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. Ensure appropriate equipment, tools and protective equipment is provided,
maintained and inspected to enable work to be done safely, and that it is
maintained in a safe condition, through regular monitoring and inspection,
including the recording of any periodic servicing and testing of systems and
equipment.

. Ensure regular, programmed health and safety inspections take place within
their school and systems are established to document and manage reported
health and safety defects or hazards, with remedial action taken where

necessary
. Ensure all accidents, incidents and dangerous occurrences are investigated
and recorded promptly in accordance with the accident reporting procedure:
. Ensure that arrangements are in place to manage health and safety on

educational visits, including competent staff and suitable risk assessments
being completed in line with the schools own Educational Visits Policy.

. Ensure that statutory inspection and maintenance programmes are in place,
such as fire systems, water systems or asbestos management.

. Ensure that health and safety is a standard agenda item on appropriate staff
meetings.

These duties may be delegated to other responsible managers, but oversight and
responsibility remain with the Executive Headteacher.

The Wolds Federation has reviewed its arrangements and have delegated duties to
a number of individuals.

These individuals are responsible, and will be held accountable, for achieving
compliance with their delegated duties as stated within this policy.

In particular, they have the following responsibilities;

Federation Business Manager

¢ Produce, maintain and bring to the attention of the governing body a school
specific health and safety policy and supporting safety procedures. Guidelines
from Safety Services should be used in the event that the school does not
introduce their own;

» Produce, monitor, review and report progress on the school’s health and
safety plan to the board of governors;
Devise risk assessments;

 Participating and recording the findings of the site health and safety
inspections;

» Programming an annual audit to be completed by the health and safety

governor;

Completing and recording the safety induction;

Coordinating completion of the DSE;

Assessments for identified individuals;

Coordinating repairs and other remedial works required and monitoring

progress;
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. Through the schools’ performance management process and regular
meetings, cooperate with managers in identifying any training needs,
including updates and refresher training:

. All employees have a responsibility to act immediately upon
discovering or receiving a report of a workplace hazard to rectify or
otherwise make the situation safe,

. Raise any concemns about their wellbeing in an open and frank way so
that appropriate support can be given and action taken to address
these concemns in line with the Council’s wellbeing policy;

. Report all accidents and any unsafe practices or conditions to their
supervisor/line manager.

Arrangements for the Management of Health & Safety
Policy and Guidance

School policies and guidance are produced and regularly reviewed. These will be
brought to the attention of all relevant employees at induction on first appointment
and thereafter, following any significant change.

These arrangements should be read in conjunction with those contained in the
Directorate and Corporate Health and Safety Policies.

Health & Safety Advice

Advice is available from the council's Safety Services section and in addition to
visits, € mail and telephone advice, a range of guidance documents and resources
are avaitable on their Insight Intranet pages.

Consultation on Health, Safety and Wellbeing
The school will:

) Consult with employees about matters affecting their health, safety and
wellbeing,

. Ensure that health and safety is a standing item on all team and
management meetings,

. Where requested under the Safety Representatives and Safety
Committees or the Health & Safety (Consultation with Employees)
Regulations, form a school Health and Safety Committee.

Training
All employees, including temporary and agency employees will receive,
. Induction training — on commencement of employment or immediately

after any significant change to their duties, responsibilities or place of
work, it will include:
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Risk Assessments

All school activities will be subject to a risk assessment and where there are any
significant risks identified, they will be recorded.

The process of recording a risk assessment will include identifying the relevant
control measures and devising a safe system of work that the person carrying out
the task follows to ensure the health and safety of themselves and others who may
be affected.

Specific assessments will be completed as required, including assessments for new
and expectant mothers as soon as the school have received notification and Display
Screen and Workstation Assessments for identified individuals.

The school will endeavour to use non-hazardous substances as part of its work
activities wherever possible. However, the school will ensure that an inventory of all
substances is maintained and that appropriate safe systems of work are
documented and shared with all relevant staff where necessary. All substances will
be stored securely and only handled by authorised persons.

Risk assessments will be reviewed annually or earlier in the event of an accident,
incident or near miss; due to a change in work activity, environment or equipment; or
following staff feedback.

Staff are expected to support in the completion of risk assessments relevant to their
work activities.

Educational Visits

The school will ensure that a robust procedure is in place for the management of
outdoor leaming and educational visits.

The school will have in place specific arrangements to ensure safety is paramount
when facilitating such learning experiences, including:

¢ Appointment of an Educational Visits Coordinator;

¢ Ensuring that all staff who organise and lead visits are familiar with the LA
Visits Guidance, and that they are suitably trained and competent;

o Ensuring that the Federation has its own, up to date Educational Visits Policy
and that this is brought to the attention of all relevant staff.

Health Surveillance
Where required by specific legislation and/or a risk assessment, health surveillance

will be carried out to monitor and ensure that the individual suffers no work related
adverse effects from their employment at our school.
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Administration of Medication

The federation will have in place suitable arrangements to support children who
have medical conditions in schools. Arrangements will be in line with the Managing
Medical Conditions at School for both prescribed medication and liquid paracetamol.

The school will have in place an Administration of Medications Policy, which outlines
the expectations of parents and the schools’ arrangements both within the school
environment and educational visits.

Where necessary the federation will consult with the appropriate services to prepare
individual health care plans.

Specific training needs will be identified and fulfilled by nominated staff.

Sun cream, unless specifically prescribed, is not considered a ‘medication’ and
therefore the federation will consider and manage the risk associated with exposure
to the sun as part of their overall risk assessment process.

First Aid

The federation will undertake an assessment of first aid needs and ensure that there
is adequate first aid provision in terms of number of staff trained; the level of training,
stock provision and emergency arrangements.

A First Aid Coordinator will be appointed to ensure provision remains sufficient.

Records of first aid treatment provided at our school will be maintained and
monitored.

Employment of Young or Vulnerable People

The safety of young (under 18 years) and vuinerable people (under 25 years) has to
subject to a specific risk assessment and/or a review of relevant existing risk
assessments to take account of their inexperience and ensure they are not subject
to any additional risk of harm or injury. The parent or carer must be provided with
comprehensive and relevant information before the young person begins work.

Premises and Equipment Statutory Arrangements and Regulations

Where relevant, the Executive Headteacher will ensure that appropriate
management arrangements are in place to maintain premises, equipment and
systems in a safe condition. This includes lifting equipment, asbestos, water
hygiene, etc.

1
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The Wolds Federation Safety Induction Checklist

This safety induction checklist outlines the basic information that managers should
include in their health and safety induction of all new and temporary employees on
commencement of employment.

1. Emergency Procedures (Fire, Bomb)

¢ What the alarm sounds like.

 What to do on hearing the alarm.

¢ Location of emergency exits.

¢ Where to assemble and who to report to.

Smoking Restrictions.

First Aid arrangements.

Accident reporting.

Reporting hazards/safety concerns.

Location of relevant polices procedures, guidelines and guidance notes.

Risk Assessments.

® N O oA ®N

Safe working procedures (including: use of equipment, manual handling,
COSHH,

good housekeeping standards, personal protective equipment etc)

9. Tour of premises - introduction to other members of employees.

10. Other relevant information.

Signature of Manager/Supervisor

...........................................................................................................

*A copy to be retained by the manager and employee.
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