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SECTION A 

Governors Statement for Health And Safety

It is the policy of the Governors of Builth Primary School to provide and maintain a safe and healthy working environment, equipment and systems of work, in conjunction with the LA, for all employees working on the premises. We also accept our joint responsibility with the LA for the health and safety of other people who may be affected by our activities.

The Policy will be reviewed and kept up to date, particularly in light of any changes to our buildings or activities. In order to ensure that Health & Safety matters are kept constantly under review, an item will be included on governor meeting agendas at least every 6 months. 
This Policy is supported by the Council's Health, Safety & Welfare Framework and the LA Health Safety & Welfare Policy. Together they provide a comprehensive health safety and welfare strategy.

Aims of Policy
The aim of our school is to create an atmosphere of carefulness both in and out of school, this is for all users of the school, children, school staff, parents and the community. This policy sets out the procedures we have evolved to promote Health, Safety and Welfare and the responsibilities held by staff.
SECTION B
Organisation & Responsibilities
Individual responsibilities for ensuring the Policy and associated Codes of Practice are implemented as follows:

Governing Body

The Governing Body of the school has overall responsibility for health, safety and welfare issues within the establishment.  The Governing Body will appoint from within its number a Governor with responsibility for Health and Safety matters.

Headteacher
Day to day management responsibility to ensure the Policy is being carried out is that of the Headteacher and/or the Deputy Headteacher.
Key Areas of responsibility:
Safe condition of premises/equipment

Supervision of employees to ensure safe working practices are followed

Supervision of visitors, e.g. contractors, delivery persons

Provision of information to employees on Health/Safety/Welfare issues

Security arrangements for pupils during school hours

Ensuring adequate level of supervision for outdoor activities involving pupils

Consultation with contractors carrying out work at the school or contractors who restrict access and egress to school property

Review accident and incident reports to ensure they are completed correctly

Preparations of reports and agenda items for governors

Co-ordination of school safety committee

Maintenance of risk assessment portfolio

Liaison with LEA Health, Safety & Welfare Officer

Actively promote a health, safety & welfare culture within the school
Fire/Emergency Coordinator (Headteacher or Deputy Headteacher)

The Fire/Emergency Coordinator will ensure:
Fire alarms and emergency lighting is tested and maintained

Fire extinguishers are tested annually and free from obstruction

Fire evacuation notices are displayed in prominent areas

Fire drills are carried out and recorded each term

The Fire Brigade is summoned if necessary
First Aiders: Mrs Michelle Davies & Mrs Shan Price 
The First Aider will:
Ensure that First Aid Cupboards are appropriately stocked

Complete accident records as appropriate and pass them to Headteacher

Call parents or take children to hospital/call ambulance if necessary

Report incidents to teachers
Field Trips, Expeditions & Visits Coordinator (Headteacher)

The FTEV will:
Ensure that a risk assessment is carried out prior to the visit

Ensure that a parental consent form is completed

Ensure that adequate supervision is available

Ensure competent and properly qualified leader for activity/activity licence if appropriate

Ensure First Aid available

Ensure transport/driver complies with safety legislation

(The range of responsibilities/duties will be adjusted according to the type of visit/activity.)
Employee Responsibilities
All employees have the responsibility to co-operate with their employer to achieve a safe and healthy workplace and to take reasonable care of themselves and others.

Teachers have an additional responsibility to promote health and safety issues with pupils where and when it is appropriate in the curriculum and during the school day.

SECTION C - Arrangements
1.  First Aid in School
All staff, both teaching and non-teaching are responsible for dealing with minor incidents requiring first aid.

During lesson time first aid is administered by the class teacher, designated first aider or Headteacher. If an accident occurs in the playground and first aid is required, then one of the staff on duty in the playground should come to the staff room and request the assistance of the child's class teacher, Headteacher or NTA as appropriate. At lunchtimes first aid is administered by the midday supervisors or Headteacher.

