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The policy statement

1.	In recognition of its statutory duties in accordance with the provisions of the Health and Safety at Work Act 1974, the Governing Body of the school will take all reasonably practicable steps to ensure the health, safety and welfare of all staff and pupils whilst engaged in school activities.
2.	In particular, the Governing Body in conjunction with the LA will ensure, so far as it is reasonably practicable:
(a) 	That all places under its control, where staff and pupils are required to work, are maintained in a condition that is safe and without risk to health and safety;
(b) 	That hazards arising from the use, handling, storage and transportation of articles and substances used in the school are adequately controlled; and,
(c) 	That equipment and systems of work are safe and without risk to health and safety.
3.	Furthermore, the school undertakes to provide adequate information, instruction, training and supervision to enable staff and pupils to avoid hazards and contribute positively towards their own health and safety and that of others.
4.	In addition, the school will ensure, so far as is reasonably practicable, that the health and safety of non-employees is not adversely affected by its activities.
5.	The Headteacher with the assistance of all staff will endeavour to implement this policy.
6.	The school will encourage staff to identify hazards and suggest measures for improving safety performance.
7.	This policy is complementary to the Bracknell Forest Health and Safety manual for schools and it is the school’s local arrangements for implementing the Council’s policy.
8.	This policy statement supersedes any previously issued.

Responsibilities for Implementing the Policy

1. 	Responsibilities of the Governing Body
The Governing body is responsible for health and safety in the school.  The Governors, with assistance from the Headteacher and staff, will ensure that all necessary procedures are devised, implemented, monitored and reviewed.   In particular they will: 

1. Ensure the school has an up-to-date health and safety policy
2. Have in place procedures to identify hazards and evaluate risk control measures
3. Delegate day-to-day responsibility for health and safety to the Headteacher, School Business Managers and Site Controller
4. Ensure a governor attends appropriate health and safety briefing provided by the LA or the School
5. Have health and safety on the agenda at Governing Body meetings as appropriate. 
6. Ensure the Headteacher, as the Key Manager for health and safety, is supported to carry out the appropriate responsibilities as detailed below.
The Governing Body will provide, in co-operation with the LA where responsibilities for premises and machinery are shared:

1.  A safe environment for pupils, staff, visitors and other users of the premises
2.   Plant, equipment and systems that are safe
3.  Safe arrangements for transportation, storage and use of articles and substances
4.  Safe and healthy conditions that take account of:
· statutory requirements
· Approved Codes of Practice
· DfE or LA guidance
5.  Adequate information, instruction, training and supervision
6.  Provision of all necessary safety and protective equipment.

2. 	Responsibilities of the Headteacher
The Headteacher as the officer in charge of the day-to-day management of the school will carry out the duties of Key Manager detailed below.  In her absence the nominated Deputy Head will carry out these functions.

1. Pursue the objectives of the Governing Body and the LA with respect to health and safety.
2. Ensure health and safety is an agenda item in staff meetings where appropriate.
3. Ensure risk assessments are carried out and appropriate actions are taken to remove potential hazards or reduce the level of risk.
4. Co-operate with accredited Safety Representatives and Safety Advisers and offer them assistance to carry out their prescribed functions.
5. Receive written reports from Safety Representatives and Safety Advisers concerning possible hazards and to respond in writing within a reasonable period of time to the points made. 
6. Instruct the School Business Managers and Site Controller to undertake regular health and safety inspections of the school and ensure that records of these are kept.
7. Ensure that the cause of all accidents, near misses and dangerous occurrences on our site are recorded and investigated.  Reasonable steps are taken to prevent a recurrence and reported to the Health and Safety Executive in accordance with the LA’s procedures.
8. Ensure that materials and equipment purchased are safe and without risk when properly used and are adequately maintained.
9. Ensure training needs of both new and existing staff are assessed, relevant training is provided and a record of these is kept.
10. Include health and safety items in reports of the Governing Body.
11. The Head teacher remains responsible however delegates to an appropriate member of staff the requirement to keep abreast of the changes in the Departmental and Council’s Health and Safety policies and procedures and pass on the information to the staff concerned. 
12. The Head teacher remains responsible however delegates to an appropriate member of staff the requirement to liaise with contractors and provide them with information on any hazards such as asbestos, electrical services etc. that they may come across whilst working on school premises.
13. The Head teacher remains responsible however delegates to an appropriate member of staff the requirement to ensure that contractors do not place health and safety of staff and students at risk whilst on school premises.
14. Ensure that staff and pupils follow safe working practices at all times

