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YSGOL GYNRADD GWAELOD Y GARTH PRIMARY SCHOOL

HEALTH AND SAFETY POLICY
PART ONE

Statement of Intent

The Governing Body believes that ensuring the health and safety of staff, pupils and visitors is essential to the success of the school.

The school is committed to establishing, maintaining and promoting high standards of health, safety and welfare. The school recognises the importance of securing the physical, mental and social well being of staff and pupils and accepts its responsibility for the health and safety of other people who are affected by its activities or who use its premises.

All school activities will, as far as is reasonably practicable, be carried out safely and without risks to the health of staff, pupils or others who are affected by school activities. A safe and healthy working environment, safe systems of work and safe equipment, plant and machinery will be provided and maintained.

We are committed to:

a. Preventing accidents and work related ill health.

b. Compliance with statutory requirements as a minimum.

c. Assessing and controlling risks from curriculum and non-curriculum work activities.

d. Providing a safe and healthy working and learning environment.

e. Ensuring safe working methods and providing safe working equipment.

f. Providing effective information, instruction and training.

g. Consulting with employees and their representatives on health and safety matters.

h. Monitoring and reviewing our systems and prevention measures to ensure they are effective.

i. Setting targets and objectives to develop a culture of continuous improvement.

j. Ensuring adequate welfare facilities exist throughout the school.

k. Ensuring adequate resources are made available for health and safety issues, so far as is reasonably practicable.

All Governors, staff and pupils will play their part in the implementation of this policy.

Signature ___________________________ 


Date:____________

(Chair of Governors)

Signature ___________________________ 


Date:____________

             



(Headteacher)
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ORGANISATION
THE GOVERNING BODY

The Governing Body will ensure:

a) A clear written policy statement is developed, implemented and communicated to all staff

b) Responsibilities for health, safety and welfare are allocated to specific people and that persons are informed of these responsibilities.

c) Persons have sufficient experience, knowledge and training to perform the tasks required of them.

d) Clear procedures are created which assess the risk from hazards and produce safe systems of work.

e) Sufficient funds are set aside with which to operate safe systems of work.

f) Health and safety performance is measured both actively and reactively.

g) The school’s health and safety policy and performance is reviewed annually.

THE HEADTEACHER

The Headteacher retains ultimate responsibility for health and safety at the school and is responsible for ensuring that the following are implemented. If any of these functions are delegated on a day to day basis, the person nominated must be appropriately trained and have sufficient time and resources to undertake the role. 

The Headteacher will ensure:

1. that Corporate and Directorate policies together with health and safety guidance issued is implemented at school level where relevant.

2. that any staff with identified health and safety responsibilities are formally notified and adequately trained and resourced

3. the effective management of health, safety and welfare of staff, pupils, contractors, visitors and others . This includes so far as is reasonably practicable

· activities and premises that are safe and without risks to health and safety and are adequately supervised

· adequate information, instruction and training

· compliance with relevant legal obligations including health and safety and fire.

4. ensuring that arrangements are in place for the effective consultation with staff and nominated trade union representatives regarding health and safety matters.

5. an appropriate level of investigation into accidents, incidents and complaints pertaining to matters of health and safety where appropriate.

6. that appropriate measures are in place to ensure that health and safety information is communicated freely throughout the school either from management to staff or the reverse.

7. ensuring that measures are put in place to monitor the effectiveness of the health and safety arrangements in controlling identified risks.

8. adequate resources are made available for health and safety

9. an annual report on the health and safety performance of the school is developed for the Governing Body

CLASS TEACHERS

Class teachers are expected to:

1. Exercise effective supervision of their pupils and to know the procedures in respect of fire, first aid and other emergencies, and to carry them out as required. 

2. Ensure that all LEA health and safety advice and guidance is implemented in their subject area together with ensuring adherence to recognised health and safety standards within subject areas. 

3. Give clear oral and written instructions and warnings to pupils as often as necessary.

4. Follow any safe working procedures issued.

5. Require the use of and to use protective clothing and guards where necessary, 

6. Make recommendations to the Headteacher on health and safety equipment and on additions or necessary improvements to plant, tools, equipment or machinery.