If there is any concern about the first aid which should be administered then the qualified first aiders must be consulted.

The designated first aiders are:
Mrs Michelle Davies & Mrs Shan Price 
First Aid Boxes

Location - First Aid Room in the Reception Toilet Area. There is a Defibrillator in the Main Office.
Person Responsible for Supplies :

Michelle Davies and Shan Price are responsible for checking the contents of the first aid boxes on a regular basis and for placing orders to replenish stock. All staff are responsible for notifying Michelle or Shan if the supplies in any of the two main first aid boxes are running low. 

First Aid Training

All staff undertook First Aid training in September & October 2020. These are due for renewal by the end of September 2023. Michelle and Shan undertook the 3-day First Aid at Work training in June 2019. 
Safety/HIV Protection

Always wear disposable gloves when treating any accidents/incidents which involve body fluids. Make sure any waste (wipes, pads, paper towels etc) are placed in a disposable bag and fastened securely. Any children's clothes should be placed in a plastic bag and fastened securely ready to take home.
2.  Administration of Medicines
There is no obligation for staff to agree to administer medicine to children. However, they may agree to do so with the authorisation of the Headteacher. Parents and staff are to use the ‘request to administer medication’ forms in the medication policy.
Parents may be responsible for the administration of medicine to their children and if a child needs a dose of medicine at lunchtime, the child should return home for this or the parent should come to school to administer the medicine. 

For the school to agree to assist in long term medication:

Parents must write to the school giving authorisation for medicines to be administered to their children. This needs to include instructions regarding the quantity and frequency of administration

The medicines must be brought into school in a properly labelled container which states: 

(a) The name of the medicine, (b) The dosage and (c) The time of administration

Where possible the medicine should be self-administered under the supervision of an adult. Medicines will be kept in a secure place by staff in accordance with safety requirements

Where long term needs for emergency medication exist, the school will require specific guidance on the nature of the likely emergency and how to cope with it while awaiting paramedical assistance.

Detailed written instructions should be sent to the school and the parent/guardian should liaise with their child's class teacher. If the emergency is likely to be of a serious nature, emergency contact numbers must be given where an adult is available at all times.

Allergies/Long Term Illness

Parents are asked to inform the school on the Admissions form if their child has any medical conditions, allergies etc. which we should know about.  A record is kept in the Office of any child's allergy to any form of medication (if notified by the parent) any long term illness, for example asthma, and details on any child whose health might give cause for concern.  Parents are asked to let us know of any changes to a child's medical condition.
3.  Accidents
The majority of minor accidents which occur in school are not reportable, but it is important that all staff are clear as to what constitutes a reportable accident and that it is reported correctly.

Obviously accidents resulting in a fatality or a major injury must be reported by telephone to the County's Safety Officer immediately and the appropriate form completed.
Pupil accidents

These are the accidents which most commonly occur in school. The majority are not reportable, but it is important to record occurrences which are attributable to the condition of the premises, faulty equipment or the lack of proper supervision. If the child is sent home or taken for medical treatment then the accident must be recorded.

Procedure to follow:

Always complete a Green Accident Slip for minor injuries (including bumps on the head, but not minor cuts and grazes). The form should be given to the child to take home. 

Permission should be sought before taking a child to hospital.

Major Injuries

Major injuries are to be recorded on a white Pupil Accident Form.  A copy of this form is to be sent to Powys County Council Health and Safety Department.

Fracture of the skull, spine or pelvis

Fracture of any bone in the arm other than a bone in the wrist or hand

Fracture of any bone in the leg other than a bone in the ankle or foot

Amputation of a hand or foot

The loss of sight of an eye
Any other injury which results in the person injured being admitted to hospital as an inpatient for more than 24 hours, unless that person is detained only for observation

It might be that the extent of the injury may not be apparent at the time of the accident or immediately afterwards, or the injured person may not immediately be admitted to hospital. Once the injuries are confirmed, or the person has spent more than 24 hours in hospital, then the accident must be reported as a major injury.
Reporting of other School Accidents

Certain accidents and occurrences arising out of or in connection with work are reportable to the Health and Safety Executive under the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. 

