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 This document must be read in conjunction with the Health and Safety Policy laid 
 down by Bexley Borough. 

 1.  Dulverton School and the Governing Body recognises and accepts responsibility, 
 as far is reasonably practical for providing a safe and healthy workplace and 
 working environment for all staff and others affected by its activities. Dulverton 
 School is committed to achieving compliance with and beyond the minimum 
 requirements of the Health and Safety at Work Act (1974) and associated 
 Regulations. 

 2.  Dulverton School and the Governing Body believes that health and safety is a 
 management responsibility and requires all employees to carry out agreed 
 procedures as a condition of employment. 

 3.  Dulverton School and the Governing Body will take all steps within its power to 
 meet this responsibility, paying particular attention to: 

 ●  the provision and maintenance of equipment and systems of work, 
 ensuring they are safe and without risk to health. 

 ●  the safe arrangements for the use, handling, storage and transport of 
 articles and substances. 

 ●  ensuring sufficient information, training and supervision is provided to 
 enable all employees to avoid hazards and contribute positively to their 
 own safety and health at work. 

 ●  ensuring a safe place of work with safe access and exit. 
 ●  ensuring a healthy working environment. 
 ●  ensuring adequate welfare facilities. 

 4.  Dulverton School and the Governing Body requires its management to carry out 
 this Health and Safety Policy as an essential part of their management duties. 
 They will in turn specify to staff what is required of them as regards the safety 
 and health of all who are in their charge and systems of work under their control. 

 5.  Dulverton School and the Governing Body will ensure staff know and understand 
 their responsibilities for securing safe working conditions and practices by the 
 provision of instruction, information and appropriate guidance on health and 
 safety and that suitable systems for effective management are provided. 

 6.  Dulverton School and the Governing Body recognises the need for joint 
 consultation and will establish with its management suitable arrangements for 
 joint discussion and agreement. 

 7.  Dulverton School and the Governing Body will provide, where necessary, 
 adequate protective clothing and safety equipment for all work activities and 
 requires all those concerned to use clothing and equipment as a condition of their 
 employment and to ensure pupils are adequately protected. 

 8.  Dulverton School and the Governing Body requires its staff to take care of their 
 own safety and that of other workers and to cooperate with the management so 
 as to enable it to carry out its own responsibility successfully. 
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 9.  Dulverton School and the Governing Body will provide systems to measure and 
 review health and safety performance to be used by management to ensure 
 standards are met. Indicators will include accident, incident and hazard data, 
 inspection reports and audit results. A Risk Assessment survey will be 
 undertaken and updated annually. Risk Assessment(s) file / information will be 
 kept by the site manager. All staff will be required and encouraged to report 
 accidents and hazards with a view to effective action being taken. 

 10.  The Authority will provide competent advice, guidance and assistance when 
 required. 

 11.  Dulverton School and the Governing Body recognises and takes responsibility to 
 ensure that pupils are aware of the importance of health and safety and their 
 expected contribution to the health and safety of the school community which will 
 prepare them for their responsibilities as future adults and citizens. 

 12.  A copy of this statement will be issued to all employees. It must be read in 
 conjunction with the Council’s health and Safety manual which gives guidance on 
 corporate and specific health and safety issues. This statement will be revised on 
 a regular basis to take account of changing circumstances. 
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 RESPONSIBILITIES 

 Governing body: 

 The ultimate responsibility for ensuring that the school premises, access thereto and 
 therefrom, and any plant or substance in the premises or provided for use there is 
 safe and without risks to health, so far as is reasonably practicable, rests with the 
 governing body.  The Governing Body will ensure that: 

 ●  all necessary procedures and systems of work are developed, implemented 
 and reviewed so as to ensure the successful application of this policy, 

 ●  compliance with statutory requirements, the Authority’s Health and Safety 
 Policy and associated codes of practice, and that these are taken into account 
 in determining the allocation of resource 

 The Head Teacher: 

 At operational level the Head Teacher, or in their absence their nominated deputy, is 
 responsible and accountable to the governors, so far as is reasonably practicable, 
 for implementing this school health and safety policy and for all matters relating to 
 health, safety and welfare within the school.  In particular this will include ensuring 
 that: 

 ●  Organisation - there is an appropriate organisation with the establishment for 
 implementing this policy; 

 ●  Health and Safety Policy - the health and safety policy is brought to the 
 attention of all staff, a copy should be given to all staff and one displayed in 
 the staff room; 

 ●  Responsibilities - individual employees, and supply staff are aware of their 
 responsibilities for health and safety; 

 ●  Consultation - promote through consultation and other means, the active 
 involvement of staff (including agency) and pupils in the development, 
 promotion, implementation and monitoring of measures provided for health 
 and safety; 

 ●  Notice Board Information - copies of the establishment’s local “Health and 
 Safety - Organisation and Arrangements - Notice Board Information” are 
 completed, posted on notice boards in a prominent position and updated as 
 appropriate; 

 ●  Implementation - the provisions set out in the arrangements and Codes of 
 Practice are implemented; 

 ●  Communication - other health and safety information is communicated 
 effectively to relevant staff; 

 ●  Risk assessment - adequate assessment of all the risks from hazards in 
 educational activities is carried out and significant findings are recorded, with 
 appropriate preventive measures in place to ensure safe practice; 

 ●  Visitors - the health and safety of any visitors to schools, and volunteers 
 involved in any school activity is assessed and adequate precautions applied; 

 ●  New or pregnant mothers - that adequate assessment is carried out of any 
 risks to new or pregnant mothers, with changes to work practices arranged or 
 special precautions ensured; 

 ●  Security - that security of premises and pupils are protected; 
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 ●  Planning - risks to health and safety are taken into account and 
 assessed/re-assessed when any change to policy, buildings, methods or 
 equipment are being considered or planned; 

 ●  Manual Handling - manual handling operations are avoided, or where they 
 cannot be avoided, the risks are reduced to the lowest reasonably practicable 
 level; 

 ●  Display Screen Equipment - that VDU workstations for “users” are assessed 
 and the risks reduced to the lowest reasonably practicable level; 

 ●  COSHH - exposure to hazardous substances is controlled to prevent ill health; 
 ●  PPE - personal protective equipment is provided free of charge where 

 identified in the risk assessment process; 
 ●  Maintenance - that all electrical installations, portable electrical equipment, 

 machinery, equipment and plant is maintained in a safe condition, and that 
 inspections are arranged as appropriate and records kept.  Any equipment 
 used to control the risk from hazardous substances is adequately maintained 
 in an efficient condition; 

 ●  Personal monitoring – monitoring for hazardous substances is carried out 
 where necessary; 

 ●  Health surveillance – carried out where necessary for hazardous substances. 
 Questionnaires are completed for occupational asthma and checks are made 
 for skin and dermatitis; 

 ●  Stress – a work environment is created where work related stress is 
 effectively prevented or managed, with awareness of stress and well-being 
 promoted; 

 ●  Educational visits - that educational visits are adequately planned, organised 
 and the risks assessed in accordance with Council policy, and that 
 performance monitoring of educational visits is carried out; 

 ●  Incident reporting - incidents and hazards are recorded, investigated and 
 reported using established procedures, including to the Health and Safety 
 Executive where appropriate under RIDDOR, and that all persons under their 
 control are aware of the reporting procedure; and that appropriate remedial 
 action is taken; 

 ●  Hazard removal - in the event of any hazard or risk to the health and safety of 
 any person under their control, appropriate action is taken to remove the 
 hazard.  Where action is of a temporary nature, consultation will take place as 
 appropriate to enable further positive steps to be taken; 

 ●  Training, instruction & supervision - training needs are identified and met, and 
 that employees are kept informed, instructed and supervised, and are fully 
 aware of the hazards involved in their work; 