3.  	Responsibilities of all staff
Staff have a duty under the Health and Safety at Work Act to co-operate with the Headteacher to ensure this policy is implemented.  They must use equipment in a safe manner and in accordance with the instruction issued and take all reasonable steps to ensure health and safety of those affected by their activities.
Staff should keep abreast of health and safety matters by referring to this policy, the staff handbook and associated health and safety documentation.  Subject leaders should inform the Headteacher of any changes in health and safety practice or requirements relating to their areas of responsibility.  Staff are expected to check equipment and classrooms regularly and report their findings to the School Business Manager and Site Controller.  The Headteacher welcomes suggestions from staff for improving health and safety within the school.

4. 	Monitoring the Effectiveness of the Policy / Health and Safety Advice
The implementation of this policy will be monitored by regular inspection by the Headteacher.  In addition Health and Safety Advisors from the LA will inspect the school at least once a year.  Safety Advisors are also available for advice.  They can be contacted on 01344 351400.  


Procedures and Arrangements

1. Hazardous substances
Hazardous substances are used in the school for teaching, cleaning and minor maintenance. All specialist cleaning materials must be kept locked in the cleaner's cupboard.  Substances used will be assessed in line with the Council’s guidance on Control of Substances Hazardous to Health (COSHH).  Up to date COSHH records are available.
	
2. Asbestos
[bookmark: _Hlt428090181]The school has been surveyed for asbestos, which has shown very little presence of asbestos.  The School Business Manager and the LA’s Building Services Unit hold the asbestos register. The register is kept in the Finance Office and will be referred to prior to any maintenance work being carried out by School staff or contractors.  All Minor Works are recorded and reviewed for Health &Safety regarding the presence of asbestos. Furthermore, any damage to asbestos, or substances suspected to be asbestos, is reported immediately to Bracknell Forest Construction and Maintenance on 01344 355184 and the area cordoned off until it is made safe.     


			3. 	Electrical Safety
Electrical equipment is tested annually as part of the LA’s contract.  In addition to the annual tests, technicians visually inspect the equipment for physical damage to the cables and plugs.  Equipment is also checked for these faults prior to use.

			4. 	First Aid
The school will ensure that there is a trained person on site during normal school hours who is trained for adult first aid and holds an up to date Paediatric First Aid 
Certificate and has taken the First Aid at Work certificate. The names of the first aiders are displayed in the medical room. The school arrange first aid training for all staff every three years.

First aid equipment shall be available at all times in the medical room and the school office ensure this is kept stocked. The defibrillator is stored in the medical room.

5.  Illness
If a child is sent home owing to illness, this must be recorded via the electronic InVentry system with a reason for the sign out. This is located in the school lobby just outside the main office.  Parents are expected to inform the school of cases of notifiable diseases.  The school will establish how long the pupil should remain absent from school.

 	6.  Accidents
In the event of an accident, incident or illness, the designated first aider will decide upon appropriate action. Minor accidents to pupils requiring treatment are recorded in the accident book in the medical room along with any treatment given. All head related incidents are reported to the parent concerned. Major accidents should be reported to the School Business Manager and Site Controller. They should be recorded on an incident form in which is located in the PA office and reported to Bracknell Forest Council.

	7.  Contractors
The LA’s Building Services Unit and Diocese oversees large projects.  They will ensure competent contractors are employed and work is carried out safely.  They will monitor contractor’s activity.  The school may also employ contractors.  In these circumstances the School Business Manager and Site Controller will ensure competent contractors are employed and health and safety matters are given top priority.  Contractors will be briefed on school Health and Safety procedures and are required to carry out a risk assessment prior to commencement.

	8.  Violence against staff
The LA, Governors and the Headteacher will not tolerate acts of verbal or physical aggression against staff from any person.  Such incidents will be dealt with in accordance with the LA’s Violence in the Education Sector policy.  Should members of staff be subjected to violence this must be reported to the Headteacher immediately.  

9.  Fire
A range of firefighting equipment is available in the school, along with a Fire Alarm system and emergency lighting; these are maintained under contract with the LA.  Full Fire Risk Assessments are carried out with the assistance of the LA.  The Site Controller will carry out weekly tests on Fire Alarm Call points and keep a log of the tests.  He will also ensure that escape routes are kept clear at all times.  All staff are requested to report blocked escape routes to the Site Controller.  The Headteacher, School Business Manager and Site Controller will ensure regular drills are carried out and recorded.

