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1. Statement of Intent

The school endeavours to ensure pupils are safe in school and when undertaking out of
school activities. The school promotes proportionate risk management, regarding the nature
of the activities being undertaken, to keep pupils safe.

The school encourages teachers to teach pupils an understanding of risk through exciting
school trips, as well as school-based activities including being able to take part in sports, to
play freely in the playground, and participate in risk management of hazards e.g. in science,
D&T and art.

The school understands the employer is accountable for the health and safety of school staff
and pupils; that the day-to-day running of the school has been delegated to the Headteacher
and the school management team; and they are responsible for ensuring health and safety
risks are managed effectively.

The school has appointed a competent person (someone with the necessary skills,
knowledge and experience to provide proportionate advice) to ensure it meets its health and
safety duties. The name of the competent person is: Alison O’Donnell, Assistant
Headteacher (Health and Safety Lead).

The school management agrees the employer has reserved the right to direct the school to
appoint a competent person, at the school’s cost, if the school management is unable to
demonstrate its nomination has the necessary skills, knowledge and experience. Guidance
from specialist bodies will also be used to manage risks including:

e the Consortium of Local Education Authorities Provision of Science for Schools

(CLEAPSS) for advice on Science, Design & Technology and Art;
e the Association for Physical Education (AfPE) for PE;
e general guidance is also available from the HSE.

The Senior Leadership Team is committed to ensure there is effective health and safety
management, and follows the lIoD/HSE guidance on leading health and safety at work.

This policy is an integral part of the school’s culture, values and performance standards. The
key elements of the policy include:
o the roles and responsibilities

¢ the arrangements and mechanisms to control risk
¢ specific control measures that need to be implemented

This policy will be reviewed every three years or if there are significant changes within the
school. It will be signed and dated by the Headteacher. A signed and dated copy will be
sent to the council’s Health and Safety Team as a record for the employer, email
healthandsafety@walthamforest.gov.uk.

Headteacher Signature:

Date of Signing:

Next review date: Summer 2023


http://www.cleapss.org.uk/
http://www.afpe.org.uk/
http://www.hse.gov.uk/services/education/faqs.htm
http://www.hse.gov.uk/leadership/
mailto:healthandsafety@walthamforest.gov.uk

2. Responsibilities
The Headteacher will:

ensure that the school has adapted this template health and safety policy to have
effective arrangements for managing the real health and safety risks at the school,
maintain effective communications with employers, governors, and the school
workforce, and give clear information to pupils and visitors, including contractors,
regarding the significant risks on site;

ensure appropriate written risk assessments are in place for the significant hazards
created by the schools to protect staff and pupils from reasonably foreseeable harm;
make sure that the staff have the appropriate training and competencies to deal with
risks in their areas of responsibility;

consult and work with recognised TU safety representatives/employee
representatives and safety committees;

make sure that staff understand their responsibilities and know how to access
support and advice to help them manage risks responsibly;

implement a system to regularly monitor health and safety standards in the school to
ensure there is continual improvement of these standards;

delegate the lead responsibility for health and safety to the Health and Safety
Coordinator, SSO and Office Manager but remains accountable for the standards.

Other School Leaders:

The Health and Safety Coordinator and SSO take the lead for health and safety on site and
provide the focal point for the school's health and safety management arrangements. Their
school wide roles include:

management and monitoring of purchasing and contracting procedures to ensure
risks are effectively managed

advising contractors of site-specific risks and overseeing their activities on site
ensuring staff and visitors are aware of on-site procedures and the precautions to
follow

accident and incident reporting

implementing, monitoring and reviewing of training procedures

preparing of reports and returns for the school leadership team

Employees will

take reasonable care for their own health and safety and that of others who may be
affected by what you may do, or fail to do;

cooperate with their employer, managers, fellow members of staff, contractors and
others to enable them to make and keep the workplace safe;

do their work in accordance with training and instructions;

raise health and safety concerns in line with local arrangements



Hirers, Contractors and Other, when the premises are used for purposes not under the
direction of the Headteacher then the principal person in charge of the activities for which the
premises are in use will have equivalent responsibility for safe practices as indicated in
responsibilities of the Headteacher above.

When the premises are hired to persons outside the employ of the school employer, it will be
a condition for all hirers, contractors and others using the school premises or facilities they
e are familiar with this policy;
e comply with all safety directives of the school management;
e will not without prior consent of the school management:
(@) introduce equipment for use on the school premises;
(b) alter fixed installations;
© remove fire and safety notices or equipment;
(d) take any action that may create hazards for persons using the premises or the
staff or pupils of the school.

The Headteacher and school management draws attention of all users of the school
premises (including hirers, contractors and others) no person shall intentionally or recklessly
interfere with or misuse anything which is provided in the interests of health, safety or
welfare in pursuance of any of the relevant statutory provisions.

