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Policy to be reviewed annually – Summer Term
Part 1:

Statement of General Policy on Health, Safety and Welfare

1. The Governing Body & Headteacher of Furzefield Community Primary 

School:

· Recognise and accept their responsibilities to provide a safe and healthy working environment for all employees, students and visitors,

· Act in accordance with the general health H&S policy of Surrey County Council.
· Require all managers, in the school community, to act in accordance with SCC/School H&S policy and procedures, and require same of persons that they supervise and take responsibility for.

2. The Governing Body & Headteacher will provide as necessary, policy, procedures, arrangements and supervision, sufficient to ensure to comply with all relevant H&S legislation, and will, so far as is reasonably practicable ensure:

· A school/workplace in a safe condition

· A safe working environment

· Safe systems of work

· Safe plant and equipment
· Safe access and egress to all areas of the school
· The safety of articles and substances for use at work and in the school
· Sufficient instruction and training supervision

3. In support of the above, the Governing Body & Headteacher will ensure an adequate process for all necessary risk assessments for the school to be carried out and communicated to all relevant persons, and for the significant finding to be properly incorporated into the school’s H&S procedures.
Rev Val Williams, Chair of Governors
Mrs Susan Chrysanthou, Headteacher
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Part 2:

Organisation and Responsibilities for Health, Safety and Welfare

The following H&S organisational structure, and roles and responsibilities are approved by the Governing Body & Headteacher of Furzefield Community Primary School.

1. The Governing Body

The Governing Body approves the H&S Policy of the school and monitors its successful implementation.  The Governing Body further ensures, as administrators of the school’s delegated budget, that sufficient and appropriate resources are allocated to implement the H&S Policies.  The Governing Body will specifically:
1.1  Include Health and Safety targets in the school development plan.

             Targets may include:

· Provision of facility for health and safety purposes.

· Reductions in accidents/incidents.

· Training for Governors/staff, and

· revision of policy/procedure

1.2  Nominate a Governor (H&S) as an H&S link between the Governing Body
       and the wider school community, who will stay up to date with school H&S 
       initiatives and inform the Governing Body accordingly.

1.3  Be informed and updated of Surrey County Council’s H&S Policy, and 
       receive advice and support from relevant Officers of SCC or Advisers acting 
       on SCC behalf.

1.4  Ensure that H&S is an agenda item on full Governing Body termly meetings, 
       and receive a termly H&S report from the Headteacher at this time.  This
       report should include information on,
· Progress of the H&S targets in the SDP

· Accident/incident analysis
· Relevant H&S information received from SCC or its Advisers.
· Suggestion on future H&S initiatives.

1.5  Facilitate any necessary review of the school’s H&S policy and procedure as

may become apparent via the strategies above.

2. Headteacher
As Senior Manager for the premises, and of all on & off site school related activities, the Headteacher is responsible for the day to day management of H&S.  The Headteacher will advise SCC/Governors of any H&S issue where their support or intervention, either via system or finance, is necessary & appropriate in order to effect the requirements of this policy.  In particular the Headteacher will ensure that:

2.1 The contents of this policy are brought to the attention of all relevant persons.

2.2  A process for risk assessments is applied within the school, and that:

· All appropriate areas/activities are covered, (as per “core” Risk Assessment schedule attached, together with any risks identified as specific in the school).

· Appropriate control measures are implemented, and that

· Assessments are monitored and reviewed as necessary

2.3 There is a management system for monitoring the effectiveness of health and safety arrangements, which form part of this policy.
2.4 Appropriate staffing levels for safe supervision are in place.

2.5 An adequate schedule of inspection & maintenance is in place to ensure a place of work in a safe condition and a safe working environment.  Inspection and maintenance will include:

· The fabric of the building.

· Play equipment.

· Fire appliances.

· Boiler/heating systems.

· Portable electrical appliances.

· Water systems.

· First aid/medical facility and equipment.

· Premises staff equipment.

· Curriculum specific e.g. gymnasia and fume cupboards.

2.6 An adequate needs analysis of H&S training is undertaken for school staff and sufficient resources are put in place to ensure appropriate training is carried out.  Appropriate training may include:

· Headteacher H&S awareness

· H&S Induction training (all new and temporary staff)

· Emergency/Fire Training for the whole school community.

· First Aid

· Risk Assessment
· H&S Coordinator

· Lifting and Handling

· Working at heights,

and any further specific H&S training identified by the training needs analysis as being necessary and appropriate.
2.7      Adequate and easily retrievable health and safety training records are
            available and up to date.