	10.  Work outside normal hours
  When a member of staff is working outside normal working hours, the Site Controller   
  will be informed so that appropriate security measures can be implemented.  The 
  Site Controller has been provided with a means of communications and is able to call 
  for assistance if needed.
	
	11.  Manual Handling
  Staff may carry out manual handling from time to time.  All staff receive training at 
  school on safe lifting techniques and should carry out procedures as detailed in the 
  Staff Handbook. The Site Controller will attend course as required by Bracknell Forest 
  Council.

	12.  Security
Security is of great importance to the school.  The Headteacher is responsible for ensuring all the security measures that have been put in place are working effectively and regularly monitored.  Access control is fitted to the main entrance door which is operated by a keypad. All visitors must sign in and out using the electronic InVentry system which is located in the lobby of the main entrance and will be issued with a badge/sticker and Yellow lanyard.  Full height fencing is in place around the perimeter of the school and pedestrian gates are locked during the school day. An automated vehicle gate has been installed at the car park entrance to prevent pedestrian access to the car park. A security alarm has been fitted and is set when the building is unoccupied.  All breaches of security must be reported to the Headteacher who will take the appropriate action.

	13.  Administration of Medication
Medicines prescribed by a doctor may be administered at school.  Parents must complete a Health Care Plan and medication (clearly labelled with the child's name and the dosage details) must be handed to a member of staff and stored in a locked cabinet (or locked fridge) in the medical room. Please see Medical and First Aid Policy for further details. 

**Over the counter medication will NOT be administered by school staff unless evidence is provided that it has been prescribed by a GP or medical professional and a Health care plan has been completed by parent/carer based on the advice of the medical professional. 



	14.  Offsite visits/school trips
When organising school trips all teachers must follow the procedures detailed in the staff handbook/BFBC Off-site Visits Manual and undertake a full risk assessment using the LA approved Evolve system. All trips must be fully authorised before any trip proceeds. 

	15.  Legionella
The school has use a external contractor - Water hygiene who are used to carry out our Legionella monitoring services. Regular checks and records are kept with the Site Controller. In addition, our Site Controller carries out weekly checks on the legionella testing, ensuring that checks are compliant with legislations. 
 
16.  Maintenance and Inspection of Equipment
Electrical testing of all equipment is regularly carried out. Other plant and equipment such as fire extinguishers, boilers, fire and intruder alarms and indoor PE equipment are maintained under LA contracts.  A full listing and visit records is kept by the finance office. Outdoor play equipment is inspected annually.  It is the staff responsibility to check all equipment prior to using and report any defects to the Site Controller and quarantined/deemed to be unsafe.

	17.  Glazing 
The school had new windows and doors fitted in 2014, which comply with the Bracknell Forest glazing safety guidelines.  They year 5 block has just had newly fitted doors September 2023. 

	18.  Working at height
The school has access equipment, which consists of stepladders.  Only the Site Controller or contractors are to undertake work requiring tall ladders or towers.  When working at height staff must use the correct equipment and take all precautions to eliminate risk.  All staff will be trained in the use of stepladders at school but should consult the Site Controller as necessary.

	19.  Lettings
The agreements, procedures and arrangements for Lettings are approved by the governing body and detailed in the school’s Lettings Policy.

	20.  Staff Induction and Training
New Staff will be given an Induction, which will outline their role and include Job Description, Health and Safety and any specific Policies and Procedures related to their appointment.

Staff are encouraged in Personal Development and training courses are recorded in their personal files.  Ad-hoc training sessions take place at Staff Meetings and are similarly recorded in Staff files.




	21.  Emergency Evacuation Plan
Evacuation of the building in the case of Fire is detailed in the Fire Procedure.  In the occurrence of another emergency the school has an Emergency and Business Continuity Plan. 

	22.  Site Maintenance
The Headteacher is responsible for Site Maintenance and is assisted by the School Business Manager, Site Controller and Governors Resources Committee. A programme of maintenance is in place and is worked through in conjunction with conditions surveys (including annual tree surveys) conducted by the LA and Oxford Diocese or external contractors.  Minor works, repairs and hazards are logged on a new electronic system - EverySystem, this is monitored by the Site Controller in School Business Manager. These tasks and jobs are worked through according to priority.
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