicable to avoid moving the load? Some work is dependent on the manual handling of
loads and cannot be avoided (e.g. clearing of rubbish).



Is it reasonably practicable to automate or mechanise the operation? The introduction of measures may of
course present a different set of risks.

If the initial appraisal indicates the need for further consideration a full risk assessment must be completed and
should follow an ergonomic approach. A safe system of work should be applied. If members of staff have to lift or
handle loads the following rules should be applied:


Do not move the load unless it is really necessary.



Use equipment to move the load if possible.



Plan how to get to the destination avoiding obstructions.



Ensure the load is not too heavy; if so get help to move the load.



Ensure there is enough space at the destination to unload.



Decide in advance how the load is to be held.



Grasp the load firmly with both hands.



Maintain a good posture.



Use Personal Protective Equipment where necessary.



Students should not be asked to assist in moving items which are heavy or may present them with a hazardous
situation.
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A special risk assessment should be completed for each disabled student if staff or volunteers are required to lift or
move the student and a copy of this should be provided for the attention of the Health and Safety Officer.
Appropriate training must be given in both the handling and moving of objects. The training must be carried out by
a properly trained and competent person. Training should include:


The dangers of careless and unskilled handling methods.



Principles of levers and the laws of motion.



Functions of the spine and muscular systems.



Effects of lifting, pushing, pulling and carrying with emphasis on harmful posture.



Use of mechanical handling aids.



Selection of suitable clothing for lifting and necessary protective equipment.



Techniques of identifying slip/trip hazards, assessing weights of loads.



Techniques of bending the knees, keeping the load close to the body but avoiding sharp angles of the knees,
breathing correctly and avoiding twisting during exertion.



Techniques of using the correct grip and making the best use of the legs to get close to the load.

A generic risk assessment has been completed manual handling and is available for inspection on request from the
Health and Safety Officer.
8. Personal Protective Equipment (PPE)
Personal protective equipment should only be used as a last resort, following a risk assessment; wherever possible
engineering controls and safe systems of work should be used instead. The Arnewood School will provide personal
protective equipment for use at work wherever there is a risk to health and safety that cannot be properly controlled
in other ways. Managers should liaise with the Health and Safety Co-ordinator to arrange for suitable provision to
be made/purchased. Types of PPE have different functions including eye protection, hearing protection, respiratory
protection, skin protection, general protective clothing and safety harnesses and lifelines. Specific information on
personal protective equipment can be obtained from the Health and Safety Co-ordinator.
When personal protective equipment is used the suitability must be assessed. The following points must be
considered:


It must be suitable for the risks involved and the conditions at the place where exposure to the risk may
occur. It must conform to legal requirements and carry the ‘CE’ mark.



Workers required to use personal protective equipment must be adequately trained. Users must know why
the PPE is necessary and the limitations it has, the correct use, how to achieve a correct fitting and the
necessary maintenance and storage requirements.



Full records will be used to monitor the issue and maintenance of PPE.

Types of Personal Protective Equipment
Aprons and Overalls
Wherever there is an identified need for aprons or overalls these will be provided for staff. Students will be
expected to provide their own as part of the uniform requirement. Examples might include, food handling,
technology, science, medical, cleaning and maintenance.
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Eye Protection
The Eye Protection Regulations 1974 require that eye protectors to BS2092 should be issued and used for certain
specified processes. This includes using or dispensing liquids/chemicals which can cause eye injury, the use of
certain woodworking machinery likely to cause splinters, striking of masonry nails, use of grinding wheels, and any
other process which might produce particles likely to cause eye injury.
Eye protectors must be kept available for use and be cleaned after use and maintained free from scratches.
Waterproof Clothing
Waterproof clothing should be issued to all staff required to work outside in wet weather.
Gloves
Protective gloves must be issued when hands are exposed to hot water or hazardous cleaning materials, handling
sanitary waste, as a protection against skin ailments such as dermatitis, when handling sharp materials, when there
is a continuous use of equipment such as spades and forks, for any other process which is capable of damaging the
hand.
Waterproof gloves should be issued when handling liquids, garden sprays or chemicals. The gloves should be
washed after each use and allowed to dry naturally. They should be examined for splits and tears and discarded if
damaged in this way.
Protective Footwear
Wherever there is a likelihood of foot injuries occurring, suitable footwear will be issued or an allowance paid
towards the purchase of protective footwear. All protective footwear should be examined regularly for damage and
replaced as necessary.
Face Dust and Chemical Masks
Face and dust/chemical masks to the appropriate specification will be made available to staff and where necessary
to pupils.
Ear Protectors and Defenders
Where there is a level of noise which cannot be reduced in any other way and can be reduced by the use of ear
protectors or defenders these will be made available to staff and pupils.
Where the need for specialist Personal Protective Clothing is identified the school will make this provision
providing it is appropriate and reasonably practical to do so.
Staff on Duty in Dark Conditions
All Staff on duty are required to wear high visibility jackets both for their own safety and to emphasize their duty
responsibility. All staff regularly required to conduct duties will be issued with a high visibility jacket. Staff
conducting occasional duties should collect a high visibility jacket from the Finance Office at the start of the duty
and return it at the end.
Two way radios (available from Reception) must also be carried to summon assistance if required.

9. Pregnant Workers
Whilst the school does not equate pregnancy with ill health, the Management of Health and Safety at Work
Regulations specifically require employers to take account of the risks to new and expectant mothers when
assessing risks in the workplace.
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The Governing Body will do all it can to ensure that new and expectant mothers, (those who have given birth in the
previous six months or are pregnant) are not exposed to significant risk.
Pregnant workers should therefore inform the Head Teacher of their condition at the earliest opportunity.
If a risk assessment reveals such a risk, measures will be taken to either remove that risk or if this is not possible,
working conditions will be temporarily adjusted.
Particular attention will be paid to risks associated with:











Shocks, vibration or movement.
Manual handling of loads.
Noise.
Extremes of hot or cold.
Fatigue – posture.
Biological agents (Rubella, Hepatitis B, HIV).
Chemical agents.
Visual Display Units.
Environmental conditions, nauseating smells, and cramped workplaces.
Inability to wear certain items of personal protective clothing.

A generic risk assessment has been completed and is available for pregnant workers’ inspection on request from the
Health and Safety Officer.

10. Violence to Staff
Support will be provided to any member of staff or volunteer who reports any such incident, actual or perceived
whatever the circumstances.
The school will work together with the employees to prevent the unlikely occurrence of any violence to staff by
pupils and reduce aggressive behaviour wherever it may occur on the school site.
All injuries caused by violence to staff are legally reportable under RIDDOR.
The following procedures are adopted:


All incidents will be recorded and classified.



A Risk Assessment will be conducted with preventative measures implemented. It will be regularly
reviewed for appropriateness.

Preventative measures will include:


Ensuring staffing levels are appropriate to the task.



Ensuring that less vulnerable or more experienced staff are involved in the management or planning of
more difficult tasks.



Appropriate information for particular tasks and information of how to undertake them safely.

Training in the management and prevention of violence will be provided for all employees who may come into
contact with pupils who may have uncontrolled or violent behaviour.
A plan for dealing with violent attacks if and when they occur will be drawn up in consultation considering what
action individual members of staff are expected to take, giving guidance on the reporting and review procedures.
Staff should also refer to the school’s physical restraint policy.
Physical Restraint Policy
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Physical restraint must not be a substitute for good and positive behavioural management strategies.
The degree of restraint must be in proportion to the circumstances of the incident; any force used must always be
kept to a minimum to achieve the desired result and no teacher is obliged to use it.
Teachers are allowed to use reasonable force to control or restrain pupils in their care in the following
circumstances:





A pupil is in danger of injuring himself/herself.
There is a danger of injury to other pupils.
There is a danger to staff and other adults.
There is a danger to property or the site.

The following procedures should be followed having used physical restraint at The Arnewood School Academy:





A written outline is given of positive steps taken to diminish the confrontation prior to the use of force.
A detailed written report is made on any occasion when force is used.
Where appropriate, witness statements should be taken.
The information should be passed to a senior member of staff as soon as possible afterwards.

Further information, advice or training can be obtained from members of the leadership team and:





1996 Education Act.
DfEE Circular 10/98.
Hampshire Guidelines (Hantsnet).
Teacher Union representatives/web sites.

A generic risk assessment addressing violence to staff is available for inspection from the Health and Safety
Officer, but in all situations a local risk assessment should also be considered.

11. Lone Working
There are certain work situations where the law stipulates that at least two persons must be involved and that safe
systems of work must be followed. These include entry into confined spaces, using ladders which cannot be
secured and require footing, fumigation work and work involving substances hazardous to health, erection of
scaffolding, and where young people and trainees are not at the appropriate level of competence to perform the
task.
The supervision required for lone workers will depend on the competence of the worker and the risks involved in
the task. A risk assessment should be carried out before each task is undertaken.
Consideration must be given to situations where only one person is on the premises; people are working separately
from others, working outside normal hours and those working in hazardous environments.
A generic risk assessment addressing Lone Working is available for inspection from the Health and Safety Coordinator, but in all situations a local risk assessment should also be considered.

12. Management of Stress
All employees have a duty to themselves, the children, and their colleagues not to report for work when sick or
under abnormal stress. Failure to comply with this advice will put the individual or their colleagues at unnecessary
risk from health or safety hazards. Managers, who consider individuals are unfit for work, must bring this to the
attention of the individual concerned and to senior management.
During extended working days or periods where inadequate rest or breaks are taken, physical and mental fatigue
can develop. Loss of concentration and errors of judgement may occur and this can increase the risk of accidents.
Whilst the working hours of teaching and support staff are currently determined in part by the school day, there
may be a need to record general working hours for some staff. The Headteacher is responsible for identifying any
staff that may be exposed to long working hours.
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In exceptional circumstances, the Headteacher may authorise exceeding these limits. The circumstances must be
reported to the Governing Body.

