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Health and Safety Policy 

September 2021
The managing team at St Patricks will, so far as is reasonably practicable, ensure that all activities under its control are carried out in accordance with the Health & Safety at Work etc Act (1974), associated legislation and the Safety Policy of Kingston upon Hull’s Children and Young People’s Services.

The Governing Body will ensure, so far as is reasonably practicable, that the premises, welfare facilities, all means of entering or leaving the premises for use, any plant or substances in the premises (or provided for use there) are safe and without risks to health.  In this respect, the Governing Body will comply with arrangements and procedures made by the Local Authority (LA) as part of its responsibilities as employer.  In the case of a letting arranged by the Governing Body, it will ensure that appropriate health & safety arrangements are in place.

With the objective of continuously improving standards of health and safety the governing body will make effective arrangements for the effective planning, organisation, control, monitoring and review of preventive and protective measures. These arrangements are outlined at Part 3 of this statement and include: 

· obtaining the cooperation of all employees, through good communication and consultation, in promoting a positive health and safety culture throughout St Patricks

· budgeting to fund adequate health and safety training  

· ensuring risk assessments are undertaken, recorded and  reviewed, with findings notified to employees and others who may be at risk

· monitoring and recording the school’s successes and failures in managing health & safety 

· reviewing by the Managerial Body of the effectiveness of this Policy Statement annually and if circumstances change, and making revisions as necessary

St Patrick’s Health & Safety policy describes the organisation and arrangements for the management of health & safety within the site premises. The Managerial Body will review the policy annually or more often if circumstances change in the interim period.

The Managerial Body recognises and endorses the need for good communication and consultation at all levels on health & safety matters.

In order to assist in the discharge of its responsibilities, the Managerial Body will receive copies of relevant health & safety reports issued through the Local Authority.

Signed: ......................................Name:...........................................      Date:....................

 Engagement Manager

Signed:……………………………Name:………………………………      Date:………..…
MD

INTRODUCTION

This is the policy setting out the health & safety organisation and arrangements for St Patricks. It does not replace the City Council's Safety Policy, or the Children and Young People’s Services Safety Policy but is in addition to them for the benefit of teaching and support staff, students, parents, visitors, contractors and of other people who may be affected by activities whilst on the site premises. 

This policy deals with those aspects delegated by the School's Managerial Body and over which the MD has day-to-day control.  It covers safety matters associated with repairs, maintenance, upkeep and alterations to buildings, which may be the responsibility of others.

Part 2 describes the organisation for implementing the policy and the delegated functions of individuals.

Part 3 describes the arrangements for carrying out the functions allocated to individuals and the monitoring, reporting and recording of the effects of the safety policy.

The policy will ensure that all reasonably practicable steps are taken to secure the safety, health and welfare of all persons using the premises by:-

(a) Establishing and maintaining a safe and healthy environment throughout St Patricks;

(b) Establishing and maintaining safe working procedures for staff and students;

(c) Making arrangements to ensure the safety and absence of risk to health in connection with the use, handling, storage and transport of articles and substances;

(d) Ensuring the provision of sufficient information, instruction and supervision to enable all people working on site to avoid hazards and contribute positively to their own safety and health during work activities;

(e) Providing health and safety training for staff as needs are identified;

(f) Maintaining a safe and healthy place of work and safe access and egress from it;

(g) Formulating effective procedures for use in case of fire and other emergencies and for evacuating the site premises;

(h) Formulating procedures to be followed in case of accidents and incidents;

(i) Providing and maintaining adequate welfare facilities;

(j) Identifying, through assessment, the special needs of disabled staff and students and any provisions with regard to young workers and expectant or nursing mothers during normal working routines and emergency situations;

(k)
Paying particular attention to the needs of disabled persons in the context of the Disability Discrimination Act 1995;

(l)
Managing the environmental impact of St Patrick’s activities.

Part 2:  ORGANISATION AND RESPONSIBILITIES

Under the Health and Safety at Work etc Act (1974), the employer has overall responsibility for health and safety. The Governing Body has a monitoring role on health & safety issues and responsibility under the Health & Safety at Work etc. Act (1974), Management of Health & Safety at Work Regulations (1999) and associated legislation for delegated functions

The Managing Director has overall responsibility for the application of St Patrick’s Health and Safety policy. School staff are responsible for implementing and maintaining compliance with the Health and Safety policy in areas for which they are responsible.

