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Health and Safety Policy

(based on LCC’s model policy for primary schools)

Statement of Health and Safety Policy
The Governing Body is committed to:

· the provision of safe and healthy conditions for pupils, staff, visitors and contractors;

· compliance with all relevant health and safety legislation;

· seeking the co-operation of staff, pupils, parents/carers and contractors to achieve these objectives in order to minimise injuries and work related ill health.

The risk control arrangements are set out in the risk assessments which are recorded separately.

It is impossible to list every hazard likely to be present at any time and therefore everyone must be continually vigilant to ensure that any new hazards are identified and appropriate arrangements implemented to control the risks.

If in doubt about anything to do with health and safety, stop and ask; where necessary specialist advice will be obtained.

This health and safety policy will be reviewed annually and amended as necessary in the light of new developments and information gathered from monitoring.

Organisation and Responsibilities

Overall and final responsibility for health and safety is that of the Governing Body.

Day to day responsibility for health and safety is delegated to the Head of School at each site with support from the Executive Headteacher.
Responsibilities of the Governing Body

The Governing Body is specifically responsible for ensuring that:

· a health and safety policy is prepared, implemented and reviewed to ensure it remains valid;

· health and safety standards are monitored;

· actions are prioritised where resources are required;

· health and safety is a standing agenda item at full Governors’ meetings;

· a Governor is given specific responsibility for health and safety;

· the Governor with specific health and safety responsibilities and the Head of School and Executive Headteacher receive health and safety management training;

· assistance is obtained from specialists when in any doubt about the health and safety standards to apply;

· the Director of Children’s Services is informed of any situation of concern where appropriate health and safety standards cannot be implemented.

Responsibilities of the Head Of School with support from the Executive Headteacher
The Head of School at each site along with the Executive Headteacher is responsible to the Governing Body for ensuring that:

· the health and safety policy is implemented on a day to day basis;

· risk assessments are carried out and measures are implemented to control the significant risks and comply with health and safety legislation;

· the significant findings of the risk assessments are recorded and any appropriate action is taken and shared with staff and governors;

· health and safety standards are monitored informally on a day to day basis and formally monitored once a year, keeping records of the findings and any actions required;

· staff are aware of what is expected of them and that they are capable of dealing with the health and safety requirements of their work;

· any problems with implementing and maintaining appropriate health and safety standards are reported to the Governing Body along with details of significant injuries to staff, pupils and visitors;

· specialist help and assistance are obtained where necessary.

Responsibilities of all staff

All staff are responsible for:

· taking reasonable care for their own health and safety and that of others who are affected by their activities;

· where appropriate, exercising effective supervision of pupils so as to minimise risks to their health and safety;

· using any work equipment in accordance with the training and instructions provided;

· co-operating as is necessary to implement the arrangements of this policy and the measures detailed in the risk assessments;

· monitoring the health and safety standards of their own areas, ensuring that appropriate risk control measures are implemented;

· reporting to the Head of School any health and safety matters they cannot, or do not feel competent to, deal with themselves and any shortcomings they see in the health and safety arrangements;

· Carry out ongoing risk assessment of activities in the nursery e.g. placing outdoor play equipment appropriately.

Pupils

Pupils are:

· taught and encouraged to take personal responsibility for their own health and safety and that of others;

· taught the importance of using equipment safely both indoors and outdoors;

· taught the rules of the nursery and that they must listen to the instructions of staff;

· provided with opportunities to practice fire safety evacuation.

Health and Safety Assistance

Lincolnshire County Council’s Corporate Health and Safety Team is available to provide health and safety assistance.