 ●  Induction - new employees receive appropriate health and safety information, 
 instructions and training, including details of the Health and Safety Policy, 
 Codes of Practice, fire and other safety procedures; 

 ●  Volunteers - all volunteers and similar agents receive adequate supervision, 
 instruction and training to ensure safe conduct of any activities in which they 
 are engaged; 

 ●  Fire precautions - fire precautions procedures are implemented (including fire 
 drills); 

 ●  Emergency procedures - emergency procedures are developed and 
 implemented; 
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 ●  First aid & Fire - staff, pupils and visitors are aware of first aid facilities, fire 
 procedures, evacuation of the premises and other emergency procedures; 

 ●  Repair & maintenance - arrangements are made to deal with premises and 
 management issues e.g. repair and maintenance of buildings; 

 ●  Contractors – selection of and proper management of 
 contractors/sub-contractors in accordance with Council guidelines, ensuring 
 risks are identified and managed jointly.  The significant findings are recorded, 
 with monitoring to ensure safe systems of work are followed. Good 
 co-operation and co-ordination between all parties is ensured.  Information 
 relating to risks is exchanged as necessary, including relevant safety rules, 
 and procedures and procedures for dealing with emergencies; 

 ●  Asbestos - asbestos on site is properly managed and the 4Thought system 
 kept up to date as necessary; 

 ●  Legionella – is properly managed in accordance with the requirements of L8; 
 ●  Record keeping - all statutory registers and records are kept; 
 ●  Lettings - appropriate arrangements are made with regard to lettings; 
 ●  Performance monitoring - health and safety performance is monitored, and 

 arrangements reviewed, including regular inspection of the school, completion 
 of the annual internal monitoring checklist, routine equipment maintenance 
 checks, that safety devices are fitted and maintained, that safety rules are 
 observed and followed and personal protective equipment worn, investigation 
 of incidents, causes of ill health and complaints, and reviewing incidents 
 statistics to identify causes of accidents; 

 ●  Audit & review - if during any audit or performance monitoring, variations from 
 this policy are observed, immediate and effective steps are taken to rectify the 
 situation; 

 ●  Safety Representatives - Safety Representatives can carry out their functions 
 including inspections and incident investigations and, where appropriate, that 
 consultations take place with them; 

 ●  Advice - specialist advice is sought on health and safety matters when 
 necessary; 

 ●  Review - the policy, risk assessments, procedures and systems of work in 
 place are reviewed at least annually, that changes are made as appropriate 
 and staff, pupils and visitors are informed of any such changes as necessary. 

 ●  Compliance - appropriate action is taken under the disciplinary procedures 
 against anyone under their control found not complying with this statement or 
 safe working practices; 

 Establishment Health and Safety Coordinators: 

 To ensure effective implementation of this policy, the School Business Manager and 
 Site Manager have been delegated specific responsibilities by the Head Teacher to: 

 ●  disseminate health and safety information to all staff, pupils, volunteers, 
 contractors and visitors etc. as appropriate; 

 ●  be the focal point for day to day references on health and safety and to give 
 advice or indicate sources of advice; 

 ●  make adequate arrangements for first aid; 
 ●  investigate incidents and revise any risk assessment if appropriate; 
 ●  report incidents or hazards; 
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 ●  develop emergency evacuation procedures and arrange drills as appropriate; 
 ●  ensure health and safety matters raised by staff are dealt with; 
 ●  maintain a central file of relevant codes of practice and other health and 

 safety information; 
 ●  coordinate the implementation of safety procedures; 
 ●  ensure that regular monitoring of health and safety is undertaken and that 

 working practices are checked; 
 ●  appraise the Head Teacher of compliance with procedures and systems of 

 work on a regular basis; 

 Site Manager: 

 The Site manager will have particular responsibility to ensure that: 

 ●  they are familiar with and comply with the health and safety policy, relevant 
 risk assessments and codes of practice; 

 ●  access equipment should be inspected at least every 6 months and a record 
 kept, in addition they should be checked prior to use to ensure safety; 

 ●  access equipment must be used in accordance with HSE and Council 
 guidelines; 

 ●  any monitoring required to control legionnaires disease is carried out and 
 appropriate records kept; 

 ●  asbestos is managed on the site and that the condition of asbestos is checked 
 regularly, records kept (4Thought is updated as necessary); 

 ●  contractors, service engineers etc. are made aware of the asbestos survey 
 and any records relating to asbestos and that they have signed the 
 “Contractor Pre-Start Declaration” form; 

 ●  a Type 3 asbestos survey is carried out prior to any works to check no risk of 
 damage or disturbance to asbestos? 

 ●  he receives a copy of the health and safety policy of the contractor; 
 ●  regular inspections of the boiler(s) by a competent person (eg: CORGI 

 registered) takes place; 
 ●  they are trained in the operation of the boilers and are familiar with any action 

 needed to be taken in an emergency; 
 ●  regular inspections of the boiler house are undertaken to ensure is operating 

 effectively; 
 ●  COSHH assessments are kept up to date, and data sheets are obtained for 

 any new hazardous substances and an assessment made.  Also, that any 
 such information be made available to relevant personnel (eg: contractors, 
 service engineers and own staff); 

 ●  COSHH assessments are held for any contractors (cleaning, grounds 
 maintenance etc.) and steps made to ensure security of any hazardous 
 substances stored on the school site; 

 ●  all cleaning staff are aware of any implications of the health and safety policy 
 as it affects their work activities eg: storage arrangements for materials, 
 equipment, substances etc; 

 ●  traffic is managed safely; 
 ●  hazards notified to them are passed onto the Head Teacher and/or 

 Administration Officer; 
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 ●  defects to the premises are dealt with in consultation with the Head teacher, 
 and that interim measures are taken to make an area safe where the defect 
 cannot be dealt with immediately. 

 ●  any items received from suppliers eg: machinery, equipment, substances are 
 accompanied by adequate information, safety data and instruction prior to 
 use; 

 ●  testing of fire bells, fire doors, emergency lighting, intruder alarms etc. is 
 carried out at appropriate intervals (2 times per year by service contract) with 
 records kept; 

 ●  all fire alarm call points are numbered and tested every 13 weeks, with a 
 record kept identifying the number tested and date etc. 

 ●  all door closers are checked, with records kept, to ensure that they are 
 working properly once per term and that arrangements are made to rectify any 
 defects immediately; 

 Midday Supervisors: 

 Midday supervisors are responsible for ensuring that: 

 ●  pupils are safe and without risks to health during the mid-day period inside 
 and outside the school building by effective supervision; 

 ●  spillages are cleaned up immediately; 
 ●  arrangements for fire and first aid are followed 

 Department Leaders (Phase Leaders, Subject Leaders, Midday Supervisor, 
 Extended Service Supervisors, Business Manager, Site Manager): 

 With their special knowledge of the area of work for which they are responsible, 
 heads of departments have a key role to play in the running of those activities safely. 
 Department Leaders are responsible, so far as is reasonably practicable, for 
 implementing the safety policy within their area. 

 In particular they will be responsible for ensuring that: 

 ●  codes of practice appropriate to the Department are brought to the attention of 
 all staff in the department; 

 ●  codes of practice are complied with and appropriate safety signs and notices 
 are displayed; 

 ●  in particular the CLEAPSS advice on animals, plants and microorganisms is 
 complied with; 

 ●  relevant health and safety information is communicated to staff; 
 ●  all incidents occurring within the Department are reported, the causes 

 investigated and an incident form completed; 
 ●  health and safety training needs within the Department are identified and met, 

 or reported to the Head Teacher; 
 ●  staff are aware of first aid, fire and emergency procedures; 
 ●  new employees receive appropriate health and safety training, including 

 Departmental Safety Procedures; 
 ●  assessments for all risks to health and safety are carried out and significant 

 findings recorded, including COSHH, Manual handling, Working at Height, 
 etc., with appropriate preventive measures being taken; 

 Dulverton Primary School – Health and Safety Policy 2022 



 ●  Personal Protective Equipment is provided to staff as identified in Risk 
 Assessments; 

 ●  risk assessments and COSHH assessments specifically relating to science 
 and Design and Technology are carried out following CLEAPPS guidelines; 

 ●  arrangements are made for any health surveillance for staff within their 
 control, in particular questionnaires for occupational asthma and skin checks 
 for dermatitis. 