Accidents involving staff obviously come under this heading and should be recorded on White form - ARF 01/04/96.

Violent incidents - Yellow form  - ARFV 01/04/96.

Dangerous occurrences - Pink form - ARFDO 01/04/96

Occupational disease - Lilac form - ARFOD 01/04/96

Report of lost time - Green Form - ARFLT 01/04/96
All of these forms have clear definitions of the various categories and can be found in the Accidents File in the School office.
4.  Fire Safety

Fire Precaution & Drills
Fire extinguishers are serviced annually and correct signs maintained. These are organised by Powys County Council. The alarm system is checked weekly by the Headteacher and serviced annually by Powys County Council. Termly drills are carried out and recorded.
As soon as the fire alarm sounds all children and adults must stop what they are doing and walk out of the building through the nearest exit.
Each classroom on the ground floor has an exterior fire exit through which pupils and teachers will leave on hearing the Fire Bell, to congregate in the Junior playground. Should that position be unsafe for any reason then all pupils and adults will congregate on the playing field. The classes on the first floor will normally exit through the Junior and Infant Cloakrooms. Alternative exits for these classes are through the fire doors in ground floor classrooms. 
Children in the Hall and Wellbeing Room will use the fire exit to the Infant playground. (Each room has specific exit instructions clearly displayed) 
Teachers should take their registers list from their classroom, check that all the children are present at the assembly point, then tell the Headteacher that all pupils are present.
Nobody is to go back into school. If a child is missing it must be reported.
When all the registers have been checked, wait for instructions.
Please make sure your children walk in and out of school sensibly, and line up quietly.
If your normal exit is blocked for any reason then use the nearest available exit

Lunchtime and Playtime Fire Procedure

All staff members on duty in the playground shall on hearing the fire alarm gather all children together away from the building and ensure no child re-enters the building

Staff members on duty in the dining area shall evacuate all children from the building and ensure on the way out that any toilets are vacated

Staff members in other parts of the school shall evacuate all children from the building and ensure on the way out that any toilets are vacated

The Headteacher or Deputy Headteacher will ensure, as far as it is reasonably practicable, that the rest of the building is vacated
Fire and Bomb Alerts

In the event of a fire or bomb alert the Headteacher or person designated must:
Ring the fire alarm to activate the evacuation of the premises of all adults and children (see fire drill procedure)

Phone 999 for the fire brigade and police

Check that the evacuation procedure has been followed

Remain at the front of the school to meet the fire brigade/police and direct them to the incident

All children and adults must remain outside
Only when the all clear has been given will registers be sent back to teachers enabling children and adults to re-enter the premises
If the alert is a practice, then the fire brigade must be informed before the evacuation of the premises takes place.
5.  Electrical Equipment
All inspection of electrical circuits and wiring is conducted by Powys County Council on a three year cycle. Copies of all inspection reports are kept in the Health and Safety file.

All portable electrical appliances are tested on an annual basis by a specialist company. PAT testing is organised by Powys County Council on behalf of the School. The school has an inventory of electrical equipment which has been PAT tested.

Any electrical equipment brought on to the School premises without being tested must be checked by the Headteacher. Before any electrical equipment is used, the Headteacher will give each item a visual check to ensure that there are no obvious defects. 

6.  Gas Equipment

The School has a gas central heating system. All equipment & maintenance is conducted by Powys County Council. The central heating system is checked and serviced annually. Day to day monitoring of the system is conducted by the Headteacher. Any defects are reported to Powys County Council and a log is kept of the date and nature of the problem.
7.  Hazardous Substances

As a general rule Hazardous Substances are not used with children of primary school age. If in exceptional circumstances a teacher wishes to use such substances which may come under this heading then they must first consult the headteacher, who will advise accordingly.