Poor decisions
Lack of planning
and control of work
Poor results from
students
Work
Performance

Relationships at work
Tension and conflict
between colleagues

Staff attitude and behaviour
Loss of motivation and
commitment

Poor relationships
with students

Staff working longer hours with
diminishing returns

Increasing disciplinary problems

Erratic or poor timekeeping

Sickness
Absence
Increase in overall
sickness absence,
particularly short
periods of
absence

Stress at Work
13. Long term staff absence policy
Staff absence through illness cannot generally be predicted.
Long term absences amongst the teaching staff can have a detrimental effect on students’ learning and also place
additional pressure on colleagues.
Long term absence is deemed to be absence of more than 10 school days.
To minimise the impact of long term absence Heads of Centres of Learning will put in place the following
measures:


to create, maintain and hold in the subject resource area sufficient subject based activities to support non
specialist teaching for a minimum of three weeks.



to conflate classes (where possible) to maintain specialist whole class teaching supplemented by non
subject specialist support.



to rotate classes around subject specialist teachers of the same year group with the objective of minimising
the effect of the absent colleague on his/her teaching group.
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to rotate classes around subject specialist teachers substituting lower school subject specialists with sixth
form subject specialists with the objective of minimising the effect of the absent colleague on his/her lower
school teaching groups. In this event sixth form students directed to independent study.



to draft a standard ‘long term absence’ letter to parents after 5 school days informing them of the situation
and strategies adopted to minimise the impact.



to negotiate with the respective Senior Leader the appointment of a part time member of staff.

14. Traffic Control on the School Site


All visiting drivers, apart from those delivering to the school kitchen will report either to the main
Reception or the Finance Office.



All cars and motor cycles must be parked in designated parking bays. Disabled Parking Bays and Visitor
Parking Bays will be provided for drivers who qualify to use them.



The speed limit on the site shall be restricted to 5mph. Traffic calming measures (‘Sleeping Policemen’)
are installed. Appropriate signs of both the mandatory speed limit and calming measures will be displayed.
Drivers failing to observe the speed limit will be reported to their employer.



All vehicles will be driven in a safe manner taking into account the nature of the pupil population.



Vehicles will be restricted to the designated routes unless specifically directed by the Site Manager to the
contrary.



The school expects that all delivery and collection vehicles will have audible reversing warning systems.
Students will be reminded of their responsibilities for their own and others safety when vehicles are on site.



The school will designate adequate provision for access and parking by emergency vehicles at all times.



Main gate will be closed throughout the day. It will NOT be opened for incoming or outgoing vehicles
from 1450 -1510 to allow students to leave site safely

A generic risk assessment for site traffic has been completed and is available for inspection from the school’s
Health and Safety Officer.

15. Workplace Health, Safety and Welfare
The Working Environment
The Governing Body recognises its responsibility to take account of the Workplace Regulations 1992, thereby
ensuring that the health, safety and welfare of everyone within the workplace is protected and that there is adequate
provision for all. Particular reference is made to the provision of basic facilities, the building’s structure and
layout, the people using the building and the interaction of those using the building.


All personnel are responsible for maintaining their working area in a clean and tidy condition.



Measures must be in place for the clearing and handling of spillages either through departmental controls in
force or by reporting cases immediately to the Site Manager. Appropriate personal protective clothing
must be worn when dealing with spillages.



Areas of general movement must be kept free from obstruction and hazard.



Rubbish must be disposed of appropriately. Items requiring specialised disposal should be reported to the
Site Manager. The site is subject to regulations governing the transfer of waste.



Staff and Students must not eat in corridors or stairways.
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In areas where food is consumed, the area must be kept free from discarded food items.



Litter must be disposed of in the litter bins provided throughout the school site.



Display areas must be regularly checked and combustible materials kept away from possible sources of
ignition.

a. Stairs
Stairways and Staircases shall be properly maintained, of sound construction, well lit and with handrails on both
sides where there is a need for additional support.
b. Floors
Floors shall be maintained in a good state of repair. Slip resistant surfaces should be provided where possible.
Holes and defects should be repaired as soon as possible, but where this is not possible the area must be taken out
of use until such time as the repair can be carried out. Where there are changes of levels grab rails must be
provided for those requiring additional assistance.
c. Lighting
Good lighting of all corridors and stairs is essential. Natural lighting should be supported by artificial lighting
where the levels are inadequate. Lighting levels must be appropriate for all people using the accommodation.
d. Windows
Suitable material will be fitted to transparent surfaces below waist level to include toughened glass or safety glass.
Where the window is of sufficient size to allow a person to fall through, window restraints should be fitted.
Glazing for doors and windows must conform to BS 6262 (Code of Practice for glazing for buildings)
Any alterations to the window in the building must conform to building and fire safety regulations.
e. Doors
Doors must be maintained and repaired to ensure ease of use by those using the building. Double swing doors must
have a transparent vision panel fitted so that a person on the other side of the door is able to be seen. Particular
consideration should be given to those in wheelchairs.
f. Cleanliness
The school will be cleaned by an effective and suitable method which maintains a satisfactory standard of
cleanliness and does not expose anyone to a health and safety risk. Any shortcomings in this routine should be
reported IMMEDIATELY to the finance office.
g. Accommodation
Suitable and sufficient sanitary and washing facilities will be provided for the staff and pupils.
A staffroom is provided for the use of all staff at all times of the day and provision for refreshments and personal
hygiene has been made.
h. Movement in Corridors
Staff and students should move around corridors in a sensible and safe manner.
i. Student Conduct in School
Students and all staff will adhere to school rules.
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j. School Rules - Y7 - Y11
1)

Jewellery is not permitted in school.

2)

Students in Years 7, 8, 9 and 10 are NOT permitted to wear make-up.
Students in Year 11 are permitted to wear a discreet amount of make-up. This does not include nail varnish,
extensive eye shadow etc.

3)

Extremes of hair fashion or attention seeking styles are not permitted.

4)

Ties must be tied neatly and worn at the appropriate length (at least 11 stripes showing).

5)

Shirts must be tucked in.

6)

Blazers will be worn at all times unless so directed by a member of staff. Students are, under normal
circumstances, permitted to remove their blazers during lessons and are instructed to do so during practical
lessons.

7)

All personal possessions must be clearly labelled with students' names.

8)

The school accepts no responsibility for valuable items brought to school. Pupils who have to bring sums of
money to school may place money for safe keeping in the Finance Office.

9)

School books, etc., on loan to students must be treated with care and students will be expected to pay for any
wilful or careless use of such property.

10) No student may bring a motor cycle or car to school.
Students who live in excess of one and a quarter miles from school are permitted to cycle to school. Any
student cycling to school must be in possession of a current cycle permit and wear a cycle helmet. Cycles
should be stored in the cycle sheds. All cycles should be secured by a substantial chain or lock.
11) Except for accessing and leaving the site, all car parks are out of bounds.
12) Students should not go to rooms, other than the Library or Canteen, before 08.30 without teacher supervision.
13) Students are not permitted to smoke in school uniform. Those breaking the rule will be detained in the first
instance but if they repeat the offence more severe punishment will be given, possibly leading to fixed term
exclusion. Reference should also be made to the school’s Substance Abuse Policy.
k. Sixth Form Students
Sixth form students are expected to:
a)

Adhere to all rules governing the rest of the school and to set a good example to younger pupils.

b)

Maintain a high standard of appearance and conform to the sixth form dress code.

c)

Give of their best in all of their studies and other commitments to school, including Community
Service, Sport and Recreation and Private Study.

d)

Maintain full attendance at school throughout the school day and to account for any absences
with a note from parents/guardians or by obtaining permission from the Director Post-16 in
advance for known absence.

e)

Sign in / out of school using the 6th form signing in/out book situated in Sixth Form Reception
area.
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f)

Avoid driving cars to school and parking in neighbouring roads.

l. Bullying and Child Welfare
The Arnewood School takes a serious view of bullying and child protection. Reference should be made to the
separate policies addressing these issues.
Further specific guidance is available from the school’s Anti-bullying Co-ordinator and Child Protection Officer
respectively.

16. Visual Display Units (VDU)
Form EPS/DSE2 is associated with this section of the Health & Safety Policy. A copy of this form is contained in
the appendix to this document.
The increased use of Visual Display Units within the school for a higher proportion of a working day raises health
and safety issues for employees. The Health and Safety (Display Screen Equipment) Regulations 1992 make
reference to the possible effects on health:


Bodily fatigue – caused by bad design, selection and installation of display screen equipment and design of
the workplace.



Upper limb pains and discomfort – sitting in fixed positions for long periods, repetitive movements, can
cause discomfort in the neck, shoulders, back and arms.



Eye and Eyesight Effects – symptoms such as impaired visual performance, red or sore eyes and headaches
may be caused by poor positioning, poor legibility, poor lighting, and moving image on the screen.
Stress is likely to occur when there is poor job design, lack of control by the worker, poor work
organisation, prolonged periods without breaks.



It is important that the work station is designed correctly and the member of staff adjusts the position of the
computer hardware and the seating provided to suit their best working position.
The school will provide as appropriate equipment to enable the user to work comfortably and will monitor through
self assessment forms the provision and suitability.
The regulations recommend that:


The screen is legible, has a stable image, and is free from glare.



The keyboard is usable, adjustable and that the key tops are legible.



Work surface allows for flexible working, allows space and is glare free.



A document holder should be provided if requested.



Work chairs are appropriate to the user and fully adjustable. A footrest should be provided if requested.



Leg room allows postural change.



Lighting provision of adequate contrast, no direct or indirect glare or reflection is available.



Distracting noise is minimised.



Excessive heat is minimised through provision of adequate humidity.



Software must be appropriate to the task, and adapted to the user capabilities.



System status feedback must be provided with no clandestine monitoring.
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Personnel on site using VDU equipment for lengthy periods of time are to discuss Risk Assessment procedures
with the Health and Safety Co-ordinator. Where appropriate, Form EPS/DSE2 is to be completed and held by the
Health and Safety Co-ordinator.

17. Performances and Events
For certain events and activities involving members of the public the school will establish whether any specific
health and safety requirements exist in relation to the activity or event.
A suitable and sufficient risk assessment will be carried out for all events and activities and the appropriate
enforcing authorities will be notified.
The school will maintain a current Theatre Licence with the New Forest District Council as required for public
performance.
Any person using electrical equipment on the premises, for example a disco, will be asked to provide a current PAT
(Portable Appliance Testing) certificate of safety for the equipment.
A generic risk assessment form exists but will not be comprehensive in some circumstances. A local risk
assessment form must be completed if the generic risk assessment form does not cover all planned activities
relating to a performance or event.

