Tollgate Primary School

Health, Safety and Security Policy
Aims

· to provide safe, secure and healthy working conditions for pupils and employees

· to ensure that their work does not adversely affect the health and safety of other people.  

· to provide adequate resources to implement this policy 

· progressive improvement of health and safety performance.

Organisation
Those responsible for achieving the aims of this policy are:



The Governors’ Health and Safety Working Party



The Headteacher



The Safety Representative



The Caretaker

All have a part in policy formation.  Staff are consulted about the content of the policy and it is disseminated through staff and governors’ meetings.  The key people for passing on information are the Caretaker and Clerical Assistant.

Guidelines

1  Accident Reporting And Investigation

Serious accidents to staff and pupils are recorded on an official incident report form which is completed by an adult witness where possible.  The cause of accidents and near misses is investigated in order to discover and deal with any hazards on the premises.  All head injuries are reported to parents by means of a standard letter.

The same accident form is used for employees.

Our definition of a “serious” accident to a pupil is :




an accident serious enough to inform parents about

Our definition of a “serious” accident to staff is:




an accident serious enough to require medical attention or that raises a concern 





that there may be future repercussions

2  First Aid Provision

During classtime, first aid cases are sent to the Headteacher.  At breaktimes they are dealt with by the staff on duty - with reference to the Headteacher if necessary.  There are named first aiders on the staff who are called to make judgements on whether outside medical treatment should be sought.  Where this is necessary, parents are called in.  A record is kept of any first aid treatment given.

First aiders: 
all teachers and CAs have received Red Cross ‘Basic First Aid With Infant & Child Module 3’ training.

First aid cabinets are stationed in the Medical Room and at the First Aid Station in the Main Corridor. A record is kept of all first aid interventions, and incident reports are completed when the HT makes a decision that it is appropriate.

Instructions are given to wear plastic gloves at all times when dealing with blood.  If a child is displaying signs of illness, after consultation with the Headteacher, parents will be contacted and arrangements will be made for the child to go home.

3  Fire Safety

Fire practices are conducted in the first week of each term and a drill once per term.  The procedure for evacuation is attached and is displayed in all areas of the school.  The fire bell and extinguishers are services at regular intervals.  

Safety training is given to children as part of the curriculum where appropriate, i.e. use of scissors, electrical equipment, etc.

4  Waste Disposal

Waste bins are kept away from the pupils’ play area.  Internal bins are emptied each day.  A bin for bloodied waste is kept in the medical room.

5  Housekeeping

The Caretaker monitors the distribution and standard of cleaning duties.  The DSO provides cleaning services.  The Governors’ Working Party and Staff Safety Representative make regular health and safety checks of the premises.

6  Advice

The Headteacher is the first point of contact for seeking advice from outside health and safety agencies, i.e. County Architect, fire service, security firms.  This occurs in instances of maintenance or school improvement.

7  Safety Representatives

The Headteacher is the Safety Officer; a member of staff acts as Safety Representative. 

The Staff Safety Representative is:

Mrs Nye

The Health & Safety Governor is:

Mr Boreham (Caretaker)

They are responsible to the Governors’ Health and Safety Working Party. 

Health and safety report formats are made available to the Caretaker and Staff Safety Rep. to promote clear reporting of hazards and subsequent bremedial action.

8  Safety Training

First Aid training is offered to staff at regular intervals.  Pupils receive safety training in practical lessons (i.e. Physical Education, Science, Art, Design Technology) and in Personal and Social Education sessions.  Specific H&S induction training is given to new staff, and a record is kept. (see annex 1) 

9  Reporting

Health, safety and security are reported upon by the Headteacher in his reports to governors.

10 Community
The School is not currently a member of SCHOOL WATCH but this position is regularly reviewed.

11  Maintenance 

Mechanical and electrical equipment is checked and maintained on a regular basis.

An annual audit of the building and its equipment is undertaken in the Spring Term to decide upon spending from the repairs and maintenance budget and the capital allocation.

12  Playground Safety

Supervision at morning breaktime and at lunchtime is at the recommended level.

Accidents are monitored to note any hazard in play areas. Playing space is more than adequate.

13  School Trips

The policy on school trips is in line with Government and LEA expectations.

14  School Transport

There is no daily school bus transport.  However, some pupils are transported by taxi.  Buses are used for educational school visits.  Children are instructed on safe bus behaviour at these times.