All cleaning materials will be kept locked in the cleaning cupboards during the school day to avoid pupils gaining access to any of these materials. The Headteacher and Cleaner-in-Charge are the only people on site that may gain access to cleaning materials during the school day.

8.  Lighting

The building must be adequately lit, therefore an inspection of lighting in all areas will be carried out each week. Any bulbs not working will be replaced either by the headteacher or, in the case of special fittings or bulbs, Powys County Council will be notified and an electrician will be sent out to address the issue. 
9.  Manual Handling

No person will undertake any manual handling operation, which may cause risk of injury. Manual handling operations are defined as lifting, lowering, pushing, pulling, carrying or moving loads. Where manual handling of heavy objects cannot be avoided, an assessment will be made to establish the degree of risk involved. All staff undertake regular training in safer moving and manual handling.
In the normal day to day running of the school, there are certain situations where equipment or items of furniture need to be moved. 

Children must always be supervised when moving any equipment or item of furniture. Children need to be shown how to lift and carry safely. Thisneeds reinforcing on regular occasions. Chairs should be moved one at a time, and children must be shown how to carry them correctly. If a large number of chairs are needed then an adult will supervise.

Tables need one child at each end, a child must not attempt to lift a table on his or her own.

Staging can be moved, under supervision, by older children who will need to be shown how to handle them so that their fingers or feet are not trapped. Small items of equipment include tape players, CD players, PE trolleys etc. These can be moved freely by the children.

Always make sure when any item of equipment or furniture is being moved from one room to another, that there is another child available to open and close doors.
When using large apparatus in P.E., children must be trained in how to move, lift and set out each piece of apparatus. This includes how to lift correctly, and how many children are needed for moving each piece of equipment (this should include how to bend), for example netball posts - one child at each end.
Children Should Not Move:- 
Computers as monitors can easily fall off trolleys, or wires get caught; Pianos, as although on wheels, it can tip, and feet or fingers become trapped.
10.  Display Screen Equipment
The school secretary, who uses display screen equipment as a significant part of her working day and is deemed to be a user, is entitled to a free eye test.

Use of VDUs by staff and pupils is covered in the School’s ICT Policy. 

11.  Support for Staff
The school endeavours to provide information to its staff in order to raise their awareness of good health issues. Powys LEA will, by way of leaflets, posters and booklets, provide information to the school on various health topics.

Staff with any health related concerns/issues (e.g. from varying degrees of emotional problems, stress etc) can discuss these in confidence with their line manager, where appropriate the Headteacher will be informed and will ensure that an appropriate level of support will be offered. This includes contacting outside agencies and the arranging of counselling if requested. The Council’s Health and Safety Officer and or Human Resource Officer, will be contacted for advice and details of appropriate funding to implement this policy.

12.  Violence & Bullying

Incidents of violence and bullying towards, between or involving employees will not be tolerated. All incidents of violence, harassment or bullying must be reported to the headteacher of Governor responsible for Complaints. All reported incidents of violence, harassment or bullying will be dealt with in line with the School’s Complaints Policy. 
13.  Risk Assessments/Activities
A risk assessment survey of all premises, methods of work and all school sponsored activities is conducted annually in the Spring Term. These assessments will be carried out by the Headteacher and members of the Premises Sub-committee. The risk assessment will be in writing and will identify all defects and deficiencies, together with the necessary remedial action or risk control measures. The result of the survey will be reported to the Director of Education through the Departmental Health and Safety Officer. The Health and Safety Co-ordinator will make a report to the Governing Body of the School. 

The Powys County Council Risk Assessment proforma is used for all preliminary risk assessments at school.