3. Arrangements

Competent persons must carry out assessments, inspect and examine the following issues,
plant and equipment at appropriate intervals. Copies of reports are to be forwarded to the
appropriate departments for information or action. Copies of reports are to be kept on
Concerto for future reference purposes. Hard copies are also kept in the Red Box in the
Office Manager’s office. The following are arranged either by the Site Services Manager or
by her the Office Manager at the SSO’s request. Records are kept mainly by her the Office
Manager with the exception of H&S training and risk assessments which are the
responsibility of the Health and Safety Lead.

e Asbestos Register is arranged by Office Manager. Records are kept by the Office
Manager in the Red Box and on Concerto. Termly checks by SSO.

e Gas-fired boilers and appliances - Examinations are arranged by the Office Manager
at the request of the SSO. Records are kept by the Office Manager;

e Fire Risk Assessment is carried out by LBWF and arranged by the Office Manager.
Records are kept by the Office Manager on Concerto.

e Fire extinguishers and other emergency firefighting equipment - Examinations are
arranged by the Office Manager at the request of the SSO. Records are kept by
the Office Manager;

¢ Electrical installations, fire alarm systems, emergency lights (including batteries and
battery charging systems) and fire detectors - Examinations are arranged by the
Office Manager at the request of the SSO. Records are kept by the Office
Manager;

« Portable electrical appliances - Inspections and examinations are arranged by the
Office Manager at the request of the SSO. Records are kept by the Office
Manager.

e Water Risk Assessment is arranged by the Office Manager at the request of the
SSO. Records are kept by the Office Manager;



e Lifts, lifting gear, lifting equipment and hoists — Thorough Examinations are arranged
by the Office Manager at the request of the SSO. Records are kept by the Office
Manager;

e Trees - Examinations are arranged by the Office Manager at the request of the
SSO. Records are kept by the Office Manager;

e Emergency electrical stop buttons - Examinations are arranged by the Office
Manager at the request of the SSO. Records are kept by the Office Manager;

e Access equipment including scaffold towers and scaffolding - Examinations are
carried out by the SSO as part of regular ladder checks and recorded accordingly.

e Gymnasium equipment (including weights equipment) - Examinations are arranged
by the Office Manager at the request of the SSO. Records are kept by the Office
Manager;

« Outdoor fixed play equipment — Examinations are arranged by the Office Manager
at the request of the SSO. Records are kept by the Office Manager;

e Staff training-it is the responsibility of senior managers to identify the training needs
within their area and advise the Headteacher. Staff are encouraged to request
release to attend health and safety training courses. Staff whose work involves a
greater element of risk will need extra or specific training. For example the SSO.

e For educational visits including residential visits-see EV policy and staff guidance,
Feb. 2019. Educational Visits Coordinator (EVC) is Alison O’Donnell.

e Provision of First Aid — First Aid boxes can be found in the main office, After-school
Club, Nursery and are held by MDAs during lunch time. Basic items including
plasters and wipes are in most classrooms. A defibrillator can be found by the main
office.

Designated First Aiders- P = Paediatric

Helen Lewis (P)

Caroline Hargraves (P)
Vim Shah (P)

Tania Paganuzzi (P)
Maureen B (OFFICE)
Samara Raja

Anisa Faisal MDA/ASC (P)

4. Assessing and managing risks

Assessing risk is the cornerstone of good health and safety management, as it
systematically identifies the significant hazards and how to control them effectively and
proportionately. It is a legal requirement.

The Headteacher will ensure that a risk assessment of the premises, methods of work and
all school- sponsored activities are conducted on a regular basis. The assessment will
identify defects and deficiencies, together with the necessary remedial action or risk control
measures. This will be carried out every half term by SSO and Health and Safety Lead and
on a daily basis by the SSO.

Generic risk assessments (i.e. one risk assessment applicable to more than one person or
workplace or applicable to similar tasks) are produced using WF Health and Safety
guidance. Such assessments are adapted into the school working practises.

All staff are responsible for carrying out a risk assessment for any visit or activity that brings
in a significant new hazard. The risk assessments should be submitted to the EVC,-by hand
or email prior to the event. For residential visits, Risk Assessments are uploaded onto
Evolve.



Reporting Of Hazards.

Any person noticing a hazard (something with a potential to cause harm or loss) should
immediately take steps to protect other persons from the hazard. It should then be reported
to the SSO in person if an immediate threat or via book in front office.

Control Of Substances Hazardous to Health (COSHH)

All substances/equipment used within the establishment must comply with LCoP 18
COSHH. Risk Assessments for new substances must be provided.

PE and Play Equipment.