7. Integrate all relevant aspects of safety into the teaching process and, where necessary, provide special lessons on health and safety in line with National Curriculum requirements for safety education

8. Avoid introducing personal items of equipment (electrical or mechanical) into the school without prior authorisation.

9. Report all accidents, defects and dangerous occurrences to the Headteacher.

SCHOOL HEALTH AND SAFETY REPRESENTATIVES

The Governing Body and Headteacher should recognise the role of Health and Safety Representatives appointed by a recognised trade union.  Health and Safety Representatives will be allowed to investigate accidents and potential hazards, pursue employee complaints and carry out school inspections within directed time. 

They are also entitled to certain information, for example about accidents, and to paid time off to train for and carry out their health and safety functions.  However, they are not part of the management structure and are not carrying out duties on behalf of the Headteacher or Governing Body.

OBLIGATIONS OF ALL EMPLOYEES

Apart from any specific responsibilities that may have been delegated to them, all employees must:

1. Act in the course of their employment with due care for the health, safety and welfare of themselves, other employees and other persons.

2. Observe all instructions on health and safety issued by the LEA, School or any other person delegated to be responsible for a relevant aspect of health and safety.

3. Act in accordance with any specific H&S training received.

4. Report all accidents in accordance with current procedure.

5. Co-operate with other persons to enable them to carry out their health and safety responsibilities.

6. Inform their Line Manager of all potential hazards to health and safety, in particular those which are of a serious or imminent danger.

7. Inform their Line Manager of any shortcomings they consider being in the School’s health and safety arrangements.

8. Exercise good standards of housekeeping and cleanliness.

9. Know and apply the procedures in respect of fire, first aid and other emergencies.

10. Co-operate with the appointed Trade Union Health and Safety Representative and the Enforcement Officers of the Health and Safety Executive.

All employees who authorise work to be undertaken or authorise the purchase of equipment will ensure that the health and safety implications of such work or purchase are considered.

Employees entrusted with responsibilities for specific aspects of health, safety and welfare must satisfy themselves that those responsibilities as appropriate are re-assigned in their absence.  Such re-assignments must be approved by the employee’s immediate superior.

PUPILS

Pupils, in accordance with their age and aptitude, are expected to:

1. Exercise personal responsibility for the health and safety of themselves and others.

2. Observe standards of dress consistent with safety and/or hygiene.

3. Observe all the health and safety rules of the school and in particular the instructions of staff given in an emergency.

4. Use and not wilfully misuse, neglect or interfere with things provided for their health and safety
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GWEITHDREFNAU A THREFNIADAU

PROCEDURES AND ARRANGEMENTS

RESPONSIBILITIES

Where ANY member of staff notices a Health and Safety problem which they cannot put right straight away, they must immediately remove pupils from the area and report to the Headteacher or the Deputy Headteacher in the Headteacher’s absence.

Emergency Services may be called out without reference to any higher authority. The only criticism that can be made is if such necessary service is NOT called out.

VITAL TELEPHONE NUMBERS

Fire, Ambulance, Police
999

Gas Emergency

0800
111999

Electricity Emergency

0800
0520400

Water Emergency

0800
0520130

Local Education Authority

20872000

Health and Safety Executive
0541
545500

HEALTH AND SAFETY RESPONSIBILITIES

All members of staff have up-to-date Emergency First Aid Training.

Designated First Aiders: 
Mrs. Rhiannon Jones
Mrs. Anne Herbert
Mrs Helen Davies
Contracts are in place for the annual monitoring of PE, electrical and fire equipment.
DBS
All members of staff have up-to-date DBS checks. Volunteers who help the school on a regular basis e.g. during school trips, have appropriate DBS checks. 

SMOKING
Smoking is not permitted on school premises.

ACCIDENTS AT SCHOOL

If an accident occurs at school to a pupil, member of staff, or indeed, to anyone on the premises, the injury will be assessed and treated appropriately. 

If a child is badly injured, the parents are informed so that they can take their child to see a doctor or to hospital. Parents are informed of all head injuries.  

In emergencies the ambulance and any other emergency service will be called immediately. 
All accidents are to be recorded in the Accident Book kept in the School Office.
All accidents with the exception of minor cuts, bumps, bruises and grazes should be reported to the Planning and Development Section, Cardiff County Council. Pupil accidents should be reported on the Pupil Accident Notification form, employee accidents should be reported on the Accident / Dangerous Occurrence Report Form – Report of Employee and accidents to visitors should be reported on the Service User / Public Accident Report Form. 
ILLNESS OR INJURY

Parents should ensure that the school has three emergency contact numbers on the admission form so that if a child is ill or injured a parent or nominated adult may be contacted. When the school fails to make a contact, the child will be cared for at school and professional medical attention will be sought if necessary.
FIRST AID

All staff should be aware of the nominated First Aiders.