 ●  regular inspections of areas for which they are responsible are carried out; 
 ●  all equipment is safe for use and, where appropriate, seek specialist advice 

 that this is so; 
 ●  all electrical equipment is included in the School’s Portable Appliance Testing 

 programme 
 ●  arrangements are made to ensure that any equipment used to control the risk 

 from hazardous substances is adequately maintained in an efficient condition; 
 ●  hazardous waste is disposed of in line with the Council’s guidelines; 
 ●  as far as possible, any health and safety issues brought to their attention in 

 respect of work and/or areas of premises for which they responsible are 
 resolved; 

 ●  effective supervision of pupils takes place, and that pupils are aware of 
 general emergency procedures in respect of fire and first aid and any special 
 safety measures in relation to the teaching areas. 

 Teachers (including supply teachers and students on training placements): 

 Teachers are responsible for the health and safety of pupils and students while in 
 their care, as are students’ teachers and supply teachers.  A teacher is responsible 
 for ensuring that they: 

 ●  carry out risk assessments for curriculum activities which may involve risk, to 
 ensure the safety of pupils in their care e.g. science experiments 

 ●  follow school procedures relating to educational visits, and that they are clear 
 about their duties on any educational visit, and that proper planning and 
 organisation has taken place with risks assessed before and during the 
 educational visit with appropriate control measures followed in line with 
 Council Policy, and that performance monitoring is carried out; 

 ●  know the emergency procedures in respect of fire and first aid and the special 
 health and safety measures to be adopted in his/her own teaching areas to 
 ensure they are applied; 

 ●  exercise effective supervision of pupils and students and ensure that they 
 know of the general emergency procedures in respect of fire and first aid and 
 the special safety measures of the teaching area; 

 ●  not leave children unsupervised in the classroom 
 ●  give clear instruction and warnings as often as necessary (notices, posters, 

 handouts are not enough); 
 ●  students’ coats, bags, cases etc. are safely stowed away; 
 ●  manage the storage of equipment and materials to ensure good 

 housekeeping and prevention of slip/trip hazards; 
 ●  integrate all relevant aspects of health and safety into the teaching process 

 and if necessary give special lessons on health and safety; 
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 ●  give age appropriate errands and tasks to pupils to encourage responsibility 
 and independence. As these are errands/tasks are likely to be done without 
 direct supervision the teacher should ensure that they appropriately match the 
 level of responsibility that the child is able to accept and that all potential 
 hazards are considered. Children in Year 2 and below should always take 
 messages in pairs. 

 ●  follow safe working procedures personally; 
 ●  call for protective clothing, guards, special safe working procedures where 

 necessary; 
 ●  make recommendations on health and safety matters to the head of subject or 

 team leader; 
 ●  report any hazards seen on site. 

 New and expectant mothers: 

 New and expectant mothers must inform the Head Teacher as soon as possible 
 when they are aware of the pregnancy so that they can be advised of any special 
 precautions or changes to working practices. A Pregnancy Risk Assessment must be 
 completed. 

 All employees: 

 In addition to any specific responsibilities which may be delegated to them, all 
 employees have responsibilities: 

 ●  to take reasonable care of their own health, safety and welfare and that of 
 other persons affected by their acts or omissions; 

 ●  to cooperate with the Council, so far as is reasonably practicable, to enable it 
 to meet its responsibilities for health, safety and welfare; 

 ●  to be aware of, and follow, this policy, arrangements, codes of practice, risk 
 assessments and guidelines; 

 ●  to make sure they are aware of the hazards associated with their work and 
 familiarise themselves with emergency procedures, first aid provision and 
 accident/incident reporting; 

 ●  to use work equipment provided correctly and carry out any activities in 
 accordance with instructions and training; 

 ●  to inform their line manager/head teacher of any defects with equipment used 
 to control exposure to hazardous substances; 

 ●  to take reasonable care of all safety equipment and clothing given to them, 
 report any defects, and always wear personal protective equipment when 
 undertaking those jobs for which it is required, and use all safety devices 
 provided; 

 ●  to use, and not wilfully misuse, neither neglect nor interfere with things 
 provided for their own safety and the safety of others; 

 ●  to ensure good housekeeping and prevention of trip hazards; 
 ●  to ensure that occasional one-off manual handling operations are assessed 

 before attempting them; 
 ●  to report all accidents, incidents, damage, hazard, issues of concern, and 

 defects to the Head Teacher/person responsible; 
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 ●  to inform their line manager of any work situations which represent a serious 
 and immediate danger to health, safety and welfare, and take immediate 
 measures to protect persons from such risk; 

 ●  to cooperate with any monitoring and health surveillance that is required of 
 them and inform the head teacher of any symptoms they may be experiencing 
 using hazardous substances; 

 ●  to cooperate with the employer and other employees in promoting improved 
 safety measures in the school; 

 ●  to attend training provided; 
 ●  to cooperate with the union appointed Safety Representatives, enforcement 

 officers, and advisers on behalf of the LEA. 

 Pupils: 

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

 ●  Report to the teacher matters which may require their attention; 
 ●  Follow safety and hygiene rules intended to protect the health and safety of 

 themselves and others 
 ●  Always follow the safety instructions given by staff 
 ●  Observe the uniform policy; 
 ●  Take care to protect the health and safety of themselves and others affected 

 by their acts or omissions; 
 ●  Not to misuse or interfere with things provided for their own safety and the 

 safety of others; 
 ●  Move sensibly in and around the school building 

 Safety Representative: 

 The appointed safety representative is the Health & Safety governor: 

 ●  He/she will function in accordance with the Health and Safety Commission’s 
 Code of Practice for Safety Representatives’. 

 ●  The Safety Representatives Regulations allow representatives to formally 
 inspect once a term and to inspect after any notifiable accident, dangerous 
 occurrence or notifiable disease, where there is a substantial change in 
 working conditions or if new information becomes available. 

 ●  The frequency of safety inspections will be agreed by consultation with the 
 Head Teacher and the governing body. 

 ●  External Appointed Safety Representatives may wish to visit the school and 
 are not therefore a member of the school staff.  Assistance should be offered 
 where possible to allow them to fulfil their duties. 

 Visitors, hirers and contractors: 

 ●  Will be required to follow, as far as reasonably possible, to observe the safety 
 rules of the school and will be made informed of any health and safety matters 
 which may affect them during their visits. 

 Health and Safety Advisors: 
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 The London Borough of Bexley Health and Safety advisors will provide information 
 and health and safety advice. 

 Dulverton Primary School – Health and Safety Policy 2022 



 MANAGEMENT SYSTEMS & PROCEDURES FOR HEALTH & SAFETY 
 Specific procedures, in structures, codes of safe working will be reviewed 
 regularly. These documents set out the risks associated with work undertaken 
 around the school and the controls measures in place. 