Whenever educational visits take place the school refers to the LEA policy, ‘Guidance on Undertaking Educational Visits’, a copy of which can be found on the school network, in the school office or in the Health and Safety Officers filing cabinet. The school asks permission from parents just once at the beginning of the year for blanket coverage of all trips that are organised in school hours and not paid for by parents. On trips that take place outside the school day a separate permission slip is needed and an application for an Educational Visit is made to the LEA. The necessary risk assessments are then carried out (see Appendix 6). All members of staff planning or participating in such visits receive a briefing in advance from the Head teacher or Deputy Head teacher and complete a checklist to ensure the correct procedures have been followed (Appendix 8). When on a trip a member of the staff will carry permission slips and the emergency insurance folder, issued by the council’s Risk and Insurance Officer. Where appropriate the LEA Health and Safety advisor is consulted about the visit.

14.  Visitors
All visitors are required to report to the General Office, which has a controlled secure entrance. Parents and/or children coming to school after the start of the school day must also use the central entrance by the office. Visitors will be issued with a visitor badge and their visit recorded in the Visitors Log.

All parents and other adults are requested, when bringing children to school in the mornings, or collecting them afterwards, to walk round the outside of the premises so that the children are able to enter or exit the school by the correct entrance.

These points must be adhered to, but in no way detract from the "open door" policy of the school.

15.  Contractors
Contractors are encouraged to telephone and make appropriate arrangements prior to visiting the school. They must contact the Headteacher.

All contractors must report to the general office. The Headteacher will then be informed of their arrival

Contractors will work under close supervision of the Headteacher so as not to endanger the health and safety of children or adults in school

Any equipment that contractors bring into school must be stored in a safe place away from corridors, classrooms, or any areas used by adults or children

No repairs or maintenance can be carried out in areas which children or adults are occupying, this includes cloakroom and toilet areas, while the school is in session.
If contractors are working near the children's play areas, then all equipment and machinery must be cleared away during this time, and the contractors must leave the area.
All work will be monitored by the Headteacher and any concerns reported to the Headteacher, the contractor concerned and the appropriate department at the LEA.
Guidance for Contractors on Site

We have been recommended by the Health and Safety Inspector (Powys County Council) to ask you to refrain from:
Smoking in the building or in the grounds as we are a no-smoking school

Talking to the children un-necessarily (our children are asked not to talk to strangers)

Moving vehicles when children are at play

Working on or near the playgrounds when the children are at play

Leaving equipment around unattended

Playing music during school hours
If you have any problems, please see the Headteacher or Deputy.

16.  Asbestos

Powys County Council carried out an asbestos test in the School in 2009. No asbestos was found. A copy of the report is available from the Headteacher on request.
17.  Smoking Policy

It is the policy of the Governing Body that Builth Primary School is a no-smoking school.
Smoking is not permitted in any area of the school by staff, parents or visitors to the school.
No-smoking signs are clearly displayed around the building.
18.  Security of Building

The Headteacher, Deputy Headteacher, Cleaner-in-Charge and Breakfast Club Leader are the designated key holders and are responsible for the security of the building.

Class Teachers                                                                                                                                                              

It is the responsibility of class teachers to make sure that their classroom is secure, windows closed and equipment switched off before leaving the premises.

Cleaner-in-charge

It is the responsibility of the site Cleaner-in-Charge to check daily that:
All locks and catches are in working order  

The security system is working properly

Before leaving the premises, to check:

All the windows are closed 

The doors are locked and secure 

The security alarm is set 

The children's gate is locked at 8.50am and 3.40pm each day
19.  Information & Enforcements
Powys Health & Safety Advisor

Rachel Jones

(01597) 826436

Environmental Health Service Information

Environmental Health Department 

Powys County Council

County Hall

Llandrindod Wells

Powys

LD1 5LG

(01597) 826000 

20.  Health & Safety Law Poster
A copy of the HSE poster “Health and Safety Law – WHAT YOU SHOULD KNOW” is displayed in the staffroom.
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