2.1 Responsibilities of the Managerial Body
The Managerial Body play a vital role in the management of the St Patricks. This includes managing the School’s health and safety standards.

In summary, the Managerial Body will:-

· formulate a health & safety statement, setting out in writing the responsibilities and arrangements for ensuring safety at St Patricks;

· regularly review health & safety arrangements within St Patricks by formal inspections, by undertaking risk assessments and through the provisions set out in this policy;

· implement new arrangements as necessary;

· provide appropriate resources from within St Patrick’s funds

· receive from the Managing Director, or other appropriate members of staff, reports on health and safety matters, including accident trends, and report to the Local Authority, or other external body as appropriate, any hazards which are their responsibility or which the Managerial Body is unable to rectify from its own resources;

· fully consult with Representatives of Employee Safety on all relevant health and safety issues;

· seek appropriate specialist advice from the Local Authority and/or others on health and safety matters where the Managerial Body is not fully competent or where additional advice can usefully be sought;

· ensure that items purchased from budgets which the Managerial Body controls meet current health and safety requirements and that appropriate regular maintenance of such equipment is carried out;

· ensure that health and safety is a regular agenda item at meetings of the Managerial Body or one of its Committees;

· promote high standards of health and safety in St Patricks and ensure all employees are adequately informed, instructed and trained;

· ensure that a system exists for informing safety representatives of health & safety issues.

In accordance with section 4 of the Health and Safety at Work etc. Act (1974), the Managerial Body must take those steps, which are within their delegated powers to ensure that the site premises and any plant and substances provided for work use, are safe and without risk to health. Under section 36 (1) of the Health and Safety at Work etc Act (1974), notwithstanding that the Local Authority is the employer, if an offence is committed due to the act or default of the Managerial Body, the members of Managerial Body may be charged with and convicted of an offence.

In practice, the Managerial Body should have no difficulty in complying with their legal duties if they act in accordance with the guidance contained in this policy. 

2.2 Responsibilities of the Managing Director
The MD has responsibility for the day-to-day maintenance and development of safe working practices and conditions for teaching and support staff, students, visitors and all other persons using the premises or affected by School activities. This includes persons engaged in activities sponsored by the School (for example educational visits/trips), in which case the MD will take all reasonably practicable steps to establish and maintain safe working practices and conditions through the delegation of duties to departmental heads, teachers and others as deemed appropriate, clearly communicated to every employee.


The MD will take all reasonable actions to ensure that the requirements of relevant legislation, codes of practice and guidelines are met at all times. 

In particular, the MD will:-
a) be aware of the basic requirements of the Health and Safety at Work etc Act (1974), the Management of Health & Safety at Work Regulations (1999) and any other health and safety legislation relevant to the work of St Patricks;  

b) ensure that safe working practices throughout St Patricks are understood and implemented by all site users so that each task is carried out to the required standard and all foreseeable risks are controlled;

c) consult with members of staff, including safety representatives and the Managerial Body, on health and safety issues and ensure that health & safety is a standard agenda item at relevant staff meetings;

d) ensure co-operation and co-ordination of health & safety issues, including relevant risk assessments and safe working practices, with all other site users;


e) arrange a system for carrying out risk assessments to allow the prompt identification of potential hazards, analysis of risk and implementation of control measures;

f) carry out periodic reviews and safety audits on the findings of risk assessments;

g) within the financial resources available, ensure that all members of staff who have identified training needs receive adequate and appropriate training and instruction in health and safety matters;

h) encourage staff, students, visitors and others to promote health & safety and, where identified, provide adequate supervision;

i) ensure that any defects in the premises, its plant, equipment or facilities which relate to or may affect the health and safety of staff, students and others are made safe without delay;

j) report any unsafe practices of contractors to the Local Authority’s Health and Safety Team;

k) report to the Local Authority’s Health & Safety Team hazards which cannot be rectified immediately or from within the St Patrick’s resources;

l) ensure that instructions from the Local Authority on health & safety matters are reported to the Managerial Body and/or implemented as appropriate;

m) collate accident and incident information and when necessary carry out an investigation (refer to paragraph 3.13: Accident & Dangerous Occurrence Reporting);

n) monitor the standard of health and safety throughout the School and implement disciplinary measures against those who consistently fail to consider their own well-being or the health and safety of others;

o) with the Managerial Body, monitor and review the effectiveness of the health & safety management system.