 Administration Procedures 

 1. H&S Information Dissemination 
 ●  Employees - Staff shared drive, H&S board in Staffroom, staff handbook and 

 staff Meetings 
 ●  Pupil - Verbally to children whilst in school, as appropriate. Home school 

 agreement 
 ●  Governors - Governing Body Meetings 
 ●  Parents - Website, ParentMail & Handbooks 
 ●  Visitors - Staff on duty and notice board in reception area at school office, 
 ●  Contractors - Verbally and in writing by the Site Manager 

 2. Staff Training & Development 
 ●  All staff appointed are considered to be competent to perform the tasks they 

 are given. Specifically, with regards to Health and Safety competency is 
 viewed as one of the key elements of risk management and is essential in 
 respect of the control of dynamic work situations, e.g. teaching a class of 
 students. 

 ●  The Head Teacher, Business Manager and Site Manager are responsible for 
 annually assessing the health and training needs of all staff and for arranging 
 any identified training. 

 ●  All new employees will receive specific information as part of their induction 
 process. Employees will receive fire awareness and asbestos training on an 
 annual basis. 

 ●  Staff given specific health and safety responsibilities and duties will be 
 provided with the necessary level of information, instruction and training to 
 enable them to carry out their duties. 

 3. Staff Involvement 
 ●  All staff will be involved in the key elements of action required by the policy, as 

 necessary to ensure successful implementation of health, safety and welfare 
 measures. 

 ●  Staff will be expected to fully cooperate fully to ensure that the management 
 system is effective. 

 ●  All Staff are aware of the system for reporting concerns in the premises log 
 book or immediately contacting the site team by radio or telephone for urgent 
 issues. 

 ●  Health & safety will be a standard agenda item for Inset days. 

 4. Monitoring 
 ●  Health & Safety will be a regular item on the agenda at the following 
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 meetings: 
 ○  weekly premises meeting attended by the Site Manager, Head Teacher 

 and Business Manager 
 ○  Termly Finance & General Purposes (F&GP) committee meeting 

 attended by Governors, Head Teacher, Site Manager & Business 
 Manager. 

 ●  The Head Teacher, Business Manager and Site Manager will undertake a half 
 termly site inspection. 

 ●  The appointed H&S Governor and the Site Manager will undertake a termly 
 Health and safety check of the school. Areas needing attention will be 
 recorded and reported on at the next F&GP meeting. 

 ●  In order to measure the degree of compliance with the standards, an audit of 
 health and safety will be undertaken by an auditor from Bexley. 

 ●  This Health & Safety policy together with associated procedures will be 
 reviewed by the Head Teacher, Business Manager, Ste Manager annually. 

 ●  Governors will review and approve the Health & Safety policy annually. 

 5. Insurance 
 The Business Manager will be responsible for ensuring that the schools purchases 
 and maintain suitable levels of insurance. 

 6. Risk Assessments 
 ●  The school maintains a comprehensive set of risk assessment that covers 

 activities in school. This will include curriculum based activities, management 
 of the school buildings and grounds and school visits. 

 ●  The Site Manager is responsible for maintaining the risk assessment register 
 and ensuring the risk assessments are reviewed as required. 

 ●  The Head Teacher, Business Manager & Site Manager will be responsible for 
 completing generic risk assessments 

 ●  The Site Manager will be responsible for completing risk assessment related 
 to premises, maintenance, equipment and cleaning. 

 ●  Curriculum leads will be responsible for undertaking risk assessments for their 
 specialist areas. 

 ●  The Educational Visits Coordinator will check and approve all risk 
 assessments completed by school staff who organise and lead a school visit 
 or event. 

 ●  A risk assessment register is stored on the Staff Information Drive. 
 ●  Hard Copies of the risk assessment are retained by the Site Manager and the 

 folder is located in the Site office. 
 ●  SLT will ensure that appropriate staff are aware of the risk assessments 

 appropriate to their role and will monitor compliance with control measures 
 specified in the risk assessments. 

 7. Supporting Policies & procedures 
 ●  Safeguarding & Child Protection Policy 
 ●  Mental Health & Wellbeing Policy 
 ●  Accessibility Plan 
 ●  Supporting children with Medical Needs Policy 
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 ●  First Aid Policy 
 ●  Educational Visits 
 ●  CCTV Policy 
 ●  Lettings Policy 
 ●  Emergency Planning and Critical Incidents 
 ●  Premises Management Procedures 

 Security Procedures 

 1. General Security Arrangements 
 ●  The site team is responsible for the security of the school site and will 

 undertake regular checks of the boundary wall/fences, entrance pointes, 
 outbuildings and external lighting. 

 ●  The school is secured by high fencing. 
 ●  An intercom and keypad are attached to the main entrance gates, the 

 playground gates and the Jubilee Gate. Additional gates are kept locked when 
 not in use. 

 ●  The entry phone system is located in the school office, site office, Jubilee 
 Building and Outside Learning centre, 

 ●  Keypad entry to the main office doors, Jubilee Building and Outdoor learning 
 centre. 

 ●  CCTV is in operation - see separate policy. 
 ●  The building is protected by an intruder alarm system when unoccupied and 

 security lighting during the hours of darkness. The system is monitored by 
 Trustee Security who contact Security Key Holding in the event of an 
 activation. 

 ●  All staff and contractors must sign in via the school Inventry system when on 
 site. They must sign out if they are going off site for lunch or a meeting and 
 sign back in when they return. They must sign out at the end of the day when 
 they are leaving the site. 

 ●  Only school staff, authorised contractors and visitors are allowed into the 
 carpark. The carpark can be used for Lettings subject to prior agreement with 
 the Site Manager. 

 ●  Staff will be advised of automatic opening times for the carpark gates. 
 ●  A single Central register is maintained and no adult who is not in possession 

 of an enhanced  DBS will be allowed unsupervised on the school site. 

 2. Procedure for Visitors 
 ●  All visitors and deliveries should press the buzzer at the main gates. 
 ●  Parents/Carers should not drive their cars into the school car park unless 

 permission has been given by a member of staff from the school office. 
 ●  One on the school site they go to the school office and press the buzzer 

 outside the external door. 
 ●  If appropriate, the school office will open the external door to allow entry to the 

 reception area. 
 ●  Any visitors that need to go beyond the reception area will need to sign in on 

 the electron InVentry system. They will be asked to read the Visitors 
 Information on the sign in page and  the system will take their photo.They will 
 be given a ‘visitors pass’ to wear at all times whilst they are on the premises. 
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 Visitors will be given a red lanyard with their visitors pass unless they have a 
 cleared and enhanced DBS, which has been checked by the school office. 
 DBS checked visitors will be given a green lanyard. 

 ●  All visitors will be accompanied whilst they are in school, unless they have a 
 cleared and enhanced DBS which the school office will have checked and 
 confirmed. The school will need to see the original DBS certificate (unless it is 
 available to check on the update service) and photographic identification. 

 ●  All contractors must ensure this information is provided including written 
 confirmation that appropriate safeguarding checks have been completed. 
 Contracts will then be added to InVentry system as DBS prechecked so that 
 they can automatically sign in. 

 ●  During school events that take place during school hours such as productions 
 and assemblies, parents/carers will not be required to sign in  but they should 
 go immediately to the school hall and remain there. 

 ●  Parents/Carers are not allowed to walk through classrooms or the school to 
 the office unaccompanied. 

 ●  A member of SLT or the school office should be informed immediately if an 
 unidentified person is seen on the school grounds so that the necessary 
 action can be taken. Lockdown procedures will be followed as detailed in the 
 Emergency Plan and Critical Incidents Policy. 

 ●  Any unexplained visitors should be approached by a member of staff 
 immediately to ask the purpose of their visit. This is to minimise the length of 
 time that the visitor's presence remains unexplained. Should the visitor appear 
 to present a danger to pupils or staff, staff members are not expected to 
 approach them but to ensure pupils and staff are removed from an immediate 
 danger. They should get a message to the office or a member of SLT as 
 quickly and safely as possible. 

 ●  The school has a zero tolerance to adults being verbally abusive and using 
 threatening behaviour or violence. The police will be called in such 
 circumstances. 