18. Cleaning including Grounds Maintenance
Before any cleaning or maintenance work is undertaken a full risk assessment including consideration of the
COSHH data for all hazardous materials will be carried out and control measures put into operation. This is the
responsibility of the Site Manager.
All maintenance and cleaning personnel in the school’s employ will be informed and trained in the implementation
of these control measures by the Site Manager.
All staff employed by The Arnewood School involved in cleaning and maintenance will be issued with the
appropriate Personal Protective Equipment and clothing to enable them to perform the task safely by the Site
Manager.
All users of the building will be alerted to the existence of wet floors, trailing leads and other temporary measures
by means of signs and barriers.
All cleaning personnel and maintenance staff will ensure that adequate exits are available at all times, when they
are carrying out their task, to enable safe evacuation of the building.
The Site Manager will arrange for mowing of the large grassed areas to be carried out either internally or by an
approved external contractor. The Site Manager shall ensure that all Risk Assessment and COSHH data
information is made available as required by the contractor. A Safe System of Work shall be agreed. Mowing will
only take place at approved times and in consultation with the Site Manager.
All other aspects of the grounds maintenance will be carried out by qualified site staff unless they are not
adequately trained to do so in which case a competent person will be contracted by the Site Manager to complete
the task.
Personal protective equipment will be provided by the Site Manager and must be worn during all tasks requiring its
use.
The Health and Safety Officer will advise the Headteacher, as a member of the Governor’s Estates Committee, as
to matters of importance that require the notice of Governor’s Estates Committee.

19. Site Projects
Before any new work or project is carried out within the school site a risk assessment must be completed. Large
projects may be included in the School Improvement Plan.
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Each project should have a designated Project Co-ordinator.



Where external contractors are involved in the tendering process they should be managed according to
agreed best practice and must include reference to health, safety and welfare matters in the contractors’
method statements. Tenders will only be considered where The Arnewood School’s ‘Invitations to Tender’
form (reviewed September 2012) has been fully and correctly completed.



It is the responsibility of the Project Co-ordinator to ensure that all necessary consultation is carried out in
advance of the commencement of the project.



A list of those to be consulted should be included in the initial project specification.



Consultation should be fully documented. It must include checks of contractors’ competence and
experience to undertake the work.



The Project Co-ordinator must produce a schedule of works, maintained with up to date information, and
available to those involved in the project.



Progress reports should be given at regular intervals by the Project Co-ordinator to the Governing Body.



Best value, cost analysis and comparison must be maintained. Any significant deviations from budget or
service provision must be notified to the Governing Body.



Contractors considered to be endangering the health and safety of those within the school site or members
of the public must be challenged and if necessary asked to leave the site.



All contractors must meet approved insurance levels in term of their public liability.



An evaluation of the project must be submitted to the Governing Body on completion of the work by the
Project Co-ordinator.

Management of Contractors on Site


All visitors and contractors to the site must sign in at Reception and wear a recognised form of
identification suitable to their work activities throughout the period spent on site. In most cases this will be
red visitor lanyard and badge. In exceptional cases, where for example such a badge represents a choking
hazard, an adhesive badge is an acceptable substitute.



If contractors are bringing vehicles on site there must be an area available for them to safely park which
does not interfere with the operation of the school.



All contractors must be made aware of the health, safety and welfare rules which apply to them whilst on
site, e.g. evacuation in an emergency, no smoking policy, dress code especially when the school is in
session, etc.



Contractors need to know of any hazards which might affect them whilst on site.
discussion of safe working systems before work commences.



All contractors, sub-contactors or others working on the fabric of the school’s buildings should read and
sign the school’s asbestos register available from the Health and Safety Officer.



Certain activities carried out by contractors on site will require a permit of work. This will include all work
involving naked flame, electricity, gas, poisonous substances, and structural repairs, working at heights and
construction plant and machinery. It shall be the responsibility of the Site Manager to check the permits
are valid.



The Project Co-ordinator (or designated person) should be the point of contact for the contractor. This
person should have sufficient authority and competence to deal with the day to day matters which arise
from the contract. There must be daily contact to ensure effective communication.

There should be a
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The contract should be monitored throughout its duration against expected specifications and target times.



Contractors should be encouraged to report incidents, near misses and accidents, even minor ones to the
Project Co-ordinator.



Once the work has been completed an evaluation is required and should include measures taken under
health, safety and welfare.



The school is registered as a producer of hazardous waste in accordance with the Environmental Protection
Act 1990 and the Waste Management Licensing Regulations 1994. The school’s certificate number is:
AGN 113.



Contractors are required to provide a valid hot work permit to work in areas which involve flames or
sparks, where flammable materials are close by and when work is to be completed in environments where
such activities are not normally carried out.

20. Machinery and Equipment
A list of significant machinery and equipment will be maintained for each area by either the responsible subject
leader or Site Manager as appropriate.
Each item will be individually and permanently marked with a unique identification number and recorded on the
schools inventory, kept in the Finance Office.
It is the responsibility of every person using, or issuing, machinery and equipment to ensure that there are no
obvious signs of damage and it operates in a satisfactory manner. If there are defects the problem should be
immediately notified to the manager and the piece of equipment withdrawn from service.
It is the responsibility of staff to carry out checks of all machinery and equipment in their area on a regular basis,
this may vary depending on the type used but should be at least monthly. The results of the checks must be
recorded.
A service record will be maintained by the departmental manager for all significant pieces of machinery and
equipment. Servicing will only be carried out by a competent person.
All gas appliances will be checked at least annually by a GAS SAFE registered engineer and the service records
kept for reference by the Health and Safety Co-ordinator. No work shall be performed by non - GAS SAFE
approved contractors or employees. (See also policy for Gas Systems.)
Appropriate training to ensure safe usage of certain pieces of equipment must be given to Staff, Volunteers and
Pupils. Training must be given on all new pieces of machinery and equipment.
If, in the opinion of a member of staff or volunteer, a student creates an unacceptable risk to themselves or others
whilst using any piece of machinery or equipment they will be immediately prohibited from using it and the Head
of Department will be informed immediately.
The Provision and Use of Work Equipment Regulations (PUWER) 1998
The 1998 Regulations (reference www.hse.gov.uk/pubns/indg291.pdf)extend the definition of work equipment and
require that an inspection of work equipment be carried out where there is a significant Health and Safety risk
involved and include the need to record the results of these inspections.
The PUWER procedures must be followed to ensure that the school does not operate in breach of these
Regulations. Where Heads of Subject have specific queries, these should be raised with the Health and Safety Coordinator.
These Regulations do not change or reduce the need for all machinery and equipment in the school to be
maintained regularly and in accordance with the manufacturer’s guidelines.
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PAT of items which can be described as portable, electric office and domestic equipment (e.g. Personal Computers,
shredders, kettles, small portable hand appliances) will be organised by the Health & Safety Co-ordinator in line
with best practice recommendations for testing. In The Arnewood School all portable appliances will be tested once
every 3 years and more frequently if the Risk Assessment appertaining to specific equipment (e.g. hair dryers)
determines this necessary.
Procedure
1

All equipment and machinery used at The Arnewood School which involves a significant health and safety
risk is to be visually checked before use (see basic guidance notes above). These inspections must be
documented, using the school’s PUWER form.
Examples of items of work equipment covered by these Regulations and which should therefore be
checked are:
Tool box tools such as hand tools, including hammers, knives, handsaws, single machines including drills,
circular saws, lathes, grinders, welding and spraying equipment, catering equipment, photocopiers,
guillotines, laboratory apparatus, lifting equipment, ladders, pressure cleaners, scaffolding, etc.,
This list is by no means definitive and advice if in doubt should be sought.

2

Equipment which is not safe to be used shall be declared unsafe on the PUWER form and appropriate steps
taken to action repair and/or disposal.

3

Unsafe machinery (e.g. if the guard is missing) shall be disabled and clearly marked with a sign indicating
that the equipment is not to be used.

4

Records of the visual checks, together with the reports of all routine and servicing shall be retained by the
school for at least 12 months.

5

All managers must ensure that staff have received specific training to operate the equipment, as required by
their work role and responsibilities.

6

Heads of Centre must ensure that students have received specific instruction in the safe operation of any
equipment to be used as part of their education/training programme, in addition to the general Health and
Safety guidance included in their induction and tutorial sessions. This instruction should be recorded in
their homework diaries or class records.

Purchase of New Equipment or Machinery
The law relating to new machinery can be divided into two groups – the supply law and the user law. The supply
law requires that machinery which is supplied is safe and carries the ‘CE’ marking. The user law, most commonly
known as the Provision and Use of Work Equipment Regulations 1992, requires the employer to provide the right
kind of safe equipment for use at work, ensure that it can be used correctly and to keep it maintained in a safe
condition.
Even though the supplier claims the machinery or equipment complies with the law the purchaser must still check
that it is safe before it is used.
A written risk assessment must be carried out before purchase, and retained by the purchasing officer.
Consideration must be given to the following:


Where and how it will be used?



What will it be used for?



Who will use it – are they skilled users?
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What risks to health and safety might result?




Compare how well health and safety risks are controlled by different suppliers or manufacturers.
When placing the order specify that the machine or equipment should be safe for use?

Once the machinery or equipment has been ordered and received:


Check thoroughly against suppliers’ detailed instructions, that it carries the ‘CE’ mark and that there is a
copy of the EC Declaration of Conformity.



Make sure the operation is fully understood and that a manual is provided and is in English.



Ensure warning signs are visible and easily understood.



Check for possible hazards.

If the machinery or equipment is considered unsafe it should not be used and the supplier contacted.
Second-hand machinery or equipment has to be safe for use. In most cases it will not have the ‘CE’ marking, but it
is still the duty of the supplier to make sure that it is safe and has instructions for safe use. The employer also has a
duty to ensure that the machinery or equipment is safe, suitable for the work it is to do and maintained in a safe
condition.