The Engagement Manager is the delegated person and oversees welfare, health & safety matters on a day-to-day basis, supported by other Engagement Staff. The responsibility for securing safe working environment, practices and conditions remains with the Managing Director.

2.3 Employee Responsibilities
In accordance with sections 7 and 8 of the Health and Safety at Work etc Act (1974) and Regulation 14 of the Management of Health and Safety at Work Regulations (1999), all employees have a duty to:-

· take reasonable care of their own health and safety;

· take reasonable care of the health and safety of other persons who may be affected by their acts or omissions while at work;

· co-operate with their employer to enable any duty or requirement placed on their employer to be complied with;

· familiarise themselves with the health and safety aspects of their work and work areas and avoid conduct that might create risk;

· not to intentionally or recklessly interfere with or misuse anything provided in the interests of safety, health or welfare, or do anything likely to endanger themselves or others.

In particular all members of staff will:

· familiarise themselves with this policy and all safety regulations as laid down by the Local Authority and Managerial Body;

· ensure that health and safety regulations, rules, routines and procedures are being applied effectively by both staff and students, giving clear instructions & warnings as often as necessary;

· use the correct tools, equipment and materials appropriate for the task being undertaken in accordance with any training or instruction given;

· ensure that all plant, machinery and equipment is in safe working order and correctly guarded;

· not allow unauthorised or improper use of plant, machinery or equipment;

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

· ensure that any protective equipment, guards or safety devices supplied are used as intended;

· ensure that all toxic, hazardous and flammable substances are correctly used, stored, handled and labelled;

· report any work situation giving rise to serious and immediate danger or any shortcoming in protection arrangements;

· take an active interest in promoting health and safety and suggest ways of reducing risk;

· exercise good standards of housekeeping & cleanliness for activities within their control; 

· report work related injuries or ill health in accordance with St Patricks arrangements. 

General Responsibilities of Staff

· Students will only be allowed off site during the St Patrick day in accordance with the Managing Body’s policy; a copy of which is located in the Admin Office.  

· The mid-session breaks are legally deemed as directed time. The procedure and rota are issued to all relevant staff. 
· Students should not be allowed to practice activities in high risk teaching areas unless personally supervised by a teacher and in certain practical areas by a teacher qualified in that subject. Duty support staff are not expected to cover such activities.

· The safety of students is the responsibility of staff supervising. If for any reason (e.g. the condition or location of equipment, the physical state of the room or the splitting of a class for practical work) a supervisor considers that s/he cannot accept this responsibility, then the matter should be discussed with the Engagement Manager before allowing practical work to take place.

· Staff supervising and delivering are expected to exercise effective supervision of students and to know and follow the St Patrick's emergency procedures.

· Special care must be taken to ensure that no student leaves the St Patrick’s until the end of the session – St Patrick’s session times are available from the Admin Office. The exception to this is students who have special permission to sign out of St Patricks.

· Where possible, staff on "before School" duty should be in position half an hour before the start of the St Patrick ’s Day. Parents are asked to ensure that children arrive at St Patrick’s as near to the start of the session as possible and leave the premises as soon as possible at the end of the day. Students who arrive early or late may contact any member of staff in an emergency. On wet days students are to shelter under the door archways if necessary. The School has a programme for the supervision of students arriving and leaving by transport, which is located in the Admin Office and details the procedures to follow should a vehicle not turn up or students be left behind.

2.3
Other Responsibilities

Teaching & Support Staff Holding Positions of Special Responsibility

Such staff have a general responsibility for the application of this safety policy to their own area of work and shall carry out a regular safety inspection of the activities for which they are responsible, reporting concerns to the appropriate Engagement manager.