Your first and immediate contact for schools health and safety matters, queries, questions, advice or help is the LCC Corporate Health & Safety team who can be contacted by email   corporatehealth&safety@lincolnshire.gov.uk  or 01522 553514 or in an emergency by telephone 01522 554917 or 07584 339673 or 01522 553514.  There is also H&S information available to all schools on the Health and Safety for Schools – Professional resources
to try and encourage schools to self-help with low level H&S questions and queries.  Health and safety bulletins are also available at: Health and Safety for Schools – Professional resources
Arrangements

The arrangements for controlling risks from school activities are set out in the risk assessments which are recorded separately.  Other arrangements are below.
First Aid Arrangements

It is the policy of the school to train as many staff as possible in paediatric first aid so that there is always cover for the most likely times that injuries occur and for absences/school visits etc.  This training is repeated every 3 years to maintain competence.  First aid boxes stocked with a recommended list of contents are located across the schools.  First aid boxes are checked at the beginning of each big term and replenished accordingly.  If the last item is used, the person who used it should replace it immediately.  
Staff should administer first aid treatment in accordance with their training and always err on the side of caution by referring pupils for further medical attention as set out below or when in doubt.
Head injuries can easily be underrated.  Any significant knock to the head which shows signs of swelling, grazing, crushing, or which changes the behaviour of the pupil, should be referred immediately for further medical attention.  Slight knocks to pupils who have had previous head injuries could be serious and these also should be referred immediately for further medical attention.  Parents are to be contacted immediately where further medical attention is necessary and informed via the accident form of any non-significant head bumps which show no signs or only slight reddening.

Broken bones may sometimes not be obvious in children.  Any injury which results in continued pain or changed mobility should be referred immediately for further medical attention.

Aids and hepatitis B viruses are a risk to staff involved in the provision of first aid.  The universal precautions for cleaning up body fluid spillages detailed in the Health Protection Agency poster ‘Guidance on infection control in schools and other childcare settings’ should be followed to prevent the spread of infection.  This poster is displayed in each school.  Guidance is also followed for recommended absences and procedures from this HPA information poster.
Staff should use the disposable gloves provided when dealing with an open wound or when changing soiled or wet children.  
Injury Reporting

Minor pupil injuries/first aid treatments will be recorded by the person administering first aid on Arbor.  Accident forms are shared with parents. Any head bumps are followed up with a phone call.   Head injury guidance notes with information from NHS Choices are kept and will be issued to parents when necessary.  If a head injury note is to be issued, this must be written on the accident form on Arbor at the time of completing the accident form so the parent is signing also to say they have received the guidance note.
All employee/visitor injuries and significant injuries to pupils will be recorded on LCC AIR form as well as on Arbor.
When and how to use the AIR form for reporting accidents to LCC (including which accidents should be reported to LCC are here NEW Accident Reporting. All Heads of School and Admin staff should be familiar with this guidance.
The link to the RIDDOR process can be found here:

Incident reporting in schools (accidents, diseases and dangerous occurrences) EDIS1
The Head of School is responsible telephoning the RIDDOR Incident Contact Centre (ICC) 0845 300 9923 in the event of ‘Fatal’, ‘Major’ or ‘Over 7 Day Absence’ injuries, ‘Reportable Diseases’ and ‘Dangerous Occurrences’ as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).  
‘Major’ injuries to pupils and visitors are those which require them being taken directly to hospital.  This only applies to injuries which arise in connection with work, either through a premises fault or through work organisation, such as lack of care.  Injuries arising out of curriculum sporting activities, requiring hospital treatment, are reportable.  Injuries which arise from play activities or health conditions are not reportable, unless these happen in connection with work, or as a result of work activities.

‘Major’ injuries to staff are basically any break of the large bones or any injury which requires hospitalisation for more than 24 hours.

‘Over 7 day’ absence are injuries to staff; do not count the day of the injury but every day after when they were unable to carry out their normal duties is counted, irrespective of weekends, holidays etc.  

‘Reportable Diseases’ are those notified by a doctor’s certificate.  These diseases are numerous but rare and include injuries from repetitive movements, infections such as Leptospirosis, Tetanus, Hepatitis and Legionellosis conditions from exposure to substances such as occupational dermatitis.  The Health and Safety Team (01522 553514) shall be contacted for further details if there is any suspicion of a reportable disease.

Injuries to self-employed persons working on school premises must be reported in the same way as for school staff.

Some incidents which do not result in injury must also be reported to the ICC.  These are known as ‘Dangerous Occurrences’ and are only those which are specified by the Regulations.  These are mainly large incidents in the construction and manufacturing, but do include the failure of a lift and fires or electrical short circuits, which disrupt activities for more than 24 hours.