15  Contractors

An effort is made to use contractors on the premises out of school hours where possible.  Where this is not possible, staff are informed.  Contractors are asked to show their ID.

16 Vehicle Movement

Parents are requested to park off the premises.  Children are not allowed in the Car Park – and parents are regularly reminded of this fact.

17  Lettings and Community use

A telephone is available for emergencies during lettings activities.

During lettings the rest of the school is locked and alarmed using the zone facility. The users are told, verbally of the safety and security procedures.

18  Violence To Staff

Staff are made aware of the County procedure for reporting and dealing with any incidents of violence towards staff.

19  Medical Alert Lists

Medical alert lists are updated each term and made available to teaching and support staff.

20  Storage Of Medicines

It is not our policy to dispense medicines unless it is to combat life threatening symptoms. In such circumstances ther Headteacher will be responsible for safe storage and administration. He may choose to delegate aspects of this to members of staff who he deems able to carry out the duty safely and appropriately.  

Asthma inhalers are kept in labelled red boxes in each class to allow access for users.

21  Premises

A security alarm system covers the building.  There is security lighting in the playground, car park and outside the Nursery.

22  Visitors

Visitors are expected to use the main entrance where they sign in and, if they are going to move around the building unattended, they are given a visitor’s badge.

23  Personal Property

It is expected that all personal belongings are clearly named.  Children and adults are advised not to leave valuables in their school bags or drawers. Children are expected to be responsible for their belongings.

24  School Property

All portable electrical equipment is security marked. A list of serial numbers and locations is kept centrally. There are no special storage arrangements for this equipment, apart from such items as the laptop PC and video camera which are locked in the AV store and signed in and out when borrowed.
25  Curriculum

Safety education is provided wherever it is deemed necessary and these measures are described in specific curriculum documents, i.e. Physical Education, Science, Art, Design Technology, Personal and Social Education.

26  Absence

Absences are recorded according to Government requirements.

27  Stress Management

Tollgate buys into the Suffolk Worklife helpline – which is available to ALL staff.

28  Cash Handling

The clerical assistant is responsible for the recording and banking of dinner and other moneys.  Two signatories cover each cheque written.

29  Key Control and Security

A keyholders’ list is kept in the office.  Only the Headteacher, Caretaker, KS Co-ordinators and Chair of PTA have entry codes for the security alarm.

The Caretaker is responsible for:
locking/unlocking





alarm setting





routine security checks

Over holiday periods the Caretaker and Headteacher agree to be keyholders for different periods.

30  Vehicles

All vehicles are kept locked in the car park. Security lighting provides some degree of personal safety after dark.

31  Emergency Arrangements

County Upper School has agreed to accommodate evacuated pupils in an emergency. Severe weather/ emergency contacts are achieved through a telephone tree of all staff  (KS Co-ordinators informing their teams).

32  Information And Training

Staff are kept informed through staff meetings, the parents through Newsletters. Supply teachers and temporary staff are handed a handbook containing relevant information.  Training is arranged on PD days and at other times as appropriate.

33  Storage Of Documents

Registers are stored in a drawer in each teachers’ desk. Back up tapes (SIMS) are kept in a metal safe in the office. Security of children’s records is improved by locking filing cabinets and by the intruder alarm.

Monitoring

1  Incident Reports

Incident report forms are stored in the main office and any member of staff who deals with an incident is expected to complete a form.  These are sent on to the Local Education Authority.

2  Health And Safety Inspections

Equipment is checked for safety on a regular basis.  The quality of cleaning is checked regularly by a representative from Client Services.  PE equipment is checked regularly.  The fire alarm and extinguishers are also checked regularly. 

The Suffolk Risk Management Assessment format is followed. An assessment is carried out annually at the start of each academic year.

In September 2003 Safety Boss Ltd were employed to conduct a safety audit at the School. This policy has been amended to include their recommendations.

Expenditure

1. Management

The Governors/ Health and Safety Working Party suggests expenditure for health, safety and security improvement.  The cost of this is taken from the Capital Allocation budget.

Annual review



Headteacher



Chair of Governors


dated

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


page 1 of 5                                               N:\TOLLGATE POLICIES\Tollgate Health & Safety Policy.DOC                                                 updated Jan 2004