2.4
Responsibilities - Outside Bodies

When the premises are used for purposes not under the direction of the Managing Director then the principal person in charge of the activities will be responsible for implementing all safe practices as required by this document.

The Managing Director will seek to ensure that hirers, contractors and others who are working on or hiring the St Patrick’s premises conduct themselves in such a manner that all statutory and advisory safety requirements are met at all times.

When the premises or facilities are being used out of School hours for a “sponsored” activity then, for the purpose of this policy, the organiser of the activity, even if an employee, will be treated as a hirer and will comply with the requirements of this section.

All hirers, contractors and others using the premises or facilities must familiarise themselves with the relevant parts of this policy, comply with all safety directives of the Managing Body and ensure that they do not without the prior knowledge of the Managing Director:-

(a) 
introduce equipment for use on the premises;

(b)
alter fixed installations;
(c)
remove fire and safety notices or equipment;

(d)
take any action that may create hazards for persons using the premises at that time, or staff or students of St Patricks at a later time.

Contractors
All contractors who work on the premises are required to ensure safe working practices by their own employees, and compliance with statutory regulations. They must pay due regard to the safety of all persons using the premises in accordance with sections 3 & 4 of the Health and Safety at Work, etc Act (1974).

Should a contractor’s work create hazardous conditions and the contractor cannot/will not eliminate them or take action to make them safe, the Managing Director will take such actions as are necessary to protect persons in his/her care from risk of injury. 

Contractor selection to carry out work on the site is the decision of the school. Any problems between the contractor and the site should be passed to the site manager or senior member of staff.

The Managing Body draws to the attention of all users of the site premises (including hirers and contractors) section 8 of the Health and Safety at Work, etc Act (1974), which states that “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”.

2.5  Health and Safety Support

The Managing Body recognises that there will be occasions when St Patricks will require specialist advice on health and safety matters. First contact will be through the Council’s Health & Safety Team from where advice will be provided or actions implemented to rectify the situation. This and other sources of advice are listed below:-


Health and Safety Services (01482) 612130

         
Occupational Health (01482) 613333

Building and Engineering Surveyors – (01482) 612628 / 612397 / 612210


Asbestos – Asbestos Coordinator (01482) 612895



Fire - 999

Crime  - intruder, assault, bomb warning, arson attempt  - 999

Gas (leak) – 0800 111 999

Health & Safety Executive



Tel:
0114 291 2300


Foundry House,

           3 Millsands,

           River Exchange,

           Sheffield. S3 8NH.

Part 3:

ARRANGEMENTS FOR IMPLEMENTING POLICY
3.1  Action Plan
The plan outlines the way in which safety is to be managed and monitored at the School.

A copy of the plan will be kept by the Owner of the Building.

3.2  Competent Advisers
The School has access to the services of safety officers, occupational health professionals, building maintenance surveyors and engineers.
Competent advice on health & safety issues is available from the Council’s Health & Safety Team based at Kingston House. Employees should normally request health & safety information from their line manager in the first instance.

3.3
Employee Consultation

It is a legal requirement (Safety Representatives and Safety Committees Regulations 1977 and the Health and Safety (Consultation with Employees) Regulations 1996) to have in place a system of consultation between employer and employee to enhance and encourage health and safety.

The City Council and Children and Young People’s Services consultative arrangements for health & safety are detailed in the departmental safety policy. St Patrick’s recognises the importance of consultation with all staff and will include health and safety matters as an integral part of any meeting agenda.

At the request of employees, safety committee meetings will be arranged at periods agreed by all participants. 

3.4  Safety Inspections
The practice of self-monitoring is a vital feature of health & safety. It is the responsibility of all staff to be vigilant on health & safety matters at all times.

Site inspections will take place at least once every term and these will include the identification of any health and safety issues. The inspections will be initiated by the Managing Director, who will conduct the inspection jointly with the owner of the building and a Representative of Employee Safety.

Annual safety inspections carried out by a council safety advisor. 

3.5  Identification and Control of Hazards and Risks   

Risk assessments form the basis of work procedures and the control of risks will determine the St Patrick’s safety rules & procedures and identify training needed as part of preventative and protective measures.