The Health and Safety Team (01522 553514) shall be contacted if in doubt about reporting procedures.
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Arbor should also be used for the recording of incidents involving children e.g. biting etc.
Statutory Notices

The following statutory notice is displayed in each school:

'Health and Safety Law' poster

The following statutory notice is displayed in each entrance hall:

Public and Employers Liability Insurance Certificate

The Lincolnshire County Council Health and Safety policy poster 
Health and Safety Representatives and Consultation

Laura Cook has been appointed as the employee health and safety representative and will be consulted during the preparation and review of the school’s health and safety procedures.  Facilities and time off from normal duties will be provided so that Laura can carry out the functions of a health and safety representative as detailed in the Safety Representatives and Safety Committee Regulations.

Health and safety is a standing item on the agenda of all staff and full Governors’ meetings.

Employee Induction Procedures

The capabilities of all new staff with regard to their own health and safety and that of pupils in their care will be taken into account before employment starts.  Adequate information and training will be given to ensure that they are aware of the school's health and safety arrangements, particularly:

· evacuation procedures;

· first aid and injury reporting arrangements;

· any other relevant emergency procedure.


All staff will complete a Health and Safety Level 2 Course within a term of induction.

Risk Assessment Procedures

Risk assessments shall be recorded on the attached form.

Risk assessments will be reviewed every year or when circumstances change.
LMNSF Evaluation of Risk

RISK (R) = LIKELIHOOD (L) x CONSEQUENCE (C)

	Risk Rating
	Likelihood of Occurrence x Severity of Harm

	Likelihood of Occurrence 

(L)
	1 Low – It is unlikely the event will happen 

 2 Medium – It is fairly likely that the event may happen

3 High – It is likely that the event will happen

	Consequence of injury

(C)
	1 Low – Minor injuries requiring First Aid (grazes or minor cuts)  

2 Medium – An injury requiring further medical assistance (cuts requiring stitches, broken bones)

3 High – Major Injuries (Amputation, dislocation of bones or death)

	INCREASING CONSEQUENCE  
	3
	6
	9
	
	6-9 STOP Take Immediate Action

	
	2
	4
	6
	
	3-4 ACTION Look to improve

	
	1
	2
	3
	
	1-2 NO ACTION No further action, but ensure controls are maintained and reviewed


Significant Findings of Risk Assessments

	Assessment Number
	
	Area/Activity
	
	Carried out by

Reviewed by
	
	Date
	


	Description of Hazard/ Hazardous Event


	Who might be harmed
	Existing controls


	Current Risk Rating 


	Are further controls needed?
	Date to be completed

/reviewed by


	Residual Risk Rating 
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	R
	
	
	L
	C
	R

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	

	


INCIDENT REPORT FORM – ABUSIVE OR THREATENING BEHAVIOUR

Relevant incidents include trespass, nuisance or disturbance on school premises, verbal abuse, sexual or racial abuse, threats, aggression, physical violence and intention damage to property.

Where possible, the form should be completed before any discussion between witnesses is possible, as this might lead to allegations of collusion. This form should be completed as fully as possible, using a continuation sheet if necessary.

For any incident involving or witnessed by a pupil or parent/carer/visitor, a member of staff should complete the form on their behalf.  The completed form should be passed to the Head of School  for appropriate action and recording.

	Date of Incident:
	Time of Incident:

	Name of Person reporting the incident:

	Date incident reported:

	Member of staff recording incident:

	Date incident recorded:

	Name(s) of person(s) causing incident:   (where name(s) are unknown, provide other details which may allow their identification)


	Status of person(s) causing incident: (Parents/carers/visitors/trespassers)



	Full description of incident: (e.g. names of persons involved, location, nature of any injuries, attendance of emergency services)



	Names of any witnesses:


	Status of witness:

	Initial action/outcome: (e.g. informal conciliation, police intervention, warning or banning letter issued)



	Summary of subsequent actions taken by the school, including risk assessments:



	Linked incidents (if any):
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Is the Accident / Incident RIDDOR Reportable or Not?  


  


Only work-related accidents/incident arising out of, or in connection with our services could be RIDDOR 


reportable. 