 3. Arrival and Collection of Pupils 
 Arrival at school 

 ●  Playground gates will open at 8.45am and close at 8:55am which will be 
 manned by a member of site or senior staff. 

 ●  Children are encouraged to arrive at school 5 minutes before their start time. 
 ●  Parents/carers of Reception children will come into the playground and wait in 

 the reception playground area until they are collected by their class teacher 
 during the first half of the Autumn term. After the half term break, the children 
 will be greeted at the playground gate by a member of Reception staff. 

 ●  Parents/carers of children from Year 1 to Year 4 will drop their children off at 
 the main gate where a member of staff will be on duty. 

 ●  A senior member of staff will be on duty in the playground to ensure that 
 children are lining up ready for their class teacher to collect them. 

 ●  Year 5 & 6 children will walk across the rainbow crossing and follow the path 
 around the back of the school where a member of staff will be on duty. 

 ●  Nursery children will be collected by Nursery staff at the rainbow crossing at 
 9.00 am. 

 ●  During inclement weather, all children will go straight into class on arrival 
 where they will be supervised by an adult until school begins. 
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 ●  Parents/carers are encouraged to leave the school site as soon as they have 
 dropped their children off. 

 Collection from school 
 ●  Nursery staff will escort their children to the rainbow crossing where they will 

 be collected by parents at 12pm. 
 ●  Members of staff will be on duty at the playground and main gates which will 

 open at 3.10pm. 
 ●  Children will leave the building in an orderly fashion from the designated exit 

 doors at 3:15pm. 
 ●  Children from Reception to Year 5 will be handed over to parents/carers at the 

 classroom door or on the playground. 
 ●  Children in Year 6 will be escorted around the back path by their class teacher 

 and handed over to parents/carers in the designated waiting area. 
 ●  Children in Year 5 & 6 will only be allowed to walk home on their own if 

 parents have completed the walk home permission form. 
 ●  Parents/carers are encouraged to leave the site as soon as they have 

 collected their children. 
 ●  Scooters and bikes should be stored in the racks provided.  Children are not 

 permitted to ride them on the school site. 
 ●  Playground gates will close by 3.25pm and parents/carers collecting children 

 from After School Club or extracurricular activities should press the buzzer on 
 the playground gate keypad for assistance and wait in the designated waiting 
 area. 

 Pupil Lateness & Collection/Return of child during school hours 
 ●  If children arrive late for school they must go directly to the school office, 

 where they will need to sign in on the InVentry system. 
 ●  Any Parent/carer collecting or returning a child during school hours must sign 

 their child in/out on the InVentry system. Only school office staff can release a 
 child during school hours. 

 ●  Children will only be released to authorised contacts provided when the 
 children join school unless parents/carers give prior permission by email. 
 Telephone permission will only be accepted in exceptional circumstances. 

 ●  Teachers will wait with children for up to 5 minutes after the end of the school 
 day when they will be taken to the school office. Late collections will be 
 recorded and recurring incidents will be brought to the attention of a member 
 of senior staff. 

 ●  If the parent/carer is more than 15 minutes late, the child will be taken to the 
 After School and the full fee will be charged in accordance with the club’s 
 terms & conditions. 

 ●  If a child is not collected and we are unable to make contact with the 
 parent/carer, the Headteacher/Designated Safeguarding Lead will follow 
 procedures as outlined in our Safeguarding & Child Protection Policy. 

 4. Staff working alone 
 ●  Work carried out alone, or without access to immediate assistance should be 

 risked assessed to determine if the activity is necessary. 
 ●  Staff must seek permission from the Head Teacher or Site Manager to work 

 alone in the building outside of normal school hours. 
 ●  Staff working alone should ensure that external gates and doors are kept 

 closed at all times. They must ensure they have access to a mobile phone to 
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 call for help if needed. 
 ●  The Site Manager should use his expertise, experience and common sense 

 when undertaking maintenance tasks as a lone worker during school holidays. 
 High-risk & hazardous activities (such as working at height, climbing on the 
 roof etc) should not be undertaken when there is no-one else on the 
 premises. 

 MEDICAL PROCEDURES 

 1. First Aid 
 ●  Please refer specifically to the First Aid Policy 
 ●  The Site Manager will complete a First Aid Needs Assessment to determine 

 the first aid provision requirements for the school 
 ●  The Head Teacher and Business Manager will ensure there are a sufficient 

 number of trained first aid staff within the school and that there suitable and 
 sufficient facilities and equipment available to deliver first aid. 

 ●  First aid kits are located as follows: 
 ○  Medical Room in school office, 
 ○  Kitchen 
 ○  Jubilee Building 
 ○  Outside Learning centre 
 ○  Nursery/Reception classes 
 ○  MDS first aid bags 
 ○  Basic first aid bags kept in each classroom 
 ○  Travel First Aid bags for off site visits. 

 ●  The designated medical area is in the school office which is used for first aid 
 treatment and sickness during the school day, including break and lunch 
 times. 

 ●  Classroom first aid bags are available in each classroom for dealing with 
 minor incidents such as small cuts, grazes etc during time in class, at break 
 time or during a PE lesson.  These incidents must be recorded in the 
 classroom pupil accident log book. 

 ●  MDS first aid bags are available for dealing with incidents at lunchtime. These 
 incidents must be recorded in the classroom pupil accident log book. 

 ●  Any other first aid incidents and illnesses are dealt with in the medical area 
 and recorded in the medical room book. 

 ●  Appropriate PPE must be worn when delivery first aid. 
 ●  PPE and materials used for injuries involving bleeding must be disposed of in 

 the clinical waste bin in the school office. 
 ●  in the event of a more serious accident or incident, the office should be 

 contacted and a first aider will take charge of the first aid emergency 
 treatment commensurate with their training. Following their assessment of the 
 injured person, they are to make a balanced judgement as to whether there is 
 a requirement to call an ambulance (if unsure at any time the first aider will 
 call the NHS on 111 for further advice). 

 ●  The first aider will always call an ambulance on the following occasions 
 ○  In the event of a serious injury 
 ○  In the event of any significant head injury 
 ○  In the event of a period of unconsciousness 
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 ○  Whenever there is a possibility of a fracture or where this is suspected 
 ○  Whenever the first aider is unsure of the severity of the injury 
 ○  Whenever the first aider is unsure of the correct treatment 

 ●  In the event of an accident involving a child, it is our policy to always notify the 
 parent / carer of their child’s accident: 

 ○  If it is considered to be serious (more than a minor injury) 
 ○  Injury to the face or head 
 ○  Requires attendance at hospital 
 ○  Requesting an Ambulance 

 ●  If a child sustains an injury to the head that, following a first aid assessment, 
 is not considered warranting attendance at hospital the following will apply: 

 ○  First Aid treatment given 
 ○  Child given a ‘head’ letter to be given to the parent/carer when they 

 collect their child. 
 ○  The school office should be notified of a more serious head or face 

 injury. The office will contact the parent/carer by telephone and the 
 information relayed will be purely factual. Parents will need to decide 
 whether they are happy for their child to remain in school based on the 
 facts given and can do this over the phone or in person.  Telephone call 
 and decision to be logged with date/time/outcome. 

 ○  If a head injury occurs at break/lunch time then the Class teacher will 
 be informed by the member of staff that delivered first aid. 

 2. Accident/Incident Reporting 
 ●  Pupils - All accidents to pupils involving an injury are to be recorded. This 

 should be recorded in the pupil accident report log book. There are log book 
 in the following areas: 

 ○  Every Classroom 
 ○  Extended Services clubs 
 ○  Medical Area of the school office. 