The Managing Body is responsible for ensuring such assessments are completed, recorded and monitored. Copies of risk assessments are available to all relevant employees and other site users. Written risk assessments are located in the Admin office.
All employees should report hazards of which they become aware by reporting it via the St Patrick’s Reporting System i.e. senior member of staff, in the case of significant hazards/risks, by notifying the Engagement Manager or the Managing Director by any appropriate means.

The Engagement Manager and Managing Director are responsible for initiating whole School risk assessments and any remedial action decided; If a risk cannot be reduced to an acceptable level, steps may be taken to isolate the risk and employees and other site users will be advised accordingly.  The advice of the Council’s Health & Safety Team will be sought.

Specific risk assessments will be completed for young persons, pregnant workers and in accordance with the Disability Discrimination Act (DDA) 1995.


Parents are asked to make sure that children do not bring items to St Patricks, which are hazardous or dangerous. If such items are found by any member of staff they will be confiscated and the parents asked to come into St Patrick’s to collect them.

3.6 Arrangements for Students with Special Educational Needs
Identification and management of special educational needs, including emotional and behavioural difficulties, is the responsibility of the engagement manager and the managing director.

Where it is identified that a student has special needs, it is a duty that the following requirements are considered:-

· teacher training, including manual handling of persons;

· specialist equipment;

· means of access/egress etc.

Advice can be obtained from the following specialist services:-

· Educational Service for Hearing and Vision;

· Education Service for Physical Disability.

3.7 Personal Protective Equipment
Suitable Personal Protective Equipment (PPE) will be provided where identified as necessary in a risk assessment. All employees are responsible for informing their line manager as soon as they become aware of a need to repair or replace PPE, which they use. S/he will be responsible for replacing worn PPE.

PPE will be inspected termly by line managers or more frequently if required.  Similarly, a termly check is to be made that PPE is being used by students and employees.
There are special recording procedures for PPE identified by a COSHH assessment.  Details are contained in the Children and Young People’s Services Health & Safety Handbook - Section 7.1.

3.8
Lifting of Goods, People and Animals

Suitable and sufficient manual handling assessments will be undertaken prior to any lifting activity and appropriate controls will be put in place. Risks, which cannot be adequately controlled, will be referred to the Local Authority’s Health & Safety Team.

Assessments are kept by the Site Development Manager.

3.9  Training of Employees
The opportunity is provided for all employees to have access to the information, instruction, supervision and training as is required to enable them to work in a safe environment.

All employees, whether permanent or temporary, will undergo induction training, which will include the following health & safety matters-

1. Emergency Arrangements

2. Fire Drills

3. First Aid Arrangements

4. Accident Reporting

5. Security/keys

6. Good Housekeeping

7. Codes of Safe Practice and Guidance

8. Health & Safety Policy and School Arrangements

9. Special Hazards/Responsibilities Associated with Work Activity

10. Special Needs of Employees

Further training needs will be considered when employees transfer or take on new responsibilities or when there is a change in the work equipment or systems of work in use.

The Training Co-ordinator is the Managing Director who is responsible for staff development who in turn will identify health & safety training needs in consultation with the employees concerned. 

Employees who feel that they have a need for health & safety training of any kind should notify the managing director.

The managing director, responsible for staff development, maintains records of individual employee training.  Where certificates of competence are required for potentially hazardous activities (e.g. woodworking machinery), the engagement manager is responsible for checking the validity of certificates and for arranging refresher training when necessary.

Responsibility for facilitating attendance and funding of training will be allocated as set out in the Authority’s approved scheme for financing Schools.

3.10  Emergency Procedures
Emergency procedures exist covering a range of hazardous situations (e.g. fire, bomb alert, severe weather, intruders), which may arise in the School or during an organised activity off site. A summary Local Authority procedure is contained in School Circular KH55/97.

In an emergency, the Engagement Manager is responsible in ensuring the area is clear of all people and appropriate action is taken, e.g. close doors, isolate services, call emergency services and summon the managing director or other members of the Management Team to arrange follow-up action. 
FIRST PRIORITY in all hazardous situations is the safety of people, their removal from danger, care and the application of first aid.