The First Aid boxes are situated in the staff room, nursery class, reception class and cloakroom area of the main building. They will be checked regularly by the First Aiders and any shortages made good.

Cuts should be cleaned thoroughly using water. Plasters will be used if cuts and grazes are bleeding.

Disposable gloves should be used when dealing with an accident or injury.

COMMUNICABLE DISEASES

This school follows the guidelines from the ‘Guidance on Infection Control in Schools and other Child Care Settings’ which is displayed in the staff room. 

TOILET TRAINING AND CLEANING OF BODILY FLUIDS

If a child is sick or has an toileting accident a member of staff should deal with the situation immediately. The member of staff must ensure that he/she and others are kept safe before and during the process of cleaning bodily fluids. The advice and procedures outlined in ‘Potty Training’ and ‘Cleaning of Blood and other Bodily Fluids’ by Cardiff CC should be followed.

DISPENSING OF MEDICINES TO PUPILS 

Medicines should generally be administered at home, or the parent / carer should make arrangements to come to school to administer the medicine. In exceptional circumstances, staff are prepared to give medication if the parents has discussed the matter with the relevant member of staff and has sent written instructions to school. All medication should be handed to the teachers. 

The school follows the guidelines below for the dispensing of medicines to pupils: -

1. Non prescribed medicines such as Calpol will not be given except in exceptional circumstances.

2. Written consent should be obtained from the parent authorising school staff to give the prescribed medicine to the pupil, including when it should be given and when the previous dose was given. Medicine will not be administered by a member of staff unless written consent is received.

3. The child’s name and dosage should be clearly marked on the medicine bottle or container.

4. The assistance of the school nurse should be sought in cases where further information is thought to be necessary.

5. On all occasions reasonable safeguards should be made to ensure all medicines are kept in a safe place.

6. Records of administered medicine will be kept at all times.

7. Staff cannot be held responsible for missed dosages.

INTERNAL AREAS OF SCHOOL PREMISES

Corridors

When inside the building children should walk at all times.

Safety in the Classroom

Staff must always be in the classroom to receive the children at 8.50am.

Children must be supervised at all times when using any of the following equipment:

Saws, glue guns, band saws, hammers, nails, screws, scissors, etc.

When working with any of the above equipment, the number of children working at any one time should be restricted.

They should also be made aware of the dangers of pencils, biros, drawing pins, staplers etc.

If it is necessary for a child to carry a chair, it must be held correctly, i.e. the chair is held by the seat, with the back of the chair furthest away from the carrier and the legs pointing to the ground. 

No materials to be placed on or near the heaters.

No cleaning fluids to be kept within reach of the children. The cupboards containing cleaning fluids must be locked during the school day.

ELECTRICITY
Children must be made aware of the dangers of electricity. Only teachers or authorised staff should plug in for use or switch off electrical equipment.

Only teachers or authorised staff should carry or move electrical equipment.

All electrical equipment must be switched off and plugs removed when not being used.

Pupils will be made aware of the dangers of electricity through science and PSE lessons. 

Broken or cracked sockets are not to be used and will be reported to the caretaker and the headteacher who will arrange for a replacement by a qualified electrician.

Care should be taken with electrical cables so that children and staff do not trip over them.

PLAYTIME

Staff on duty must be available at the beginning of playtime.

Staff are to use the ‘safety mugs’ for tea / coffee if on duty during play time. No mugs of hot drinks are to be carried around the school during the school day. Members of staff must not drink hot beverages in classrooms during the school day.
If a child is hurt in the playground, a member of staff on duty administers first aid and records the accident in the accident book. 

Lunchtime Supervisory Assistants should be made aware of the policy on Health and Safety.

When the bell rings at the end of the play period, all the children line up ready to go into the classroom. The class teacher or member of support staff will lead the children into the classroom. 

During Wet Playtimes

Children should remain in their classrooms with suitable playtime activities provided under the supervision of a member of staff.