PE equipment and play equipment shall be inspected annually by: Playdowns
Regular visual inspections will be undertaken by: All teachers

Any defective equipment must be taken out of use immediately and reported to:
Site Services Officer/Headteacher

The school take advice from the following:

« HSE website: common hazards

« DfE guidance: Emergency planning and response
o« CLEAPSS for science and design and technology
e Outdoor Education Advisers’ Panel for school trips

5. Other areas and activities to consider

Fire and Emergency Procedures

It is the duty of all members of staff to carry out the fire and emergency procedures
as follows:
(i) Escape Routes
Site Service officer/Health and Safety Lead
....................................... are responsible for ensuring that all escape
routes are kept clear and reporting any building defects.

(it) Fire Fighting Equipment

All firefighting equipment is serviced annually by: Breeze
Records are kept in the Red box in the Office Manager’s office.


http://www.hse.gov.uk/services/education/index.htm
https://www.gov.uk/emergencies-and-severe-weather-schools-and-early-years-settings
http://www.cleapss.org.uk/
https://oeapng.info/guidance-documents/

(iii) Fire Alarms

Site Service Officer
Fire alarms are tested daily DY ...cvvieiiiiiiiiiiiieneeeeas and recorded
in the fire alarm logbook. Fire alarms maintenance is the responsibility of
the School and the system should be inspected/tested four times a year (by
the Alarm Contractor).

(iv) Fire Drills

Headteacher + SSO
Termly fire drills will be arranged by ....eveiiiiiiiii s
The purpose is to remove everyone from the building as quickly as
possible, assemble them in a safe place and check attendance. The
following staff have specific responsibilities:

Office Manager (Office Manager)
................................................... Call Emergency Services

Site Services Officer/Headteacher plus fire wardens
................................................... Check all buildings

Headteacher/Deputy Headteacher
................................................... Take charge of assembly area

(v) Evacuation Procedures for Serious and Imminent Danger

It is the duty of all members of staff to carry out the procedures necessary
to stop work and move to a place of safety when faced with a situation
presenting serious and imminent danger whether on school premises or on
an offsite visit. See Critical Incident Plan 2017 in Teachers- Policies

e Lone Working — see risk assessment and guidance |lone working

« Managing work related stress — see risk assessment and guidance
managing work-related stress

e Manual Handling — see risk assessment and guidance manual handling

All risk assessments can be found on the server: Teachers- Risk
Assessments- General Health and Safety folder.

e Visitors/Security

Regular visitors and other users of the premises (e.g. contractors and delivery persons from
specific companies) should be required to observe the safety rules of the school. In


http://www.hse.gov.uk/toolbox/workers/lone.htm
http://www.hse.gov.uk/gohomehealthy/assets/docs/EducationTalkingToolkit.pdf
http://www.hse.gov.uk/msd/manualhandling.htm
http://www.hse.gov.uk/msd/manualhandling.htm

particular parents helping out in school must be made aware of the health and safety
arrangements applicable to them through the teacher to whom they are assigned.

All visitors must report to the reception office where a ‘signing in’ system is in operation. All
visitors must wear the id given (sticker or lanyard).

e External Lettings

These are dealt with by Strictly Education.

Where necessary, health and safety information will be passed on to the letting
groups e.g. contact personnel, safety rules, emergency procedures, hazard-reporting
etc.

e Work Experience

This is dealt with by Karina Thompson (Deputy Headteacher) who also monitors their
progress along with their allocated teacher.

The work placement is vetted by the Headteacher and the Deputy Headteacher to
ensure the safety of the young person.

6. Recording and reporting injuries and accidents

Certain work-related injuries to a member of staff or a child must, by law, be
recorded and reported. The school uses the telephone accident reporting system
AIR Line to report accidents, 03300 586 469. The Health and Safety Team will then
be the responsible person for reporting in line with the RIDDOR regulations.

7. Review and evaluation
The school will regularly monitor and review their health and safety policies to ensure
it is reducing risks. As part of this monitoring, the school will investigate incidents to
ensure it is:

« taking appropriate corrective action;

e sharing learning;
e putting necessary improvements in place.

The school will regularly and at least annually consider how it measures its
performance. The school will develop an effective monitoring system, backed up with
sensible performance measures.

Where there is a health and safety incident at the school, the competent person and
others with health and safety responsibilities should assess the effectiveness of the
school’s procedures and its response. They should make necessary changes to
policies and procedures.



8. Additional powers of the local authority as employers
Under section 29(5) of the Education Act 2002, local authorities have powers to
direct health and safety matters relating to school premises or school activities taking
place elsewhere in the following types of school:

e community schools;

e voluntary controlled schools;

e community special schools;

e maintained nursery schools;

e pupil referral units.

The Local authority will only use these powers when a school’s health and safety
arrangements are inadequate.

9. The Law

The Health and Safety at Work etc. Act 1974 determines health and safety law. The
Health and Safety Executive (HSE), with local authorities, enforce this Act.

The Management of Health and Safety at Work Regulations 1999 supports the Act.
The school management will make sure it is familiar with both pieces of legislation.
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http://www.hse.gov.uk/legislation/hswa.htm
http://www.hse.gov.uk/pubns/books/l21.htm