SECOND PRIORITY is to call the emergency services where necessary.

THIRD PRIORITY is to safeguard premises and equipment, if possible.

The managing director is responsible for providing the Local Authority with emergency telephone numbers for use if an emergency occurs outside of School hours.

Details of the position of mains isolation points are kept by the Site Development Manager.

Fire

The Fire Safety Policy and Procedures is issued to all staff and is reviewed annually.

A fire risk assessment is required by the Regulatory Reform (Fire Safety) Order 2005 and is undertaken by the Site Development Manager.

The fire procedures are tested with a full evacuation of a designated Unit of the School once per term. A log of all drills and points for improvements is kept by the Site Development Manager.  

All fire doors must be kept closed at all times unless held open by electronic devices directly linked to the fire alarm. Fire exit doors must be easily accessible, clear from obstruction and unlocked from within the building without the necessity for a key.

The fire doors are tested on a weekly basis, each time out of School hours. A log is kept of such tests by the Site Development Manager.

The Site Development Manager is responsible for conducting a termly inspection of fire fighting equipment. 

Fire extinguishers are tested on an annual basis, with the date of each test indicated on the appliance. The Site Development Manager is responsible for organising such examinations by a competent person.

Emergency Action signs are posted in prominent positions throughout the School for the benefit of visitors and non-School personnel in accordance with the Health & Safety (Signs & Signals) Regulations 1996.  

Bomb Threat

The School procedure for dealing with a bomb threat closely follows the guidelines set out in the Hull City Council Policy. Detailed guidance is available from the Site Development Site Office.

The recipient of a verbal threat should never assume that the threat is a hoax.

When a threatening call is received, time is of the essence - try to stay calm, do not interrupt the caller, get the full details exactly as stated and keep the telephone line open even after the caller has hung up.

Armed with as much information as possible, inform the engagement manager (the managing director) who will take charge of the situation.

When in any doubt as to the validity of the threat, the Engagement Manager will err on the side of safety and evacuate the buildings.

In all cases, the police must be informed.

3.11  First Aid Provisions

The Managing Body, through the Managing Director, will assess the first aid needs of the St Patricks, taking into account actual levels of risk and for determining the required number of first-aid personnel taking into account the number of employees and other site users (e.g. students, out of hour workers and visitors to the site).

All employees will be made aware of the First Aid provisions.

The Child Protection Officer oversees the arrangements for First Aid.

A full list of all staff who are first aid trained and to what level is available from the Admin Office.

First aid boxes are kept at the following locations:-

· Kitchen Area
· Admin Office
· Alter Table
The travelling first aid boxes are kept in the Admin Office.

Records of first aid administered are kept by the School’s Child Protection Officer.

The contact number for the nearest hospital casualty department is 01482 328541.

Guidelines dealing with specific risks e.g. Blood Borne Viral Infections, Hepatitis B and HIV - Hygiene Guidelines for Schools; Policy on Head Lice etc are issued individually and form a section of the Children and Young People’s Services Health and Safety Handbook. In all cases, disposable gloves should be used.

All sharps, including hypodermic needles & syringes must be handled with great care in accordance with School policy and LA guidelines, and disposed of in a suitable sharps container conforming to BS7320.

The sharps box is located in the Admin Office, for disposal of sharps boxes, refer to paragraph 3.19: Waste Management and Cleaning Arrangements.

The Managing Director will ensure that these guidance notes are included in the overall strategy of the School Health and Hygiene policy.

3.12  Supporting Students with Medical Needs - Administration of Medicines
The Managing Body will discuss the implications of managing the medical needs of individual students in regard to administration of medicine. If it is deemed out of the capability and training of the staff at St Patrick’s to administer such medication then other arrangements will have to be made via the school the student has been referred from. 
Records of requests for the administration of medicines to students, which the School has agreed to meet, are kept by the Child Protection Officer.

The administration of medicine records are kept by the Child Protection Officer.

3.13  Drugs Policy
Guidance, advice and support to colleagues on drug related matters is available from this contact and from the Child Protection Co-ordinator.

