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Introduction

1:1
The health and safety of pupils, staff and visitors is of paramount importance to the Governing Body of Caldicot School.  

1:2
A healthy and safe working environment can only be maximised with the support and co-operation of everyone in following agreed procedures, reporting potential hazards without delay and in allowing concern for health and safety to permeate all activities on the school site.  It is an attitude of mind and not a set of regulations.  

Responsibility for Health & Safety

2:1
The named person with responsibility for health and safety issues in the school is John O’Shaughnessy
2:2
He is supported by the Key Stage Managers in the day to day management of their buildings, by the Deputy Heads and caretakers as appropriate and by Subject Leaders in their suites of rooms.

2:3
Subject Leaders are required to complete a Risk Assessment Form at the end of each term, confirming the exercise and noting concerns.  Ongoing reporting and monitoring will underpin this.

Functions of the Health & Safety Officer

3:1
To set up health and safety systems and procedures within the school in order to deal as efficiently as possible with:

· accident prevention, including portable electrical appliance testing

· reporting hazards

· reporting accidents and first aid administered

· safety in high risk areas (science, technology, PE)

· fire prevention and precautions

· gas leaks and crisis situations

· school trips

· contractors on school premises

3:2
To monitor the efficiency of the above systems etc. with the support of Key Stage Managers, the Union Reps, the Senior Leadership Team and the Chair of Governors.

3:3
To liaise with governors re health and safety measures.

3:4
To raise the awareness of staff and to arrange training as appropriate.

3:5
To liaise with LEA health and safety officers as required. 

Accident Prevention

4:1
It is the responsibility of the school’s Health & safety Officer (Harry Hughes) to compile a list of portable electrical appliances and to arrange for regular testing by the LEA, as required by the Electricity at Work Act.

4:2
The school’s Health & Safety Officer will also arrange for appropriate training, e.g:

· electricity at work 

· health & safety in laboratories

· first aid

· fire prevention

Reporting Hazards and Accidents

5:1
In the absence of the Health & Safety Officer, urgent cases may be reported to any member of the Senior Leadership Team.

5:2
Mrs Kath Leamon is the school’s Welfare Assistant, responsible for basic first aid.  Other staff who are trained in first aid are: 

· Mr John O’Shaughnessy (based in Castle)

· Mrs Mary Burgess (based in Castle building)

5:3
Subject Leaders are responsible for raising the awareness of their staff regarding health and safety issues and for establishing special precautions relevant to their own areas.  These procedures will be outlined in their Departmental Handbooks.

Fire Precautions

6:1
It is the responsibility of the school’s Health & Safety Officer, supported by Key Stage Managers and caretakers, to ensure that:

· means of escape are inspected monthly

· ‘Fire Exit’ signs are present adjacent to Fire Exit doors

· fire resisting doors are kept in good order

· there is no improper storage within circulation, e.g. under stairs

· there are notices detailing the action to be taken in case of fire in all classrooms, staff rooms, and adjacent to fire alarm operating points

· new pupils are shown escape routes at the beginning of their first term

· fire drills are held once a term

· the fire system is tested periodically

· quarterly and annual tests of the fire alarm system are carried out by qualified engineers

· fire extinguishers and hose reels are inspected monthly to confirm correct siting and to check that there is no obvious damage

· annual tests on extinguishers and hose reels are carried out by the Fire Service

· emergency lighting inspections are carried out on a regular basis

· heaters are properly maintained, guarded and secured in position

· boiler rooms and electrical switch rooms are kept free from improper storage

· highly inflammables are kept in proper storage facilities.

School Trips

7:1
See the relevant guidance elsewhere in this section of the Staff Handbook.

Contractors on Site

8:1
All contractors and their employees are required to report to the main school office in Castle building prior to the commencement of any work they have been contracted to carry out on the school site.

8:2
A member of the school office staff will then contact the school Health & Safety Officer or a school caretaker.

8:3
It is assumed that contractors and their employees will be aware of health and safety regulations appertaining to themselves in their work, but, should such work need to be carried out during the school day and in the immediate vicinity of pupils and / or staff, it is the responsibility of the school Health & Safety Officer to assess any potential risks and to act accordingly.  This may mean the occasional removal of classes from teaching rooms (in which case, satisfactory alternative accommodation will be provided), or a temporary restriction of entry into clearly defined zones of the school or its grounds.  These zones should be clearly marked, and it is the responsibility of the school Health & Safety Officer to ensure that this procedure is effectively organised.

Health of Staff & Pupils

9:1
The named person with responsibility for the welfare of staff and pupils is Mark Sexton, Deputy Head (DHS). Any areas of concern should be discussed directly with him.