 In addition, any reportable incident will be input on the Bexley reporting 
 system by the Business Manager via MyView. Reportable incidents are any 
 fatality, any major injury, which is a break of fractures of any bone with 
 exception of a toe or finger and any injury where the student is taken direct 
 from site to hospital, whether by ambulance, member of staff or relative, 

 ●  Staff & Visitors  -  All accidents involving staff/visitors  are to be recorded on the 
 Bexley reporting system by the business manager via MyView. An 
 accident/incident form is available on the staff information drive to note 
 relevant details. 

 ●  Near Miss Incidents - An accident/Incident form should be completed for any 
 incident with the potential to have caused injury to a person or damage to 
 property. The form will be considered by the Head Teacher, School Business 
 Manage & Site Manager to device if it needs to be forwarded to Bexley H&S 
 team. This will be the case for any major structural collapse, any explosion or 
 any fire which causes the closure of a room or more. 

 3. Children becoming ill whilst in school 
 ●  If a child informs a member of staff that they feel unwell the member of staff 

 will monitor the child and rule out any common reasons by ensuring that they 
 have been to the toilet, that they are hydrated and that they are warm/cool 
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 enough. The member of staff will check that there is nothing worrying the 
 child. 

 ●  Staff will also check that there is no known condition on medical lists for this 
 child. 

 ●  Following initial checks the member of staff will then decide whether 
 symptoms may require a call home. If this is the case they will contact the 
 office and a call will be made home. 

 ●  If symptoms suggest that they do not require a call home then the teacher will 
 continue to monitor in class or request that they are monitored (as they feel 
 sick) by the office in the medical area. The child will be monitored and should 
 the symptoms worsen a call home will be made. If in any doubt a call will be 
 made to parents to discuss the pupil. 

 ●  If the child improves and or feels better they will return to class. 
 ●  If a child vomits or has diarrhoea whilst in school, their parents/carers will be 

 contacted so that they can collect them immediately; children will not be 
 allowed to return to school for 48 hours after their last case of 
 vomiting//diarrhoea. 

 ●  Staff should always wear PPE when dealing with symptoms of vomiting and 
 /or diarrhoea. 

 ●  Any soiled items should be placed in a plastic bag to be taken home by 
 parents/carers 

 ●  The child will be made comfortable while they wait to be collected. 
 ●  If contact cannot be made with parents then staff will contact the emergency 

 contacts provided by the parents on the admissions form. 
 ●  If parents/ emergency contacts cannot be reached the child will be made 

 comfortable and monitored and staff will continue to try to make contact. 
 ●  In the case of an emergency when the child’s health is at risk an ambulance 

 will be called and a member of staff will accompany the child to hospital. 

 4. Cleaning up bodily fluids 
 ●  Bodily Fluids include vomit, blood, urine & faeces. 
 ●  All bodily fluids should be cleaned up as quickly as possible, using PPE and 

 appropriate cleaning materials. 
 ●  If the fluid is on a child then then the Intimate Care Policy should be followed. 
 ●  Staff should immediately notify the site staff, by radio, of any fluids that are on 

 the ground or equipment and that the staff cannot clear themselves. 
 ●  If the fluid cannot be cleared up immediately then it should fully be covered 

 over and supervising staff should ensure that no-one goes near it. 
 ●  If staff do clear up any bodily fluids from the ground or equipment they should 

 report it in the premises logbook so that the site staff can ensure the area is 
 thoroughly cleaned. 

 ●  Disposable PPE and cleaning materials should be disposed of in the clinical 
 waste bin in the school office. 

 ●  Hands should be thoroughly washed using hot water and soap afterwards. 

 5. Medical Needs 
 ●  The school will accommodate pupils with medical needs in line with the 

 Supporting Children with Medical Conditions Policy. 
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 ●  Some pupils have medical conditions that, if not properly managed, could limit 
 their access to education. These children may be for example: 

 ○  Asthmatic 
 ○  Have severe allergies, which may result in anaphylactic shock 
 ○  Epileptic 
 ○  Diabetic 

 ●  Some children will have an Individual Health Care Plan, dependent on their 
 condition and needs. 

 ●  In most instances, emergency medication will be stored in the medical trolley 
 in the medical area of the school office. 

 ●  If a pupil needs their asthma pump at any other time during the school day, 
 they should always be accompanied by a member of staff to the school office 
 in case they become unwell on their way there. If a child is having an asthma 
 attack, the office should be contacted immediately and the pump will be 
 brought to the child. 

 ●  Non-emergency medication will not be kept in school but parents can come 
 into school to administer the medication which can be arranged via the school 
 office. 

 ●  Any medication given to pupils during the school day will be recorded on the 
 Pupil file in Pupil Asset. 

 ●  Staff should act in accordance with the intimate care procedures when 
 attending a child with continence issues. Any intimate care given should be 
 recorded on Pupil Asset. 

 ●  A list of children with medical and dietary conditions (with photographs) is 
 managed by the school office. Relevant information is passed to Class 
 teachers, kitchen staff and Midday Supervisors. 

 ●  The school is supported by the Bexley School Nursing team and they can be 
 contacted on 0300 330 5777 or via email to  Bromh.bexley0-19@nhs.net 

 6. Infectious Diseases 
 ●  The school follows the national guidance produced by the Health Protection 

 Agency, which is summarised on the poster, ‘Guidance on infection Control in 
 Schools and other Child Care Settings’ 

 ●  Effective hand hygiene (hand washing) is vital to the prevention of any 
 infection and must be actively encouraged. 

 ●  Both staff and pupils should ensure they are handwashing effectively using 
 soap and disposable paper hand towels or hand dryer. 

 ●  All staff and children are aware of the correct hand washing technique (see 
 hand hygiene posters around the school) and when hand washing should take 
 place. 

 ●  There are outside sinks to assist with handwashing, 
 ●  Alcohol gel sanitiser is available in school. Children can only use it if being 

 administered by a staff member. 
 ●  If a notifiable disease is suspected or reported by a parent/carer a member of 

 the senior leadership team will contact the health protection agency and 
 school will follow the advice given. 

 ●  An isolation room should be used in the event of a suspected case of an 
 infectious disease. 

 ●  Where necessary, PPE must be worn by staff. 
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 7. Staff wellbeing 
 ●  The Head Teacher and Governing body recognise that the mental and 

 physical wellbeing of staff is key to the running of a successful school. 
 ●  Whilst the Governing Body and Head Teacher have statutory obligations 

 under a duty of care for the staff, they also wish to promote an ethos of mutual 
 respect and support across the staff team as a whole. 

 ●  Employees may discuss in confidence with a member of the senior leadership 
 team, any personal health or domestic issue which they feel may impact their 
 role at school. 

 ●  The school has a designated Wellbeing Lead who is responsible for 
 promoting, monitoring and supporting wellbeing throughout the school. 

 ●  The Head Teacher takes the follows measures to ensure staff are supported: 
 ○  An environment in which there is good communication, support, trust 

 and mutual respect 
 ○  Training to enable them to carry out their jobs competently 
 ○  Control to plan their own work and seek advice as required 
 ○  Clearing defined roles and responsibilities 
 ○  Consideration of domestic and personal difficulties 
 ○  Individual support, mentoring and referral to outside agencies where 

 appropriate. 
 ●  There is a wellbeing board in the staff room which contains useful information 

 and contact details for the Employee Assistance service/counselling 
 programme. 

 8. Pupil Wellbeing 
 ●  Please refer specifically to the Mental Health and Wellbeing Policy. 
 ●  All staff in school are responsible for ensuring that 

 ○  All children are valued.  
 ○  All children follow our school values and golden rules. 
 ○  As a Rights Respecting School, children know their rights and put them 

 into practice (UN Convention on the Rights of the Child). 
 ○  Children have a sense of belonging and feel safe. 
 ○  Children feel able to talk openly with trusted adults about their 

 problems. 
 ○  Positive mental health is promoted and valued.  