PHYSICAL EDUCATION

Children should change into shorts and T-shirts and wear appropriate footwear for all P.E. lessons. Pupils may take P.E. in bare feet. Jewellery must not be worn.

SWIMMING

The children are taken to the pool by coach. They are accompanied by a teacher and another adult. The lesson is taken by a qualified swimming instructor.
SCHOOL TRIPS (See Policy on Educational Visits)

The Deputy Headteacher, Mr Eirian Williams,  is the Educational Visit Co-ordinator and has completed Evolve risk assessments training. 

Trips are always arranged with safety in mind as well as educational value. Adequate supervision is of prime importance; this will depend on the age of the pupils and the potential danger of the visit. 

Whenever children are taken on excursions, i.e. football, netball, school trips,  swimming, they are warned that good behaviour and care in what they do is required at all times.

The coaches used for school trips have seat belts fitted. 

If visiting farms, the school will take account of the guidance given by the National Assembly for Wales.

The leader of the activity will ensure that a list of the names and telephone numbers of all the children attending the trip will be taken on each trip and available at the school.

The leader of the activity will ensure that a first aid box will be taken on each trip.

No child will be taken on a trip unless permission has been received from a parent/guardian.
A risk assessment will be completed and handed to the headteacher prior to the visit taking place.

TRAFFIC MANAGEMENT 
Staff are allowed to park their cars either along side the main building or next to the caretaker’s house on the Top Yard. Staff are not allowed to move their cars from along side the main building during the school day only in exceptional circumstances.

Children should not be allowed to open the school gates for staff cars or any other vehicle.

If a vehicle has to be driven through the playground it should preferably be done whilst pupils are inside the school building. If this is not possible then vehicles should be driven slowly through the playground under supervision.

Pupils will not be asked to collect or put things into staff cars, unless they are accompanied by the member of staff.

All vehicles are parked at owner’s risk – the school accepts no responsibility for damage or loss.
The school gates are closed between 9.00 – 3.00pm to ensure the safety of the pupils.

In the morning the school organises a drop-off system where parents and guardians leave the pupils with a members of a staff. They will be escorted to the bottom yard, where members of staff are on duty. School buses use the drop off system in the morning also and members of staff meet the pupils from the buses.  Buses and cars park on the school yard at the end of the school day.   

Parents are urged to walk their children to school or to use the school bus, but if they must bring the car to school to drive carefully, slowly and to be vigilant.
ON LEAVING SCHOOL 

Nursery and Infant children must always be met by a designated adult. If there is any change in this arrangement, the school must be informed beforehand. All children should walk from school in an orderly manner.

CLOSURE OF SCHOOL DURING INCLEMENT WEATHER OR OTHER CIRCUMSTANCES

If the school has to be closed early because of inclement weather, all children must be collected from school unless the parents have given specific instructions. The parents will be informed via a text message to the mobile phone of the first nominated contact and by a message on the school website

FIRE

Children must be made aware of the fire drill procedures. Fire drills will be carried out at least once a term.

Testing of fire bells will be according to regulations, once a week before or after school.

Fire extinguishers are in place and inspected regularly. The nature of their contents is indicated, as well as an instruction on what sort of fire the extinguisher is NOT to be used.

All fire exits are to be kept clear of all obstruction.
EMERGENCY PROCEDURES

In the event of an emergency related to gas, water or electricity any member of staff should isolate the supply.

GAS: The gas isolation valves are located in the cloakroom area of the Main Building.

ELECTRICITY: The electrical main switch is located in the cupboard in the foyer of the New Building – next to the Nursery Class’ door.

WATER: The main stop cock for the water is located in the cloakroom area of the Main Building.

Approach: Main gates to be kept clear to allow full opening of gates for easy access to any emergency vehicles.

Assembly Areas: Staff should be aware of the emergency assembly area which is on the top yard. Notices are displayed in all classrooms.

CONTRACTORS / VISITORS
All contractors / visitors must report to the office to sign the visitors’ book on arrival and departure. Any visitor or service personnel legitimately on the premises is in our care as far as our activities can affect them.

Contractors will be reminded of their responsibility to cordon off working areas to ensure the safety of pupils and staff.