21. Water Temperature – Hot Surfaces
Legionellosis
The Arnewood School aims to reduce the risk of Legionellosis by maintaining and operating water services under
conditions which prevent or minimise the proliferation of legionella. Water temperatures within the range 2oC –
40oC support growth. At temperatures above 60oC legionella will not survive. Therefore to reduce the risk the Site
Manager shall ensure that all hot water storage will be maintained at a temperature of at least 60 oC and be
responsible for the regular local maintenance required including the cleaning and or disinfecting of taps and shower
heads and the regular flushing of showers and taps after periods of closure.
Legionella testing will be conducted by specialist contractors (Messrs Churches at February 2013) in conjunction
with the Site Manager/Site Team

Scalding
At temperatures above 43oC there is a likelihood of scalding. The Site Manager will ensure that all hot water
outlets available to pupils are controlled and cannot exceed 43oC. The school will also ensure that any heated
surfaces such as that of a radiator, heating pipe, panel heater, etc., will not exceed a temperature of 43oC when the
system is operating at its maximum design output. Guards will be fitted where appropriate.
Monitoring
Outlet temperatures of all relevant hot water supplies will be tested monthly and the results recorded by the Site
Manager. The distribution system will maintain hot water at or above 60oC and cold water at or below 2oC. The
water supply, heating and distribution system will be checked and maintained on a regular basis and the results
recorded by the Site Manager.

22. Electrical Safety
The Electricity at Work Regulations 1989 places the responsibility on employers to assess the work activities that
utilise electricity or may be affected by it. The regulations apply to whole systems and the use of both portable and
fixed machinery and equipment and appliances which are capable of being made live by an electrical system.
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It is the policy of the school that all electrical installation will be carried out by a competent person. Portable
Appliance Testing will, therefore, be carried out by a qualified staff technician or sub-contracted to a specialist
PAT testing company.
All electrical circuits must be accurately and fully identified at the distribution board or fuse box to ensure that
areas can be isolated should the necessity arise for work to be carried out.
Under no circumstances is working on live circuits allowed except by a competent electrical contractor.
A periodic check of the electrical circuits will be carried out and certification retained. A whole system check must
be carried out periodically at the instruction of the Governors typically at five year intervals. Any work resulting
from these checks must be carried out by a competent and qualified electrician. Certificates of Electrical Safety
will be kept for reference centrally by the Health and Safety Co-ordinator.
An inventory shall be retained of all electrical equipment which is to be tested according to Portable Appliance
Testing recommendations. Electrical equipment will be tested by a competent person according to the type and
frequency of use. Typically PAT testing will take place at least once every three years.
It is the policy of the school that portable electrical appliance testing is carried out. The PAT testing may be
completed through external contracting, in-house staff or a combination of both. The Governing Body and
Headteacher are responsible for authorising in-house personnel to carry out these tasks and will ensure that the
standards of competence and training are fully met.
To this end:


Portable Appliance Testing shall be recorded and the items marked with the date of the test, the signature
of the competent person and the date the item is next due for testing. This action does not preclude tests
being carried out at any other time if there is doubt about the appliance’s safety.



Repairs to electrical apparatus must only be carried out by qualified staff.



It is the responsibility of all staff and volunteers who use, or issue to pupils for use any electrical equipment
or appliance to make a visual inspection of the each time to ensure that the casing is unbroken, the leads are
undamaged and the plug is undamaged. Any equipment found to be faulty must be withdrawn and suitably
labelled until collected by the PAT technician for repair. Forms for reporting defective items are held in
Reception.



Staff should move, control and plug in electrical equipment where possible.



Much care must be taken to ensure that leads from electrical apparatus do not create a hazard.



Electrical equipment must be used according to manufacturer's instructions.



In the event of the failure of electrical equipment, the item must be switched off at the mains immediately,
the plug removed from the socket, the item must have a notice attached to warn people that it is faulty and
should not be used. The problem must be reported immediately to the departmental Health & Safety
representative.



All appropriate electrical equipment shall be switched off at the end of each day.



Those concerned with electrical safety within the school must refer to the Safe Systems of Work held by
the Health and Safety Officer and the Site Manager.

Generators may be supplied to be used in times of mains electrical failure. Instructions for the use of generators
must be available. Any staff taking responsibility for their use must be authorised users.
Master copies of the forms PAT1, PAT2 and PAT3 are kept by the Health and Safety Co-ordinator.
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23. Waste Disposal
The school will ensure that all waste produced will be disposed of through a licensed waste management contractor
in accordance with the Environmental Protection Act 1990 and the Waste Management Licensing Regulations
1994.
The school is registered as a producer of hazardous waste in accordance with the Environmental Protection Act
1990 and the Waste Management Licensing Regulations 1994. The school’s certificate number is: AGN 113.
A current Transfer of Waste certificate is held centrally by the school’s Site Manager.
All processes and procedures involving waste will be subject to a full risk assessment.
All food waste will be put into plastic bags and sealed. Bags will then be deposited in a storage area to prevent
access to vermin.
Broken glass or other sharp waste will be placed in appropriate disposal containers. Sharps containers and clinical
waste will be disposed of in accordance with the agreed clinical waste procedures.
Where necessary employees will be trained in the correct techniques and procedures required to handle any form of
hazardous waste. Appropriate staff will also be trained in dealing with any spillage of hazardous materials.

24. COSHH - Hazardous Materials
Requirements of the Control of Substances Hazardous to Health Regulations 1995
Failure to comply with COSHH legislation causes possible exposure of employees, volunteers and pupils to risk
and constitutes an offence under the Health and Safety at Work Act 1974.
Substances that are ‘hazardous to health’ include:


Those labelled as dangerous (i.e. very toxic, toxic, harmful irritant or corrosive).



Substances with occupational exposure limits.



Clinical waste.



Pesticides and other similar chemicals.



Harmful micro-organisms and substantial quantities of dust.



Any material which can harm health

Hazard Data Sheets
For all identified hazardous substances a full and comprehensive hazard data sheet will be kept. In some cases the
manufacturer will supply appropriate information, but it may be necessary for departments to prepare their own
information pertinent to use.
COSHH Assessment
A full COSHH assessment will be carried out on each identified substance. This will include:


A list of substances present and accompanying Hazard Data Sheets.



Identifying what harmful effects are possible, what harmful substances are given off.



Considering how the substances are to be used or handled.
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Realisation of the circumstances under which people could be affected, to what extent and for what period.



The likelihood of the exposure happening.



Putting in place the precautions needed to be taken to comply with the Regulations.

Exposure to Hazardous Substances
Wherever possible, exposure to hazardous substances should be prevented, either by removing the substance,
substituting with a safer substance or using the substance in a safer form.
If taking the above measure is not possible then exposure to the substance must be adequately controlled by using
safe systems of work and handling procedures, providing appropriate ventilation or enclosing the process either
totally or partially.
Control Measures
Staff, volunteers and students will be required to use the appropriate control measures. These will include personal
protective equipment, dust and fume extraction, appropriate safe storage and issue and usage records. Employees
and Students must be adequately trained and made aware of the risks from their use of a hazardous substance and
the necessary precautions which should be taken.
Regular consideration to occupational exposure limits must be given.
Pesticides
Any pesticide must be approved under the Control of Pesticides Regulations 1986.
Health Records
It is necessary to keep a personal health record of all staff and volunteers coming into contact with hazardous
materials and chemicals during their employment. All health surveillance and monitoring records must be kept for
40 years.
Subject Policy Documents
Those subjects using hazardous substances will maintain their own COSHH procedure document relevant to their
specialty. A copy of the most recent policy will also be held by the Health and Safety Co-ordinator.

25. Environmental Monitoring
The Arnewood School is aware that the key to preventing exposure to substances which could be harmful to health
depends upon the recognition of the hazard or potential hazard and the evaluation of the extent of the hazard. It is
the responsibility of the Health and Safety Co-ordinator to ensure that maintenance contracts relating to Radiation,
Water Services, Dust, Machinery and Plant, Noise, Food Hygiene, Minibus, Fire Alarms and Appliances,
Photocopiers and Equipment are carried out on an annual basis by competent persons. Certification will be held
centrally. Measures complying with safety standards will be carried out where reasonably practical to do so.
Energy Efficiency
The Arnewood School will endeavour to maintain a working environment as safe and comfortable as is reasonably
practical, meeting statutory requirements. Temperature levels will be monitored by the Site Manager. Where it is
possible, radiators will be thermostatically controlled. The school is aware of its duty to reduce costs and, in the
wider sense, to protect the environment and reduce the emissions of C02 gas from the site

26. Gas Systems
The Site Manager is responsible for ensuring that fixed gas systems are correctly installed and effectively
maintained. The use of external contractors is appropriate in achieving this responsibility. The Site Manager shall
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ensure that his staff are fully aware of the action to be taken in the event of an emergency. Drawings and signs
must be displayed to support instructions.
LPG and Portable Gas Systems should only be used when no other alternative is available. Safe and separate
storage for full and empty cylinders should be provided. Drawings and signs must be displayed instructing users of
what to do in the event of an emergency. Records must be kept of maintenance programmes. Cylinders should be
refilled by the named contractor only. Staff and users must operate any fixed or portable gas system safely and in
accordance with instructions given by the manufacturer.
Work on the school’s gas system should only be undertaken by GAS SAFE approved contractors and should not be
undertaken by employees of the school unless they are a) GAS SAFE approved and b) permission has been granted
in writing by the Site Manager and Health & Safety Co-ordinator.