3.14  Accident and Dangerous Occurrence Reporting  

All accidents and incidents to employees must be recorded in the Statutory Accident Record Book, ref. BI/510 that is located in the Admin Office and the residence of the Managing Director (out with School hours). 

Accidents/incidents involving staff, students and visitors must be recorded on an Accident, Violent Incident and Near Miss report form and submitted to the Child Protection Officer.
Reportable accidents and incidents as set out in the RIDDOR (Reporting of Injuries, Diseases & Dangerous Occurrences Regulations 1995) will be reported as the regulations require. RIDDOR reportable incidents are reported to the HSE via Hull City Council.
Individuals completing forms should consult the Managing Director or the Local Authority’s Health and Safety Team if they are in any doubt about further action that may be required.

Copies of all accident reports for employees will be retained on site for a minimum of 3 years following the incident.

Accident, Violent Incident and Near Miss report forms should be drawn to the attention of and counter-signed by the Managing Director. Where they are found to be caused by faulty plant, equipment, premises or unsafe systems of work, s/he will act to remove or isolate the hazard until the necessary modifications or repairs can be made. In the event of a serious accident s/he will report the accident to the Local Authority’s Health & Safety Team as a matter of urgency.

3.15  Violence at Work

All acts of violence to members of staff, whether physical or verbal, will be reported to the Local Authority’s Health & Safety Team in accordance with Local Authority guidelines.

Where injury results from a violent act, the injury should be reported as an accident but with the violence at work report attached.

Accident, Violent Incident and Near Miss report forms are available from the Admin Office  in order that appropriate control measures can be implemented to reduce or eliminate a reoccurrence of the incident.

Support may be available to employees following incidents through the Occupational Health Unit; any referrals will be made by an appropriate member of the Management Team.

3.16
Workplace Stress

Ill health resulting from stress caused at work is treated in the same way as ill health due to physical causes in the workplace. During the undertaking of risk assessments, the symptoms of work related stress are actively sought and steps taken to deal with the organisational causes.

The Managing Body recognises that working in a School can at times be a stressful experience and is committed to helping staff cope when they feel under pressure.  Support and advice may is available from the Occupational Health Unit, telephone (01482) 613333; any referrals will be made by an appropriate member of the Management Team.

3.17  Display Screen Equipment
Employees who are assessed as Display Screen Equipment 'Users' are entitled to sight tests and corrective appliances in line with the Local Authority’s policy and guidelines.

3.18  Maintenance of Premises
The Site Development Manager is responsible for ordering repairs that are the St Patricks responsibility under Local Management of Schools arrangements.

Safety Officers within the Local Authority have the power to stop any activities on council owned property if in their opinion the activities give rise to imminent danger. Co-ordination and co-operation between all parties will make stopping work a last resort.

3.19  Waste Management and Cleaning Arrangements

The cleaning contractor will collect waste daily from around the St Patrick’s premises and the Site Development Manager will arrange for its safe storage in appropriately sited secure containers. All employees are responsible for reporting accumulation of waste, or large items of waste that require special attention, to the Site Development Manager, who will arrange for its disposal.

All employees are responsible for arranging to clear up spillages, which occur whilst they are in charge of the area concerned. Other spillages or leaks should be reported to the Site Development Manager who will arrange for them to be dealt with.

Hazardous materials or substances require special procedures for disposal.  Reference is to be made to paragraph 3.24: Hazardous Substances.

All 'sharps' finds should be reported to the Site Development Manager who will arrange for the collection of the sharps for storage in the sharps container.

3.20  Entering and Leaving the Premises
The Engagement Manager is responsible for opening and securing the building. The procedure (including disarming of intruder alarms where appropriate) is kept by the Site Development Manager.

During periods of severe weather, arrangements for maintaining safe access to, from and within the premises are determined by the Site Development Manager.

3.21
Vehicle Movement in the School Grounds

For site traffic, routes need to be properly organised to allow for pedestrians and vehicles to circulate safely.
Suitable measures have been developed to ensure:-

· pedestrian and/or vehicles can use a traffic route without causing a risk to persons near it;

· sufficient separation of vehicles from doors or gates or pedestrians which lead on to the traffic route;

· where vehicles & pedestrians use the same route, there is sufficient cooperation between them.