2.8      The school secures and maintains an arrangement for obtaining competent 

             H&S advice as required by the management of H&S regulations.
2.9       A termly H&S report is provided by the Governors.

2.10  The school cooperates and participates in the County’s H&S monitoring

             arrangements.
2.11   A school’s Educational Visits Coordinator is appointed and trained

              accordingly.
2.12  Contractors (including catering, cleaning and grounds staff) and other

             authorised visitors to the school are appropriately managed and

             monitored.

2.13 Appropriate procedures are in place for the reporting and recording, 

            investigation and follow-up of accidents and incidents.

2.14 Emergency/Fire arrangements are formulated and reviewed as necessary 

            and tested at least termly.


2.15     The fire risk assessment is updated annually and/or whenever significant

            changes or building works might affect the mean of escape.

2.16     An appropriate Deputy is suitably instructed to take day to day responsibility 

            for H&S in the absence of the Headteacher.

The Headteacher may delegate functions to other or single members of staff (e.g. School Business Manager and Premises Manager) who may be tasked with the H&S administrative arrangements for ensuring the above responsibilities are complied with.  The Headteacher will in any event retain the overall responsibility for ensuring that these responsibilities are carried out.

3. Deputy Headteacher
The Deputy Headteacher will take on the above responsibilities in the absence of the Headteacher.
4. Line Managers

Managers in charge of Curriculum Areas/Departments/Staff are responsible to the Headteacher for ensuring the application of this policy within the individual areas that they control.  In particular, the managers will ensure that:

4.1 The school’s risk assessment process is applied within their area and that control measures are implemented in accordance with the assessment and monitored and reviewed accordingly.

4.2 All accidents and incidents occurring within their areas are reported, recorded & investigated in accordance with the school’s procedures.

4.3 All persons they manage, or are responsible for, are aware of their specific roles in case of fire emergency.

4.4 Any equipment/appliance which has been identified as being unsafe is removed from service.

4.5 H&S inspections are carried out within their areas of responsibility within a timescale agreed with the Headteacher, and a report to the Headteacher is provided where necessary.

4.6 The H&S training needs of staff are identified and the Headteacher informed accordingly.

4.7 Staff are properly consulted on any matters that may affect their health or safety whilst at work.

4.8 New transferred and temporary staff receive appropriate H&S induction training.

4.9 First aid provision is adequate.

4.10 Pupils are given relevant H&S information and instruction.

5. Teaching Staff (including supply)

Teaching staff are responsible for the H&S of all pupils under their control and in particular must ensure:

5.1 Effective and appropriate supervision of the pupils that they are supervising.
5.2 That appropriate safety instructions are given to all pupils prior to commencing practical sessions.

5.3 That they are conversant with the school’s H&S policy and any arrangements specific to their own department.
5.4 They know the emergency procedures.
5.5 Where relevant, that all personal protective equipment is suitable and in good condition prior to issue.

5.6 That, where relevant, safety devices such as machinery guards are in good condition are used in accordance with good practice.

5.7 That they report any defective equipment to the relevant person.

5.8 All accidents and incidents are reported and reviewed or investigated.

6. Premises Staff
The Premises Manager and other caretaking staff are responsible to the Headteacher/School Business Manager, and in particular, will ensure:

6.1 The removal from service of any item of furniture, apparatus or equipment which has been identified as unsafe.

6.2 That any identified hazard is appropriately removed, isolated or contained as necessary to prevent danger.

6.3 That periodic H&S inspections are carried out at a timescale agreed by the Headteacher, paying particular attention to the building structure, services, access to/egress from the school, and the main circulation areas.  (These may be carried out with others such as governors, Premises Manager, School Business Manager etc.).
6.4 That persons they supervise only undertake work for which they are competent.

6.5 That any personal protective equipment issued to staff is suitable for the task and that training is provided in the correct use of the equipment.

6.6 That all staff work in accordance with safe working practices issued by the school, the County Council etc.

7. Health and Safety Coordinator

The Headteacher delegates the responsibilities of the Health & Safety Coordinator to the School Business Manager, with support from the Premises Manager. Together they carry out H&S functions and maintain an overview of the H&S organisation & management of the school, and report to the Headteacher accordingly.  Specific functions of the H&S Coordinator(s) may include:
7.1 Having an overview of the school’s H&S Policy and Arrangements, bringing amendments to the attention of the Headteacher where necessary.

7.2 Overseeing and supporting the school’s Risk Assessment/Risk Management process and advising the Headteacher of any deficiencies.
7.3 Carrying out, with the Headteacher and others as appropriate, the school’s accident/incident recording, reporting, and investigation arrangements.