27. Safety Checks Schedule
The following safety checks will be made and recorded. The Headteacher and Directors/Governors must ensure
that authorised staff are competent to carry out these duties and are authorised for the purpose.
Equipment Check

Frequency

Authorised Checker

Fire Equipment
Fire Alarm Indicator Panels
Fire Alarms
Automatic Fire Door
Fire Doors
Fire Extinguishers
Fire Blankets
Fire Extinguishers
Alarm System
Alarm System

Daily
Weekly
Weekly
Monthly
Routine / Monthly
Routine / Monthly
Annual
Three Monthly
Annual

Site Manager
Site Manager
Site Manager
Site Manager
Site Manager
Site Manager
Contactor certification
Contractor
Contractor certification

Emergency Lighting
Indicator Lights
Operation
1 hour endurance

Weekly
Monthly
Six monthly

Site Manager
Site Manager
Contractor

Productions and Concerts
Theatre Licence

Annual

New Forest District Council

Security
CCTV system

Annual

Contractor

Minibus
Pre drive check
Routine Visual
MOT (if applicable)
Brake Tests and Service

Each use
Weekly
Annual
3 Monthly / 6 Monthly

Driver of Minibus
Site Manager
Garage
Garage

Machinery and Equipment
As listed within Departments
Safety Check

Monthly
Annual

Authorised persons
Contractor certification

Hazardous Material
Checks as listed

Weekly/Monthly

Authorised Persons
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Protective Clothing
Checks as listed

Weekly/Monthly

Authorised person and user

Daily/Weekly/Monthly/Annu
al

Matron

Up to 3 yearly
Three/Five years

Authorised PAT Technicians
Contractor certification

Daily/Weekly/Monthly/Annu
al

Catering Contractor and
Environmental Health

Daily/Weekly/Monthly/Annu
al

Authorised Person

Disabled Passenger Lift
Operation

Monthly

Contractor

Disabled Person Toilet
Operation

Annual

Contractor

Thermostatic Mixer Valves
Accuracy of operation

Monthly

Site Manager

First Aid
Checks as listed

Electricity
Portable Appliance Testing
Electrical Installation
Food Safety
Health and Food Hygiene

Lifting and Manual Handling
As necessary

Records in this policy statement must be completed and retained:






General Records
Accident Records
RIDDOR
Dust Extraction records
Health Records

2 years
3 years
3 years
40 years
40 years

Part D - SCHOOL VISITS AND OUT OF SCHOOL ACTIVITIES
1. School Visits and Out of School Activities


The Headteacher or the appointed member of senior staff must approve all school visits.



Where there is an element of high risk in the activity or the destination as defined under the guidelines laid
down in the Risk Assessment section of this policy document the Governing Body must give its approval.



No residential trip will normally be approved involving more than two year groups. The Sixth Form is deemed
to be one year group.



The Party Leader is responsible to the Headteacher and the governing body for the overall planning and conduct
of the visit and is to pay particular attention to procedures in the case of an emergency and arrangements for
discipline, supervision and welfare.



School visit planning packs are available from the Finance Office
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PV1 – Proposed Activity Form
Proposed Visit Form (1) must be completed in all cases. For planned visits in curriculum time, wherever possible,
the completed form should be submitted before the school’s Annual Calendar is completed in June of the preceding
academic year. The originator must retain a copy of the form as a record.
SV2 - Risk Assessment Form
After the provisional approval is granted (following the submission of Proposed Visit Form (1)). A risk assessment
must be completed for every component of the proposed activity and submitted to the Mrs Johnston, Health &
Safety and School Visits Co-ordinator.
SV3 – Participant Details Form
Once the list of participants has been finalised, these details should be submitted to the School Visits Co-ordinator
together with an SLT contact if out of school hours.
SV4 – List of Participants
Details of the participants of the school visit must be recorded on the SV4 and given to Reception before departure.
The list must be the most up to date information available.
This is the only acceptable format of this record.
SV5 – Evaluation Report
On returning from any school visit the party leader should complete School Visit Form (5) and submit it within one
week, to the Finance Office. The evaluation will record the main elements of the visit and provide assistance with
future visits to the same location or those involving a similar activity.
Supervision


There is no ‘right’ level of supervision and staff must plan visits with sufficient adult Supervision to allow for
emergencies and the possibility that an adult may need to be detached from the main party. As a guide the level
of supervision must never be less than one adult to 20 students and on visits abroad never less than one adult to
15 students.



For Years 7 to 11, if boys and girls are going on the same visit, other than in the immediate neighbourhood, a
male and female teacher must accompany the group, irrespective of the minimum supervisory level indicated
above.



The general level of direct supervision throughout the visit, including the evenings must be appropriate to the
particular circumstances. There must always be at least one responsible adult on duty and the students must
know who to contact and the location of that person at all times.



In the case of foreign exchange visits, appropriate steps must be taken to ensure that the host families and
schools are fully aware of their responsibilities for the safety and social wellbeing of the student, accepting the
ethos and supervision requirements of The Arnewood School.



When overnight stays are included, steps must be taken to ensure that the premises have adequate Fire Safety
precautions and offer secure accommodation at all times. Party leaders must ensure that all students and adults
understand emergency procedures and how they should vacate the premises safely and quickly.



Each accompanying adult must carry a current list of the names of participating students. Regular checks on
names and numbers must be carried out.



Students should carry means of identification at all times.



Students should be divided into groups of not less than 3.
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Knowledge of the Area and Conditions


Party leaders must be familiar with the nature of the conditions likely to be encountered. If this requires a prior
visit the cost of travel and subsistence will be met by inclusion in the total cost of the visit charged to
parents/guardians.

Emergency Arrangements


Party leaders must take a mobile phone (available from the Finance Office), a first aid kit and a whistle,
(available from the school’s Reception Office).



A copy of the student and staff participants of the visit, together with a copy of the form SV4 must be left at the
school’s Reception immediately before departure. The party leader must ensure that the parents/guardians can
be contacted via a call-list in the case of emergency. A point of contact at the school to pass information
between the party and the parent/guardian must be established. A ‘duty’ member of the Senior Leadership
Team must be contactable at all times.



In the event of an accident or illness, the designated member of the Senior Leadership Team must inform
parents/guardians as quickly as possible. All information will be passed to the Head Teacher and/or Chair of
Governors for decisions on :
(a)
(b)

Informing the next of kin (Form SV4), and
Arrangements to be made for the continuance or curtailment of the visit.

The Party Leader is to be especially careful in dealings with the media at the location in the event of a serious
incident and must ensure that the Head Teacher and/or the Chair of Governors is kept fully informed of any
contacts made.
If a student sustains an injury the ‘Accident Report Form’ must be completed in all cases and a full report
including statements from eyewitnesses submitted. All accidents must be reported to the Health and Safety
Officer who will advise any further action required.
Insurance


A scheme arranged with the school’s insurers is available to cover any visits made by students and staff on
organised school events. The cover applies to all members of the party. A standard insurance policy exists for
all visits and a copy of this can be obtained from the Finance Office. The appropriate fee for the insurance must
be included in the costings for the visit. If insurance is incorporated in the overall cost of the visit, students will
not be expected to pay any additional amounts for the school’s insurance. Where the visit exceeds 24 hours or
goes abroad, insurance costs should be shown as a separate item in the accounts for the visit.



The school holds an insurance policy which insures any member of staff required to use their own car on school
business. The cover is comprehensive but excludes a mandatory excess of each claim. In addition, it also gives
protection against legal liabilities for injury to other people (including any passengers) or to damage to their
property following an incident involving the employee’s car.

Exchange Visits


Parents should be given the opportunity to say whether or not they wish their child to undertake any particular
activity whilst under the control of a host family in loco parentis. The party leader must ensure that each host
family is aware of the wishes of the parent.

Equality of Opportunity and Access
 Party leaders should ensure that there is equality of opportunity and access for all students and staff. Any
student or adult who has a notified disability will require ‘reasonable adjustment’ and such planning must be
built into trip preparation. This is a legal requirement.
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Trip Contract
Please see sample contract which assures appropriate behaviour, trip reimbursement where necessary, and general
health and safety risk assessment.
EXAMPLE
SCHOOL TRIP CONTRACT

Student Name:

Tutor Group:

I would like my son/daughter to take part in the [

] trip.

The price for the trip is £[
balance to be paid by [

] shall be payable by [

]. A non-refundable deposit of £[
].

] with the

I understand that should I default in making the above payments my son/daughter may be withdrawn from the trip
and any deposit paid will be lost.
I acknowledge that the school may in its absolute discretion remove the right for my son/daughter to take
part in the trip in the event of misconduct or on other reasonable grounds.
I understand that in returning this contract I am asking the school to book travel arrangements for my son/daughter.
I acknowledge that in the event of my cancellation for any reason I will not be entitled to a refund of the
deposit paid and that I may remain liable for payment of the price for the trip in full.
I confirm that the school has made me aware of the booking conditions for the trip and that I will be bound
by the terms relating to cancellation.
I CONFIRM THAT I WOULD LIKE MY SON/DAUGHTER TO TAKE PART IN THE TRIP AND I AGREE TO THE
TERMS OF THIS CONTRACT.
Signed:

Name:

Date:

2. Use and Control of School Minibus
As at February 2013 The Arnewood School contract leases 2 minibuses on a 5 year replacement cycle. The contract
hire company maintains and services the vehicles on the school’s behalf. This does not relieve users of the
responsibility to ensure that the vehicle is in a safe and roadworthy condition before use.
Minibus Officer
The Minibus Officer will be responsible for all safety aspects relating to the school’s minibus stock.
The Minibus Officer will ensure that:


Appropriate and current road fund licence has been applied for.



Each vehicle is covered by a current MOT certificate where appropriate.



Regular pre-planned service and brake checks are carried out and records are kept.



All aspects of the use of the Minibus Permit are complied with and that each bus displays the appropriate
permit.



When damage or a defect is reported immediate appropriate action is taken and that records are kept of all
reports and subsequent action taken.

Legislation affecting the use of the minibus or the safety of such vehicles is brought to the attention of the
Headteacher so that appropriate action is taken for compliance.
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Authorisation of Drivers
A list of those permitted to drive the Minibus shall be kept by the Minibus Officer and Finance Officer. A copy of
the list will be displayed in the Staffroom. Any member of Staff wishing to be considered for addition to this list
should make application (Form Minibus/4) to the Headteacher and be prepared to take a driving test before
approval to drive is granted. The Minibus Officer will check and record all driving licences once a year for all
those approved to drive the school’s transport. These records should be retained. Staff with new style photographic
licences will need to provide a code (obtained from the DVLA) so that checks for penalty points and endorsements
can be made. All drivers should ensure that they have been issued with a Drivers Information Pack.
Drivers who first held their licence to drive cars prior to 1 January 1997 will continue to be able to drive minibuses
under the Minibus Permit Scheme provided their entitlement to drive minibuses (category D1 not for hire or
reward) remains in force.
When driving a minibus you may not receive any payment or consideration for doing so other than out of pocket
expenses.
The school minibus is not available for use outside this country unless specifically authorised by the Headteacher.