3.22  Use of Premises Outside School Hours

Refer also to paragraph 2.5 of this policy: Responsibility - Outside Bodies General

The Managing Director is responsible for co-ordinating lettings of the premises in accordance with the Managing Body’s policy on community use.

The Site Development Manager is responsible for informing other users of the building of the presence of any hazards which have not been rectified.

Where use is sought of specialist equipment or fittings a suitable qualified person must be available to supervise such use and no equipment or fittings will be removed or adjusted without previous approval by the Managing Body.

The Site Development Manager is responsible for checking that the premises are left in reasonable order by others before locking up.
3.23  Housekeeping

All corridors, passageways and gangways should be kept clear of rubbish and obstructions. The Site Development Manager will make a daily check. All employees and other site users are required to co-operate with decisions taken as a result of this check.

An employee encountering any damage or wear and tear of the premises that might constitute a hazard should report to the Site Development Manager.
Defective furniture should be reported to the Site Development Manager in the same way.
3.24  Smoking
In order to improve the health, safety and welfare of all St Patricks employees, students and visitors smoking is not permitted anywhere on the St Patrick’s site, including car parks and entrances/exits.
3.25  Hazardous Substances
The Managing Body will ensure that the use of all hazardous substances is assessed and that adequate controls are in place to protect the health & welfare of all employees and other site users.   

The master set of COSHH (Control of Substances Hazardous to Health) assessment records are maintained/updated by the Engagement Manager No new substance may be brought into St Patricks without carrying out a full COSHH assessment. This is a legal requirement.

Relevant assessment records will be circulated to all staff and appropriate site users who are aware of the location of the central record.

Inventories of hazardous substances used in the St Patricks are maintained by the Engagement Manager, who will ensure their safe use in accordance with LA guidelines.  Stocks will be checked on a regular basis, at least annually, and a list maintained of all substances that are no longer required and are for disposal.
3.26  Work Equipment
All work equipment purchased by the School should bear the relevant CE or BSEN Safety standard applicable to its safe design and manufacture.

The Engagement Manager will keep an inventory of all equipment, which will include details of maintenance arrangements. This will be monitored by the Site Development Manager.

3.27   Electricity at Work
All portable electrical equipment will be visually examined before use by employees.  Portable electrical equipment will be examined and tested every 12 months by a competent person and a record of the inspection noted in the appropriate inventory.

Faulty equipment will be taken out of use and reported to the Engagement Manager Site Development Manager.

Testing of fixed electrical equipment (mains circuit to outlet socket) is the responsibility of the School, who will employ competent electricians to carry out this work. Testing of fixed electrical equipment must be carried out at least every 5 years.

The use of personal electrical equipment will be at the discretion of the Managing Director, who reserves the right to insist that such equipment is tested before it is used on the School premises. The cost of the test resting with the individual concerned. The Managing Director will ensure that unsafe equipment is removed from the premises.

Residual current devices will be tested on a monthly basis and the results recorded by the Site Development Manager.

3.28   Use of School Equipment by Contractors & Outside Bodies
Due to insurance requirements and legal liabilities, St Patricks will not lend tools or equipment to contractors or outside bodies

Contractors should supply all equipment needed to complete their work.

Part 4:     CONCLUSION

4.1  Monitoring Performance
This document is not a finite statement of policy. It will require regular revision where necessary. It cannot include all items necessary to achieve safe working conditions at all times.

This policy is the commitment of St Patrick’s Body and the Managing Director  to comply with all statutory requirements with the aid of the Health and Safety Handbook, HSE publications and education guidance notes, to provide a safe and healthy place to work.

4.2  Review
The Managing  Body is responsible for:-

· carrying out a review of the Health & Safety arrangements for the St Patricks;

· preparing a health & safety action plan detailing improvements to the arrangements.

_______________________________________________________________________

Signed:   .........................................................................
Date:  ___/___/___




Managing Director

This Health and Safety policy was approved by the Managerial Body on

Date:   ___/___/_______

Signed:
.........................................................................
Date:  ___/___/___



Engagement Manager