 PREMISES MANAGEMENT 

 1. Site Maintenance 
 ●  The site team is responsible for ensuring the safe maintenance of the school 

 buildings, grounds and equipment. They will undertake routine inspections of 
 the site and equipment and report any hazards that cannot be dealt with 
 immediately to the Head teacher. 

 ●  All staff are responsible for reporting any damage or unsafe conditions to the 
 Site Manager. A maintenance log book is kept outside the school office, next 
 to the photocopier, where issues should be reported. If the matter is urgent 
 staff should immediately contact the site team by radio or telephone. 
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 ●  The site manager will ensure that cleaning standards are maintained 
 throughout the school and monitoring the service of the cleaning contract. 

 ●  The site manager is accountable for ensuring that the appropriate checks are 
 carried periodically to ensure that the school is compliant with both legal and 
 Health & safety requirements. 

 2. Asbestos 
 ●  The school Asbestos Management Plan (AMO) is kept by the Site Manager. 

 Any major work planned and any work involving access to roof voids, 
 demolitions or drilling into ceiling/floors/walls must be approved in advance to 
 ensure asbestos is not likely to be disturbed. 

 ●  The Site Manager has been designated responsibility for making regular 
 inspections of these areas to check for signs of physical disturbance. In the 
 event of suspected disturbance, the Site Manager will immediately bring this 
 to the attention of the Head Teacher who will take responsibility for deciding 
 the next steps. This may involve evacuation and closure of the school whilst 
 an emergency call-out is arranged by an approved contractor. 

 ●  The Site Team is responsible for ensuring that the school Asbestos Log is 
 read and signed by all contractors prior to starting any work on the premises. 

 ●  There is suspected asbestos in the school, all of which is presently contained. 
 Asbestos containing materials in school are only labelled in places where 
 pupils do not access so always check before pinning, drilling or otherwise 
 potentially damaging walls, ceilings, floors etc. Do not assume there is no 
 asbestos present. 

 2. Manual Handling 
 ●  All site staff are trained in manual handling and therefore, where possible, all 

 manual handling should be done by them. 
 ●  Some manual handling will be necessary in all jobs – whether it be moving 

 equipment, stacking materials or taking delivery of goods and stationery. 
 However, staff must not be placed in situations where the task over reaches 
 individual limits and should not be asked to move heavy equipment. If the load 
 to be moved requires unusual strength or height, puts people at risk who are 
 pregnant or have health problems, or requires specialist knowledge or 
 equipment, every effort should be made to redesign the task. 

 ●  No member of staff should attempt to lift or move any heavy furniture or 
 equipment themselves but must ask the Site team for assistance. All staff 
 must ask themselves the question when undertaking any manual handling 
 operation, “Can I move the objects where i need to safely and without risk to 
 health?” Where staff feel the answer is no, or they are unsure, they must not 
 attempt the operation until they have obtained assistance. 

 ●  Pupils are not allowed to move or lift any heavy furniture or equipment and 
 should only lift items that are within their own capability. 

 3. Water Management/Legionella 
 ●  The primary aim is to prevent the build-up of the Legionella organisms in 

 water systems and to prevent inhalation of infected water droplets. To prevent 
 this any minimally used taps and showers are flushed and cleaned on a 
 regular basis by site staff. 
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 ●  The water tanks and taps are tested annually by an approved contractor and 
 chlorination of the tanks undertaken if the results indicate this is necessary. 

 ●  The Site Manager checks the temperature of the taps, both hot and cold, on a 
 monthly basis to ensure the water temperatures are not within the range 
 suitable for legionella bacteria. Results are recorded in a log-book which is 
 kept in the Site Office for inspection when required. 

 4. Controlling hazardous Substances/ COSHH 
 ●  The use of hazardous substances in school will be kept to a minimum. 
 ●  The Site Manager will complete a COSSH assessments for all hazardous 

 substances used on the premises. 
 ●  All hazardous substances used in the school will be monitored by the Site 

 Team.  Some hazardous products may need to be used in relation to the 
 premises upkeep or cleaning. 

 ●  When ordering products staff have a responsibility to purchase the safest 
 possible product and, wherever possible, to avoid the use of products which 
 have potential hazards. All substances must be stored securely with copies of 
 their accompanying data sheets kept in a file in the site office. 

 ●  The cleaning contractor is responsible for producing risk assessments for their 
 cleaning products, training their staff and keeping a COSHH manual detailing 
 all the cleaning products which they use in the building. They are also 
 responsible for ensuring these products are stored safely and securely at all 
 times. The site manager is responsible for ensuring compliance. 

 ●  In the event of a child swallowing or having a reaction to a product which 
 requires medical attention, the first aid recommendations on the product sheet 
 should be followed immediately and the details of the product must be given 
 to the medical team (ideally with a copy of the fact sheet). 

 5. Electrical Safety 
 ●  The site manager is responsible for ensuring that a five yearly electrical 

 testing programme is carried out and recorded. It should be completed by a 
 competent person and any identified remedial work is undertaken. 

 ●  Emergency lighting tests are carried out and recorded. 
 ●  The site Manager will ensure that all portable electrical equipment is 

 inspected and tested for safety annually. 
 ●  All staff should, as a matter of routine, make regular visual checks of 

 equipment they use for any defect or damage before use. Any concerns 
 should be reported to the Site team. 

 ●  No mains equipment owned personally by staff or visitors should be brought 
 in for use in school unless it has been PAT tested or permission has been 
 provided by the Site Manager. 

 6. Working at Height 
 ●  Work at Height legislation identifies work at height as any work where 

 someone or something can fall a distance that is likely to cause injury. This 
 will include activities such putting up displays if not able to stand on the 
 ground to do so, accessing high level storage if not able to reach when stood 
 on the floor and work where access equipment is needed e.g. ladder 

 ●  Any frequent operations and any involving use of equipment must be carried 
 out by Site staff, who will have received appropriate training for working at 
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 heights. 
 ●  All staff (except site) are advised to avoid working at height whenever 

 possible. The Site team should be called to provide assistance. 
 ●  steps and Ladders may only be used by those trained in their use and should 

 always be visually inspected prior to use. 
 ●  The Site Manager is responsible for ensuring in depth inspection are 

 completed on all steps and ladders 
 ●  Staff who assist in putting up displays in school have been given appropriate 

 in-house training and must ensure they use appropriate access equipment. 
 They must ensure they are wearing flat shoes and must not climb on furniture 
 to put up displays. 

 ●  Working at height is not permitted by lone workers. 

 8. Fire Safety 
 ●  A whole school fire drill will be practiced at least once per term, at different 

 times of the day. The drill will be recorded and feedback provided to 
 Governors at the Finance & general Purposes committee meeting. 

 ●  Plans showing emergency exit routes are displayed around the school and in 
 every classroom. The exits have appropriate signage. 

 ●  In the event of discovery of a Fire the alarm should be activated and the 
 school’s evacuation procedures followed. The procedures are detailed in an 
 Emergency Plan and Critical incidents Policy. 

 ●  Fire extinguishers are to be kept in specific locations as recommended by the 
 annual fire risk assessment. 

 ●  Fire extinguishers are checked annually by a qualified contractor and monthly 
 checks are carried out by the Site Manager. 

 ●  Fire exit doors must have unrestricted access at all times and kept closed 

 9. Working with power tools 
 ●  Site staff are the only staff with permission to use power tools on the school 

 premises. 
 ●  Site staff should only ensure they know how to use the tool they are using, 

 use the correct bits/attachment and keep trailing leads to a minimum. 
 ●  Power Tools should be visually inspected for damage before every use. If the 

 tools or attachment are damaged it must not be used and disposed of 
 immediately. 