Any member of staff wishing to use the Minibus must book it through Reception as far in advance as
possible.



The keys and log sheet and school mobile phone must be collected from the Finance Office when the bus is
required and returned at the completion of the journey. Proper completion of the log sheet is a condition of
minibus use.



The bus must be visually inspected by the driver. Any defects must be reported immediately to the
Minibus Officer and recorded in the book provided. The bus must not be used if there is any doubt about its
roadworthiness. No pupil must ever be permitted to enter the bus before it has been inspected by the
Driver.



Staff should open doors, allow pupils to enter and secure doors after all pupils have boarded. On arriving
at destination no pupil may alight from the bus until staff have opened the doors.



All passengers and the driver must wear seatbelts during the journey. It is the driver’s responsibility to
ensure that this rule is upheld.



A list of driver and passengers must be left at Reception at the beginning of each journey.



A record of driving licences will be held for those staff eligible to drive the school minibus. This record
will be updated annually and will be held by the Minibus Officer.

Minibus Checks
Before moving off the following checks must be undertaken:


Tyres should show no sign of damage or wear and tear and the pressure levels must be correct. Oil and
water levels should be checked, especially for longer journeys.



Rear view mirror and driver's seat must be correctly adjusted.



Suspected or visible defects or damage must be reported to the Minibus Officer (Mrs Johnston - The
vehicle must not be used if there is any doubt about the vehicle’s roadworthiness.



There should be sufficient fuel in tank for the proposed journey. The bus should not be left low on fuel.
Petrol or diesel, as appropriate, should be collected from any Tesco garage using the appropriate school
account card. This card should be collected with the keys from the Finance Office.



The foot brake and handbrake should be tested soon after moving off.
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Journey record and mileage readings must be entered on booking out slip at the beginning and end of the
journey.



The bus must be cleaned and checked before it is locked away in the garage. Litter must not be left in the
bus.



The keys and completed Daily Record Book must be returned to the Finance Office on the completion of
the journey. After normal school hours they must be placed in the school letter box.



The bus will be washed inside and out at regular intervals by a designated member of the site team.

Speed Limits
The following speed limits apply to all drivers using the minibus:


40 m.p.h. on unrestricted roads



50 m.p.h. on motorways

The school minibus is legally subject to the 50 m.p.h. restrictions on unrestricted roads (normal 70 m.p.h. limit).
NB The school minibuses are mechanically restricted to a maximum speed of 62 mph.
Breakdown


In the event of mechanical breakdown the school’s break down services agency should be called. Details
of the current agency are recorded on the information card secured to the inside of the windscreen on each
bus.



The school mobile phone must be carried to cover such emergency phone calls.



The minibus is equipped with warning triangle and high visibility vest which should be used.

In the event of a breakdown:


Turn on the hazard warning lights unless parked in a safe position.



Ensure safety of passengers, especially on motorways where appropriate evacuation of passengers may be
desirable.



If the vehicle is causing an obstruction place the red warning triangle on the road at least 50 metres before
the obstruction on the same side of the road. (150 metres on the hard shoulder on a motorway).



Telephone the breakdown services as appropriate details are contained in the minibus and contact the
school as required.



Wear the high visibility jacket provided.

Accidents

The accident must be reported to the Headteacher or the Deputy Headteacher as soon as possible. In the event of
an accident, the safety of the passengers and driver is paramount:


Ensure the safety of the passengers.



Do not admit liability of any kind.



Take the name and address of all parties involved.
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Take the registration number and insurance details of all other vehicles involved.



Take the name and address of any witnesses.



Ask to see driving licence or other corroboration if possible.



Note the damage on the school vehicle and that sustained by others.



Note any previous damage on the other vehicles and their general condition.

The accident must be reported to the Police if:


Anyone is injured or there is a hazard of any kind created by the accident.



You believe that an offence has been committed.



The other party involved refuses to give name and address or has left the scene of the accident.



Vehicles are causing an obstruction or hazard or are in an unsafe condition.



Any facts are in dispute.

Use of a Minibus Not Belonging to the School
There may be occasions when the school minibus stock is not available or that the minibus is not suitable for use by
disabled passengers.


The bus must be organised with an approved provider.



The driver must make all the checks listed above before setting off.

Use of Mobile Phones When Driving the Minibus
The use of mobile phones whilst driving the minibus is illegal. Passengers should also refrain from using mobile
telephones. All mobile phones must be turned off when in a petrol station.

Part E - EMERGENCY PROCEDURES
Section A - Emergency Policy & Procedures
All staff are to be fully aware that a real emergency on the site might generate a very fearful situation which will
take much to control with so many people to evacuate from buildings. The safety of individuals must be paramount
throughout.
At all times during the emergency, total control of the situation will be vested in the Senior Officer of the
Emergency Services on arrival on the site and it is the duty of all concerned to obey any demands properly.
Media Contact
No member of the school is permitted under any circumstances whatsoever to make contact with any media outlet
at any time. Failure to observe this will result in severe disciplinary action. Contact of this sort will remain
entirely with the Headteacher (or his Deputy) and the Chairman of Governors, working in conjunction with the
Emergency Services team who will be present on site for this purpose
In the event of any emergency, 999 may be dialled by anyone on the scene of the incident. They must report this
action as soon as possible to the Headteacher, Health & Safety Co-ordinator, Senior Administrator and Reception.
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A 999 call alerts all emergency services and the primary concern of all those on site is to ensure that all people are
evacuated from the buildings concerned. The nominal roll of those in a building must be given to the Senior
Administrator at the evacuation point as soon as possible.
The official Fire Alarm will be sounded as soon as possible after discovery of the incident. Under no
circumstances should this warning be ignored. The resulting evacuation procedure can only be altered by the
Headteacher or the Health & Safety Co-ordinator who will confer with the Senior Officer on the site as to the
actions required.

Emergency Procedures
In the event of any emergency when the emergency services are called by dialling 999, no action is required
beyond the evacuation of the buildings as planned in the emergency evacuation procedures of School. The school
operates a “flight not fight” policy.
A 999 call alerts all services and priority will be given to the Senior Officer to the evacuation of individuals. The
completion of nominal rolls is vital to ensure that no one is left in the buildings concerned.




The fire service vehicles will arrive.
A Police Command Car will arrive.
Ambulance(s) will be called in as required.

Under no circumstances should a warning klaxon be ignored. Only when a directive from the Headteacher or
assigned Deputy Headteacher is issued should the evacuation procedure be altered. Each member of the school
community must familiarise themselves with the emergency evacuation procedure. Any appointed deputies must
be fully aware of their responsibilities should their line manager be absent.
Evacuation points are shown in the school’s staff handbook (updated annually and at change of personnel with
designated duties) issued to all employees.

Section B - Emergency Procedures in the Case of Fire or Emergency
Fire or Emergency Warning


The continuous sounding of a 2 tone klaxon indicates that a Fire or Emergency has been reported on site.



In the case of failure of the klaxon hand bells will be rung. Hand bells are kept in Reception, the PE
Office, the Deputy Headteacher’s office.



Bells will be rung by the Headteacher, assigned Deputy Headteacher and Health & Safety Co-ordinator.

Action in the Event of Discovering a Fire
Any member of staff discovering a fire or emergency situation must:


Sound the alarm by breaking a fire alarm point glass.



Advise the Reception office of the nature of the emergency giving as much information as possible.



Follow the evacuation procedure.

Evacuation of the Buildings
The buildings must be evacuated as quickly and safely as possible. All pupils, staff and visitors should be
accounted for and the following procedure adopted:


The buildings must be evacuated as quickly and safely at possible.



All pupils, staff and visitors should be accounted for.
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Do not stop to collect personal belongings.



Close the door behind you.



Proceed to assembly point in playground for roll call.



Do not re-enter building until told it is safe to do so by the Health and Safety Co-ordinator or Headteacher.

A. Responsibilities
1. Health & Safety Co-ordinator or assigned Deputy


Check the display panel for location of the broken alarm situated outside the Headteacher’s office.



Give the necessary instruction to Reception to dial 999 to alert the emergency services.



A copy of the school plans, check lists, two way radio and mobile phone and loud hailer will be taken to
the reporting station at the assembly point.



As soon as possible the Health & Safety Officer will report to the Police Command Car and contact the
Senior (Emergency) Officer present.



The Health & Safety Officer, Health & Safety Co-ordinator and all staff with designated responsibilities
must be easily identifiable at the assembly point by wearing appropriate high visibility clothing.



If the Health & Safety Co-ordinator is notified of a disabled person not able to use the lift because it is in
the emergency zone, arrangements must be made for assistance from the emergency services with
immediate evacuation.



Fire drills will be organised at least once in every term. The Health and Safety Officer will submit a
written report on the effectiveness and remedial action taken to improve awareness of fire safety, to the
Headteacher. This must then be reported to the Chairman of Governors.

2. Deputy Headteacher


A Deputy Headteacher, or deputising senior member of staff, shall co-ordinate activities at the front
entrance of the school ensuring proper access for the emergency services and authorised persons. The
emergency services will assume control of the emergency when they arrive including crowd control is
required.

3. The SIMS Officer will


Ensure that student lists are always kept up to date and are taken to the evacuation assembly point on the
tennis courts in the event of an emergency.



Distribute student lists to Heads of Year.



Submit lists of non-tutors, part-time, supply and ancillary staff to the Health & Safety Co-ordinator.

4. The Headteacher’s PA will



Ensure that all support staff are aware that they must report in person to the assembly point.

5. Site Manager


Ensure that the barrier is open and that a Deputy Headteacher, or assigned deputising senior member of
staff, is on duty at the front of the school during the emergency.



The roadway must be free of cars.
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All gas services must be shut off.



When all safety checks have been undertaken the Site Manager must report to the Health & Safety Officer,
either by two way radio or in person.

5. Reception


The call will be made to the emergency services by dialling 999.



A clear statement must be made to the emergency services stating the nature of the emergency, the location
of the premises and the need for medical services if appropriate.



Confirmation that the emergency services have been called must be relayed to the Health and Safety
Officer by means of the two way radio in reception.



Submit lists of students on school visits and visitors to the Health & Safety Co-ordinator.



Check all safes in the administration office are locked.