If a vehicle has to be driven through the playground it should be done when there are no pupils on the yard and access points are supervised by members of staff. The vehicle should be driven slowly and the horn sounded frequently in order to alert everyone.
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APPENDIX 1: DETAILED CONSIDERATIONS

EXTERNAL AREAS OF SCHOOL PREMISES

Yard: Any objects, such as skips, bins etc. must be stored on the periphery of the yard.

Yard Maintenance: Paving slabs, concrete areas and tarmac areas to be in good repair. Steps should be unbroken and not worn unevenly. Grids should be clear. Down pipes unbroken and secured to walls. Roof guttering to be secure as far as visible checks allow.

Entrance and Exits: Building entrance doors should open outwards and not jam in any position. Any steps must be well maintained. 

All corridors and foyers to entrances and exits must always be well lit and not

obstructed.

Drains: All drains to be cleaned regularly to allow water to flow away freely. Any blockages to be reported to the Headteacher immediately.

INTERNAL AREAS OF SCHOOL PREMISES

Doors: Any defective doors must be corrected immediately.

Cracked or broken glass to be replaced.

Door handles must be secure and in working order.

Carpets and Mats: Carpets must be secured all around by proper metal edging. Damaged sections should be repaired or replaced as a matter of urgency.

Windows: Broken or cracked glass to be replaced.

Window operating cords or levers to be in free working order.

Windows designed to be opened or closed to be in condition to do so.

Pin Boards: These must be at a recommended height for safety when displaying work. If reaching above hand height, a stepladder or proper step up equipment must be used. Standing on chairs, tables, etc. is dangerous and should be discouraged.

Heating: Regular checks must be made on our heating equipment to ensure they are working properly and present no danger to anyone in school.

Lighting: All lights should work and any defective tubing or bulbs be changed immediately.

Broken diffusers to be replaced. Light switches to be free of cracks and positive in action.

Defective strip lighting to be changed immediately.

Power Points: Sockets if broken or cracked to be replaced by an electrician.

Reported heat at a socket to be treated as urgent and the socket should not to be used until corrected by an electrician.

Electric Plugs: Any loose wire sighted at cable entrance to a plug means that the plug is not to be used until wiring is corrected.

Cables must be anchored at the cord grip inside the plug.

Report of heat in a cable, plug or socket calls for immediate shut down of apparatus and removal of plug and no further use until checked by an electrician.

All plugs are to be inspected on a regular basis according to the Authority’s  Regulations by a qualified electrician.

Each plug to have the correct fuse fitted, according to what equipment it is serving.

Room Sinks: To be cleaned on a regular basis. Overfill exits to be clear.

No solids allowed to block the drain hole.

Care to be taken when detergents used. These must be recommended and environmentally friendly.

No detergents to be stored within reach of the children.

Toilets: To be well ventilated.

Hot and cold taps to be marked.

All taps to give good flow.

Hot taps to deliver water of a safe temperature.

Sinks not cracked or chipped and securely fixed.

Floors without any cracks or broken sections.

Pedestal units and seats in good repair, no cracked or broken porcelain.

Flushes to work properly and refill quickly.

Gents urinals to have an automatic flush in working order. No rubbish to be allowed to build up around the drain.

Apparatus: All apparatus, if electrical, should be fitted with the correct fuse, decided by an electrician.

If a fire erupts in a piece of electrical equipment, like a television or a video recorder, the following instructions are to be carried out:-

(a) Switch off.

(b) Pull out the plug.

(c) Remove pupils from the room, because any smoke from the fire will be very poisonous due to burning insulation and varnishes in the unit.

(d) DO NOT use water-type extinguishers on ANY electrical fire.

(e) A CO2 gun extinguisher, which covers the unit in carbon dioxide gas and will not harm anyone, is to be used. CO2 gun extinguisher is available in the entrance hall (outside the switch room) / Photocopying room / Staffroom / English Junior Area (next to the kiln).

(f) Call out the Fire Service.

Classrooms: All storage furniture to be in good order and stable. Desks, tables and chairs to be stable, have no splinters or raised plastic edging which can cause injury.

No heavy objects to be stored on window ledges or on top of cupboards.

Hall and Gymnasia: All P.E. equipment to be in good order and well maintained. Annual inspection to be carried out by Authorised contractors and all reported faults rectified.

Floors to be clean and free from any defects.

Mats should be non-skid and in good repair.
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