 ●  When using tools, they should always be mindful asbestos, electrical cables, 
 water pipes and entanglement hazards (hair/clothes) 

 ●  PPE must always be used and staff should be aware of dust hazards. 

 10. Workstation (DSE) assessments 
 ●  Any member of staff who is a ‘user’ as defined by the Display Screen 

 Equipment (DSE) regulations, which lays down specific requirements for 
 workstations incorporating computers etc., must complete a ‘user audit’ for the 
 workstation where they work. A ‘user’ being someone who is habitually 
 employed to work on a computer and does so for more than an hour at a time 
 more or less on a daily basis. 

 ●  Such staff are also entitled to a free eye test, and should contact the School 
 Business Manager regarding this. 

 ●  If staff have any questions on DSE they should initially speak to the Site 
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 Manager. 

 11. Traffic Management 
 ●  No traffic is allowed on the premises unless it is staff, deliveries or 

 pre-arranged visitors. Gates are kept locked to prevent unauthorised entry. 
 ●  Staff will be on gate duty at school arrival and collection times. 
 ●  Children should not be in the car park at any time. 
 ●  Parents are responsible for their children when they are with them. Parents 

 must supervise their children when arriving and leaving the school site. 

 12. Spillages & Debris 
 ●  Spillages/Debris should be cleared up as quickly as possible. 
 ●  If a member of staff is unable to clean the area they must urgently notify site 

 staff by radio. 
 ●  The spillage should be appropriately contained/covered to avoid any injury 

 occurring until it is cleared. 
 ●  Signage is available from the site office to identify wet areas. 
 ●  Site staff should be advised immediately of any broken glass so that they can 

 make the area safe. 

 13. Contractors 
 ●  Service Contractors  -  These contactors will have regular  access to the site as 

 specified by a service contract. Such contractors’ visits can vary from an 
 annual visit e.g. to service boilers, check fire extinguishers etc, to those on 
 site daily e.g. cleaning and catering staff. The service contract will specify 
 what is expected from them and what is expected from the school. 

 ●  Building Contractors – These are contractors who attend the school site to 
 undertake building works, which can vary from simply replacing a broken 
 window to remodelling a room or building a new block. 

 ●  All contractors who work on school premises are required to ensure safe 
 working practices and must pay due regard to the safety of all persons using 
 the premises in accordance with the Health & Safety at Work Act 1974. 

 ●  Contractors working through the school day (7.15am - 6pm) must have an 
 enhanced DBS to work without supervision of school staff. 

 ●  The site Manager is responsible for the instruction and management of all 
 building contractions. 

 14. Lettings 
 ●  The Site Manager has responsibility for managing school lettings and 

 ensuring effective communication with the hirer. 
 ●  The site team must ensure that means of access are safe for the use of 

 lettings and that all equipment made available to and used by the hirers is 
 safe. If the Site Manager is aware of any hazard associated with access of 
 equipment then they must take action to make the hirer aware of it. 

 ●  All fire escape routes and exits should be clearly marked for the benefit of 
 unfamiliar users of the building. 

 15. PE & Play Equipment 
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 ●  The site Team undertakes weekly checks of the equipment and outdoor play 
 areas. 

 ●  PE Equipment in the hall and the outdoor adventure play area is checked 
 annually by a competent contractor as part of the statutory maintenance 
 checks. 

 ●  Supervisory staff must make a visual check of all PE/Play (includes moveable 
 play items as well as fixed external play structures) equipment before it is 
 used. If they have concerns about the safety of equipment then they should 
 not use it. The concern should be logged in the premises log book and the 
 item taken out of use immediately and clearly labelled. 

 ●  Children will be supervised by staff at all times when using the equipment. 
 ●  Under no circumstances should children enter the outdoor adventure play 

 area without a member of staff being present. 
 ●  Equipment must be carefully stored at the end of the lessons to ensure 

 children do not make use of the equipment without suitable supervision and 
 the items do not represent a H&S or trip hazard. 

 ●  Children and siblings are not permitted to use the playground equipment 
 outside school hours (unless they are attending a school club and being 
 supervised by a member of staff). Any member of staff who observes 
 unauthorised use of play equipment must ask the parents to remove the child 
 from the equipment and report it to the Head Teacher. 

 CURRICULUM PROCEDURES 

 1. Movement Around School 
 ●  Break Times 

 ○  All children should play in their designated play areas. 
 ○  Small balls can only be used in the playground at the Head Teacher’s 

 discretion. 
 ○  Larger balls may be used when the field is in use but again at the Head 

 Teacher’s discretion. 
 ○  Children should stay away from boundaries and bush areas. 
 ○  There will be a minimum of two members of staff on duty (including 

 administering first-aid, if necessary) and they must be positioned where 
 they have as much visual access as possible in all designated play 
 areas. 

 ○  Children are not allowed in the school building at break times without 
 supervision. 

 ○  During wet play children will be supervised in classrooms or the halls. 
 ●  Learning Areas 

 ○  Children should not be left unattended or unsupervised at any time 
 ○  Children should be encouraged and expected to behave in a sensible 

 and responsible manner at all times. 
 ○  No child may use sharp or potentially dangerous objects unless being 

 directly supervised by a member of staff. All such items should be 
 stored appropriately and the children made aware they are not to be 
 used unless directed to do so. 

 ●  Stairs 
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 ○  Stairs are to be negotiated by walking on the left side both up and 
 down. 

 ○  There should be no running or playing on the stairs. 
 ○  Stairs should be kept clear from obstructions at all times. 

 ●  Corridors 
 ○  There should be no running. 
 ○  Walking from different points should be undertaken in an orderly and 

 responsible manner. 
 ○  Corridors should be kept clear at all times. 

 2. E-Safety 
 ●  The school has separate policies related to E-safety and ICT. The policies 

 adopt a whole school approach to E-safety and species the ways ICT can and 
 cannot be used by the network users. 

 3. Physical Education 
 ●  The school follows the guidelines contained in the  "Safe Practice in Physical 

 Education and Sport" produced by the AfPE and endorsed as standard by 
 Bexley Council. 

 ●  The main risk associated with PE relates to personal injury as a result of falls, 
 collisions and being hit by objects. The risks are controlled by following the 
 guidelines. 

 ●  Please refer separately to the Physical Education Policy for full guidelines 
 ●  General requirements are as follows 

 ○  staff and pupils should be wearing the appropriate clothing and 
 footwear to take part in the lesson 

 ○  staff and pupils should remove jewellery and tie long hair back, Staff 
 can wear watches for timing purposes. 

 ○  staff should only use equipment they are familiar with. 
 ○  Staff should refer to the Safe Practice in PE book for the safety 

 requirements for specific activities. The book is kept in the school 
 office. 

 ●  The staff supervising the lesson should always have radio and appropriate 
 first equipment. 

 4. Swimming 
 ●  Children are instructed by ASA Qualified Instructors who are police vetted and 

 health checked. The programmes take place in local authority pool/sports 
 centres and are subject to the Swimming programme service specification. 

 ●  All staff accompanying swimming groups must be familiar with the swimming 
 guidance. 

 ●  Staff should check medical needs of all children in their swimming group and 
 ensure they collect their prescribed medication from the school office before 
 going swimming. This should be immediately returned to the office once they 
 have returned to school after the lesson. 

 5. Educational Visits 
 ●  The Educational Visits Coordinator is responsible for ensuring that all 

 educational visits/events are managed in accordance with the Educational 
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 Visits Policy. 
 ●  The staff lead for each Educational visit must be familiar with the Policy. 
 ●  Staff should check medical needs of all children and ensure they collect their 

 prescribed medication from the school office before going on a trip. This 
 should be immediately returned to the office once they have returned to 
 school. 
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