6. The Matron


Ensure that any pupils or personnel in her care at the time of the emergency are safely evacuated. If help is
required and no assistance is immediately available the Reception staff should be contacted immediately so
that assistance can be summoned.



Submit the list of sick and booked out pupils to the appropriate Heads of Year.



A specific location should be set up to deal with medical problems within the confines of the evacuation
assembly point, pending the arrival of the emergency services. This location will depend on the site of the
emergency and the numbers affected. This area will be announced by the Headteacher only if appropriate.

7. Head of Year


Collect the attendance lists from the administration staff.



Check off names given by each tutor to ascertain those pupils not accounted for.



Check with the Matron and the SIMS staff for pupils on their lists.



When the check is completed, you must report to the Health and Safety Officer and return the lists to the
Administration staff.

8. All Other Staff
Supervise the evacuation of student and visitors as detailed in the information following this paragraph.
9. The Catering Manager



The Catering Manager must evacuate all staff, assembling in the car park area.
Shut off all appliances and close fire doors on exit.



Report to the Finance Assistant Fire Marshall who will be at the assembly point.

10. Non teaching staff / Support Staff


All Support Staff will report to the Finance Assistant Fire Marshall at the evacuation assembly point.

11. Non Tutors, Part Time Teaching Staff and Supply Staff
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Must report to the Headteacher’s PA at the evacuation assembly point.



Register a tutor group where necessary.

12. Visitors


Must report to Headteacher’s PA at the evacuation assembly point.

13. Students


Pupils must move quietly to the fire point following instructions given by staff.



At the fire point students should line up in register order in their Tutor Group, in silence.



On no account should a student re-enter any building until the “all clear” is issued.



The pathway between the Gym and the cage must not be used. Use the grass if necessary.

Evacuation of Adults and Children in Wheelchairs
The most important feature of these instructions is that common sense must be used. These procedures only apply
to those pupils using wheelchairs and also disabled staff and/or visitors. We take every care of our disabled pupils
to enable them to have as normal a life in school as possible. Parents of disabled pupils have been made aware of
these procedures to which they have agreed.
In the event of a fire or fire drill, students/visitors who are in wheelchairs on the ground floor should be evacuated
as per the procedure for all other students/staff. In the event that students in wheelchairs are on the first floor, they
should evacuate the building via the ‘safe refuge’ point agreed in co-ordination with the Fire Brigade in June 2004.
This is located on the gantry/walkway between the Art rooms and main building. From here wheelchair users can
be evacuated from either the staircase using an Evacuation Chair (kept in the Male staff toilets in the ICT building)
or the lift whichever is safest. Staff who are qualified in the use of the Evacuation Chair are listed in the
Appendices.
The class teacher should firstly ensure the safe evacuation of the class and then accompany the wheelchair bound
student to the walkway. The Special Needs co-ordinator will have a timetable for each of the disabled students and
will ascertain the likelihood of a student being in a first floor classroom, and which subject teacher will be on the
walkway to account for their presence and convey this to the Health & Safety Co-ordinator.
Wheelchair bound students will be informed of procedures and will communicate this to supply teachers should it
be necessary.
Once it has been established that there is no immediate danger the nominated INA should inform the Health &
Safety Co-ordinator of the students’ whereabouts. The INA may then return to the student, providing this does
not place them in danger. In all circumstances students in wheelchairs should be accounted for. This should be
done in person by the nominated INA to the Health & Safety Co-ordinator.
Please note that mobile pupils will leave first where appropriate. If the emergency is a power failure, readily
observed by the illumination of emergency lighting, the same procedure will be used.
Evacuation of Pupils and Visitors (Other than Wheelchair Users)
Staff must direct pupils under strict supervision and quietly from the room in single file to the Fire Exit and out of
the building. Both sides of staircases should be used. Movement should be speedy but with no running.


Time must not be wasted with the collection of coats, bags or equipment.



All doors and windows must be closed behind the last pupil if this is possible and safe without delaying
evacuation.
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Diversions around fires/blockages may be necessary, it is, therefore, essential that staff follow the
recognised alternative routes.



If staff have a visitor with them at the time of the emergency they should ensure that the person is
evacuated safely.

Evacuation out of hours – see Conditions of Lettings under Appendices – Page 69
B. Liaison with Emergency Services
The Health & Safety Officer is to lodge a copy of school’s emergency procedures and school site drawings with the
emergency services. On an annual basis, police and fire services shall be invited to the school by the Health &
Safety Co-ordinator to review safety procedures.
REPORT: Following a scheduled evacuation practice a full report MUST be written and copies sent to:
H&S governor
Headteacher
SLT
Finance officer
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EVACUATION POINTS SHOWING YEAR POSITIONS
1
8
YEAR 12/13
TUTOR
GROUPS

YEAR 10/11
TUTOR
GROUPS
Tennis
Courts
1

Astro Pitch
8

8

YEAR 9
TUTOR
GROUPS

1

YEAR 12/13
TUTOR GROUPS

1
8

8

YEAR 8
TUTOR
GROUPS
1
1.H&S Officer
2.H&S Co-ordinator

Gymnasium
and
Hall

1.Headteacher’s PA
2.Finance Assistant

8
YEAR 7
TUTOR
GROUPS

1

Car Park
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Appendix
 Incident Report Form

IR(1)

 Accident Report Form

AR(1)

 Risk Assessment Form

RA(1)

 Working with VDUs - Risk Assessment Form

EPS/DSE2

 Visit or Out of School Activity Forms

PV(1) - SV(5)

 Summary of Conditions of Booking Premises for Hirers
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THE ARNEWOOD SCHOOL

Accident Reporting & Investigation Procedure

Form IR (1)
Daily Incident Report Form
Surname

Forename

Tutor

Time

Reason

Action/Treatment

Departure

Time

Refer

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

A copy of this completed form is to be handed to the Headteacher and H & S Coordinator on a daily basis.

Signature

Date
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Form AR (1)
THE ARNEWOOD SCHOOL
ACCIDENT REPORT
Personal Injury Pupils and Others
(Employees use book BI 510)
To: ……………………………………………….. From: …………………………………

SECTION 1
To be completed in all cases
1.

Full name and address of
person injured

……………………………………………….....
……………………………………………….....
……….……………Post Code…………….....

2.

Date of Birth.

……………………………………………….....

3.

Occupation/Student/Pupil.

……………………………………………….....

4.

Date of Accident.

……………………………………………….....

5.

Normal place of Employment.

……………………………………………….....

6.

Place of accident.

……………………………………………….....
……………………………………………….....

7.

Brief details of accident.

……………………………………………….....
……………………………………………….....
……………………………………………….....

8.

Nature of injury received.

9.
Was the injured person doing
something permitted to be done?

……………………………………………….....
……………………………………………….....
……………………………………………….....
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10.
Did the accident happen at a
place where the person was
authorised to be at the time of the
accident?

……………………………………………….....
……………………………………………….....
……………………………………………….....

11.
When was the accident first
reported, to whom, and how (e.g.
verbally, telephone, in writing.)?

……………………………………………….....
……………………………………………….....
……………………………………………….....

12.
When was the accident first
recorded in the Accident Book?

……………………………………………….....
……………………………………………….....

13.
Name(s) and Address(es) of
Witness(es).

……………………………………………….....
……………………………………………….....
……………………………………………….....

14.
Was the accident due to any
defect of machinery and/or premises?

……………………………………………….....
……………………………………………….....

15.
If the answer to 14 is Yes give
details.

……………………………………………….....
……………………………………………….....

16.
Give details of action taken
after the accident.

……………………………………………….....
……………………………………………….....
……………………………………………….....
……………………………………………….....
……………………………………………….....
……………………………………………….....
……………………………………………….....
……………………………………………….....
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SECTION 2
To be completed only in the case of an accident to a pupil in school.
1. Give names and address of
parent/guardian.

……………………………………………….....
……………………………………………….....
……….……………Post Code…………….....

2.
State if parent/guardian was
notified and if so, by whom.

……………………………………………….....
……………………………………………….....

3.
Was supervision being exercised
at the time? If so, by whom

……………………………………………….....
……………………………………………….....

4.
Is the accident likely to result in
the pupil’s incapacity for 3 days or
more?

……………………………………………….....
……………………………………………….....

Date:

Signed

……………………………………….

……………………………………

Position

Name

……………………………………..

……………………………………….

ANY ADDITIONAL NOTES PERTAINING TO SECTIONS 1 & 2
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Form RA (1)
Risk Assessment
Completion date:
Review dates:
Assessment completed by:

Hazards
Please record here
the main hazards
likely to occur













People at risk

Tick
if
appropriate


Please tick box if
group will come
into regular
contact with
hazards

 Employee
 Pupil
 Visitor (parent, contractor, etc)
 Vulnerable person (e.g. disability ,young
worker)
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Control measures

In place

Action


Please record here
the main control
measures to reduce
risks. Tick box
where they are
already in place or
make an action
note if they need to
be introduced.
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WORKING WITH VDUs – RISK ASSESSMENT FORM EPS/DSE2
Name ____________________________________________

Job Title ________________________

Location / Work ____________________________________

VDU ___________________________

ASSESSMENT FACTORS

Yes/No

ACTION POINTS (if No)

Yes/No
Yes/No
Yes/No
Yes/No
Yes/No
Yes/No

Clean screen
Alter text size
Adjust
Consult EdICT
Consult EdICT
Reposition. Consult HSO

Yes/No
Yes/No
Yes/No
Yes/No
Yes/No
Yes/No
Yes/No

Consult EdICT
Consult EdICT
Clean. Consult EdICT
Reposition
Workstation layout; HSO
Clean
Reposition for arm/wrist

Yes/No
Yes/No

Adjust layout to suit
Use of mats/blotters

Yes/No
Yes/No
Yes/No
Yes/No

Replace
Replace
Adjust height
Adjust chair; adjust VDU

Yes/No
Yes/No
Yes/No
Yes/No

Check obstructions
Consult EdICT
Check installation
Circulate fresh air

Yes/No

Consult EdICT

Yes/No
Yes/No

Reposition. Cover cables
Keep serviceable

SECTION 1: SCREEN
-

Characters clear/readable
Text comfortable to read
Stable image
Brightness/contrast
Swivel/Tilt
Discomfort from glare

SECTION 2: KEYBOARD
-

Separate from screen (or laptop)
Alter angle
Characters readable
Resting wrists
Comfortable keying position
Mouse move easily
Mouse position

SECTION 4: DESK/WORKTOP
- Takes monitor/keyboard/documents
- Surface free of glare
SECTION 5: CHAIR
-

Stable? Swivels?
Adjust back? Adjust height?
Can feet touch floor?
Are forearms height of VDU top?