Was the incident as a result of any of the below? 


 The equipment / material / substances used 


 The condition or design of a building premises 


 The way our work/services is organised, supervised or undertaken 


If you have answers YES to any of these then it could be RIDDOR reportable 


N.B. – If in doubt contact a Health & Safety adviser 


 


 


 
NO 


 


  


 


No Further Action Required 


           


  
YES 


     
 


 


        


           
        


 
 


        
         


             


           


  
Involving a LCC employee 


 Or any other person 
i.e. services user/public/pupil/contractor   


              


Fatality 
or 


Specified 
injuries  


 


Is the Disease Or 


Dangerous Occurrence 


RIDDOR reportable? 


 


           


  


Any other injury 
causing incapacity 


for more than 7 days 
(not including the day 


of accident) 


 
Accident / Injury 
– Did they go 


straight to 
hospital from site 


 Fatality 
or 


"other person" is taken 
directly to hospital 


from a LCC 
site/premises  


  


   


        


    


          
Manager to notify the Health 
& Safety Executive (HSE) 
without delay. 
Phone: 0845 300 9923 


  


            


Manager to notify the 
Health & Safety Executive 
(HSE) without delay.  
Phone: 0845 300 9923 


 
YES 


Managers to 
report on the 
HSE's on-line 
reporting 
system. 
Reporting online 


 


NO 
 
Managers to 
complete a 
LCC on-line 
PO3 form. 


 


Managers to 
report on the 
HSE's on-line 
reporting system 
within 15 days 
Reporting online 


    


 


  


         Manager then to contact the 
Corporate Health & Safety 


Team. 
     


Manager then to contact 
the Corporate Health & 
Safety Team.  


 Manager to 
ensure an LCC 
on-line PO3 
form is 
completed 


 


  


Manager to 
ensure an 
LCC on-line 
PO3 form is 
completed 


  
 


  


    


             


           


Managers must report the 
incident on the HSE's on-
line reporting system within 
10 days. 
Reporting online. 


 


Manager to undertake an 
investigation and assess 
whether a full investigation is 
required by the Corporate 
Health & Safety Team. 


 


Mangers to complete a "PO3 
Managers Investigation 
Report" and forward the 
complete report to the 
Corporate Safety Team for 
entry onto the MIMS accident 
database. 


 


Managers must report the 
incident on the HSE's on- 
line reporting system within  
10 days. 
Reporting online. 


 


          


        


Manager to ensure an LCC 
on-line PO3 form is completed 
and an internal investigation is 
undertaken by the Corporate 
Health & Safety Team. 


 


 


  
Manager to ensure an LCC on-
line PO3 form is completed and 
an internal investigation is 
undertaken by the Corporate 
Health & Safety Team. 


 


 


 


 


 


     


Example of reportable and non-reportable accidents & incidents 


NO YES 



http://george/section.asp?docid=51950&ovt=1

http://www.hse.gov.uk/riddor/occupational-diseases.htm

http://www.hse.gov.uk/riddor/dangerous-occurences.htm

http://www.hse.gov.uk/riddor/report.htm#online

http://sbsmims.net/mims_health-safety/jg23~kp44-zx72/LINCC/

http://www.hse.gov.uk/riddor/report.htm#online

http://george/section.asp?docid=51950&ovt=1

http://george/section.asp?docid=51950&ovt=1

http://george/section.asp?docid=51950&ovt=1

http://george/section.asp?docid=51950&ovt=1

http://sbsmims.net/mims_health-safety/jg23~kp44-zx72/LINCC/

http://sbsmims.net/mims_health-safety/jg23~kp44-zx72/LINCC/

http://sbsmims.net/mims_health-safety/jg23~kp44-zx72/LINCC/

http://www.hse.gov.uk/riddor/report.htm#online

http://www.hse.gov.uk/riddor/report.htm#online

http://sbsmims.net/mims_health-safety/jg23~kp44-zx72/LINCC/

http://sbsmims.net/mims_health-safety/jg23~kp44-zx72/LINCC/

http://www.hse.gov.uk/riddor/examples-reportable-incidents.htm