SECTION 6: ENVIRONMENT
-

Is there sufficient room?
Heath and noise levels
Lighting
Fresh air

SECTION 7: SOFTWARE
- Software suitability
SECTION 8: GENERAL SAFETY
- Tripping hazards (e.g. cables)
- Condition of plugs and leads
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SECTION 9: GENERAL COMMENTS
- Is this check list sufficient?

Yes/No

Discuss with line manager

Signed _______________________________________
PV1



Date ____________________________

Proposed Activity Form
To be submitted to the Finance Office BEFORE offering the activity to students.
If approved form SV2 Risk Assessment will be issued for completion.

Details of Activity

Date/Time/Duration of Activity

Activity Leader

Year Group

Supervision – Teachers
Supervision – Others

Number of Pupils

Activity Content

Travel Arrangements

Provision for Disabled Students

Child Protection Supervision

Educational Objectives and Success
Criteria
Provision for Non-Participants
Remaining in School

Estimated Cost
Submitted by ...............................................................................
Date .................................................
Approved by ................................................................................
Date .................................................
(Head of Centre)
School Activities Co-Ordinator .....................................................
Date ................................................
Please take a copy for your records and hand in the completed form to the Finance Office.
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SV2

Risk Assessment

Details of Activity.............................................................. Date ...........................................
PV1 Approved ................................................................... Date ..................................... ......
For each separate part of the activity please identify the potential hazard and your assessment of the level of risk on a scale of L
(low), M (medium) or H (high). Please indicate the actions that you propose to take to minimise the risk both to staff and students.
Hazard

Scale

Proposed action

Pre-Visit Assessment ............................................................................................................ ....................................
(if applicable)
Tour Operator Name & Address ..............................................................................................................................
(if applicable)
Type of Accommodation (if applicable) ..................................................................................................................
Hazardous Pursuit Details & Location ....................................................................................................................
(if applicable)
Hazardous Pursuit Organiser & Qualifications ......................................................................................................
Completed by ...............................................................................

Date .....................................................

School Activity Co-ordinator ........................................................

Date ......................................................

Please take a copy for your records and hand in the completed form to the Finance Office.
When approved you will receive form SV3 Participation Details which must be completed and submitted to the Finance
Office NO LESS THAN ONE WEEK BEFORE the start of the activity.
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SV3

Participation Details

Details of Activity................................................................................ Date ..........................................
SV2 Approved .................................................................................... Date ...........................................
Leaving School at .......................................... Returning to School at ..................................................
Postal Address of Destination .................................................................................................................
..................................................................................................................
Named Staff/Adult Supervisors ...............................................................................................................
Number of Students

Yr ...............

Male ................

Female ................

Yr ...............

Male ................

Female ................

Yr ...............

Male ................

Female ................

Inform Canteen if Students are absent over break or lunch

Yes/No/Not applicable

Order lunches if required for free meal students

Yes/No/Not applicable

Check completed medical forms for all participants

Confirm ......................

Check special medical cases

Confirm ......................

Take First Aid Box

Confirm ......................

Establish contact pyramid

Confirm ......................

School emergency contact

.............................................................. Tel.................................

I confirm that I have read the appropriate guidance relating to out of school activities contained in The
Arnewood School Staff Handbook

Activity Leader Signature ................................................................... Date .........................................
Headteacher Signature ....................................................................... Date ..........................................
(On behalf of Governing Body)

Please take a copy for your records and hand in the completed form to the Finance Office. You will then be
given form SV4 List of Participants for completion.
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SV4

List of Participants

Date of Activity .............................

Details of Activity ....................................................................

Destination ...................................

Time Out ..........................

Time Back ............................

Activity Leader ................................................. Contact Number ........................................................
Method of Transport ...............................................................................................................................
Coach Company ......................................................................

Tel ....................................................

Students
Surname
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
Adults
Surname
1
2
3
4
5

Forename

Forename

Tutor Group

Next of Kin

Contact Number

Contact Number

IMPORTANT: This form must be an accurate record of all students and adults participating in the activity. It must be given to reception OR
emergency contact on departure. Safe return must be confirmed at Reception or with emergency contact.

64

SV5

Activity Evaluation Report

Details of Activity ........................................................................................................
Date/Duration of Activity ............................................................................................
Activity Leader .............................................................................................................
Educational Purpose ....................................................................................................
Report

Travel Arrangements

Educational Outcome

Instruction (if applicable)

Equipment (if applicable)

Suitability of Environment

Food

Evening Activities

Tour Operator

Accidents or Injuries

Disciplinary Matters

Activity Leader Signature ..................................................................... Date .........................................
Please complete this form and return to the Finance Office within one week of receipt. Please keep a copy for your records
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THE ARNEWOOD SCHOOL
SUMMARY OF CONDITIONS OF BOOKING PREMISES FOR HIRERS

The letting is permitted by the school and its governing body (‘the school’) on the understanding that the following
rules, procedures are adhered to at all times. ‘The school’ reserve the right to refuse any application to hire facilities
without reason to the hirer if they feel such a letting is not in the interest of the school. The person(s) signing the
lettings agreement on behalf of the hirer (‘hirer’) are personally responsible for ensuring these terms and conditions
and any other appropriate school policies and procedures are fully complied with.
1.

Fire Regulations

On arrival at the premises you are hiring, acquaint yourself immediately with the Site Manager, who will be able to
point out to you the following:



FIRE EVACUATION PROCEDURE & ASSEMBLY POINT
FIRE DOORS & FIRE APPLIANCES
TELEPHONE & EMERGENCY CONTACT DETAILS

You are required to carry out a housekeeping exercise to ensure that everyone if familiar with the above.
In the event of a fire dial 999 – Evacuate the building immediately closing all doors and windows and if possible
turning off any electrical appliance in use, assemble at the designated evacuation point. After raising the alarm you
must speak to the Site Manager to advise them of the incident.
It is your responsibility to take a roll call to see that everyone is out of the building. If anyone is missing, advise the
Fire Brigade immediately upon their arrival.
REGULAR LETTINGS – hirers should hold a fire drill at least once per term. This will be arranged by the school
buildings supervisor. Arrangements will then be made to record that a drill has taken place in the Fire Precautions Log
Book held on site. The school will have a fire risk assessment in place, you can see this if you wish to.
Hirers must advise the school of estimated numbers of persons attending the event as part of their letting, rooms/halls
etc have a maximum occupancy limit for fire safety & evacuation purposes the number of occupants agreed by the
school & hirer MUST NOT be exceeded.
2.

Flammable Substances

Except with the prior express permission of Children & Young People Service (CYPS) in writing and subject to any
conditions which may be attached to such consent, cylinders of compressed gas, explosives or highly flammable
substances (including canisters of liquefied petroleum gas) shall not be brought into or stored or used on the school
premises.
3.

Alcohol, Drugs, Smoking & Gambling

Although alcohol may be provided and consumed on site, but only as permitted by law and it must not be sold.
Smoking is not permitted anywhere in the school and in the school grounds. Gambling is not permitted under the
terms of the letting agreement.
4.

Safety:

The hirer must notify the Site Manager in advance if any movement of school furniture or equipment is required. The
hirer is responsible for the supervision, behaviour and safety of those attending any event they hold, this includes
66

minimising trip and slip hazards, crowd control, providing the appropriate number of attendants, noise levels and
general behaviour. Addressing these and any other safety issues should form part of the hirer’s risk assessment for the
event or activity.
The hirer must not bring their own equipment on to site without the permission of the Headteacher. In addition to
permission from the Headteacher any electrical appliances must be PAT tested.
The hirer must familiarise themselves with all appropriate policies, procedures and risk assessments available upon
request from the school.
It is the hirer’s responsibility to provide adequate (qualified) first aid for the event. The hirer must report any
accidents, incidents or building defects to the building supervisor immediately.
Use of school cooking and catering facilities is not permitted, because of hygiene regulations, unless prior written
consent has been received. Where consent is obtained the hirer must have a valid basic food hygiene certificate.
Children must NOT be allowed in kitchen areas at any time unless supervised and risk assessed. This must be agreed
in writing with the school prior to the event.
5.

Safeguarding

The school may require evidence of the hirer’s safeguarding procedures & Disclosure Barring Service Checks for those
lettings involving regulated activities with young persons or vulnerable adults or where other young persons or
vulnerable adults will be occupying the premises at the same time. Failure to provide such records may result in
immediate cancellation of bookings.
6.

Use of Premises

The hirer must only use those areas of the school detailed on their letting agreement and must not use the premises for
political purposes, put up posters, notices or displays without the Headteacher’s permission or undertake any activity
which contravenes the schools equal opportunities policy. Parking on the site is not permitted unless stated in the
letting agreement
The school reserve the right to terminate the letting agreement without notice if it considers the conditions of booking
have been breached in any way.
EMERGENCY CONTACT TELEPHONE NUMBERS FOR HIRERS:
School Main Office:

01425 625400

Site Manager (Mobile):

P Windebank

07757 804597

Finance Officer:

C Johnston

01425 625404

Lettings Officer:

C Chaloner

01425 625400
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THE ARNEWOOD SCHOOL
MINIBUS LOG SHEET

WX60 JYF

Name..........................................................Organisation.................................................
Destination ......................................................................................................................
Date ............/.........../............
Mileometer reading at

Start

Mileometer reading at

Finish

Time Out ......................

Time In .......................

Drivers Signature ..............................................................................................................
Please note that YOU are legally responsible for carrying out safety checks prior to using the minibus. Ie condition
of tyres, all lights working correctly and washer fluid levels /condition of wiper blades.

Comments/Report ...........................................................................................................
............................................................................................................................. ............
For our records if you have put fuel into the minibus please state amount here

£..................
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