7.4 Arrange for termly evacuation drills and weekly fire alarm tests etc.

7.5 Advising the Headteacher and/or County Council of any defect in the state of repair of the building or its surrounds which is identified as being unsafe, and take whatever local action is necessary to minimise the risk until repairs can be arranged.

7.6 Arranging for the repair, replacement or removal of any item of furniture or equipment which has been identified as unsafe.

7.7 Coordinating regular health and safety inspections, ensuring all areas of the establishment and all activities are covered.

7.8 Reporting to the Headteacher any situation which is unsafe or hazardous to health and which cannot be remedied from readily available resources.

7.9 Liaising with and monitoring, as far as is reasonably practical, the activities of contractors (including catering, cleaning and grounds staff) visitors and others on the site to ensure that any risks to the health and safety of staff and others are kept to a minimum.
8.     All Employees (including temporary & volunteers)
All employees are required to take care of their own safety and health whilst at work and that of others who may be affected by their actions.
Employees must also cooperate with the management of the school to ensure that all parties comply with H&S responsibilities.  In particular all employees must:

8.1 Participate in the school’s risk assessment process and comply with findings.

8.2 Report any defects in the condition of the premises or equipment of which they become aware.

8.3 Report all accidents/incidents in accordance with the school’s procedure.
8.4 Be familiar with the procedure to be followed in the event of a fire/emergency.

8.5 Make use, where relevant, of personal protective equipment provided for safety or health reasons.
8.6 To follow all relevant codes of safe working practice and local rules.

8.7 To report any unsafe working practices to their Line Manager.

Health & Safety Policy

Part 3:  Arrangements and Procedures for Health, Safety and Welfare

1.  Access Control/Security
Security within the working environment is the responsibility of all those on site. Regular checks, reports, and self-assessments are carried out through the working year, the results of which feed into a rolling security plan.

The Governing Body and School Leadership Team ensure that current measures are appropriate and adequate. This process assesses all access control measures to the site with improvements considered and implemented for vulnerable times, places and situations.
Staff are informed of the school’s security arrangements both formally and informally and updated with any security issues if and when they occur. This is done through leadership team/staff meetings and through a staff induction process for all new staff. 
Access Control (Site and Buildings) 
Adequate arrangements to secure the site are assessed by the Governing Body and School Leadership team. A rolling programme is in place to ensure that any additions and/or maintenance to the perimeter are addressed. Any arrangements for lettings or extended school activities are arranged on a separate basis. 
Staff of the school can access the building via a security fob.  Gates and fencing erected around the front car park and main entrance ensure that access to the site for parents and visitors is limited to the start and end of the school day and the start and finish of EYFS sessions.  A main entrance audio-visual link is used for visitor access to the site and buildings at all other times. 
There is also electronic access gate to the rear car park with an audio link to both the Children’s Centre reception desk and the school office. All pedestrian and playground security gates are padlocked during the school day, with gates unlocked only for arrival and departure times for pupils of the school.  
Appropriate signage is displayed on the site directing visitors, staff and pupils to the designated entrance to be used for access to the building. All staff are encouraged to ensure that doors and windows to their areas are secured at the end of the working day and these are additionally checked by the caretaker.
Visitors have restricted access to the school, reporting to the main reception area using the signing in and out book. Notices are displayed in reception clearly explaining the school’s safeguarding commitments and expectations of visitors, and also giving guidance on what to do in the event of certain incidents.  Where possible, visitors are accompanied by a member of staff. 
Visitor badges/labels are issued and visitors wear these at all times. Different coloured lanyards and/or badges indicate whether DBS checks have been carried out and verified, and all staff and pupils are aware of the colour coding system in use. Staff are aware of the school’s procedures and actively question all persons on site if they are unknown and not wearing a visitors badge. Information flow for staff leads to an awareness of day to day events so that staff can recognise the unexpected. 
All pupils entering the school later than the dedicated time of arrival must report to the School Office Reception desk, registering through the school system.  Any child leaving the site before the dedicated time should only be allowed to do so with prior arrangement through an appropriate member of staff and parents/guardians. No pupil is allowed to leave the school unless contact has been made with parents/guardians via written or verbal permission/agreement, or unless specific circumstances prevail. 
Keys for the school are given out under the agreement of the School Leadership team, limiting master keys to a restricted number. Key security is monitored on site by using a key inventory. All staff who have been allocated keys appear on the list, which is updated if staff leave, or if further keys are issued. All spare keys are securely locked away. All access to spare keys is logged. 
All contractors are made aware of the school’s policy for site access/security. 
A nominated person is in charge of any contractors, ensuring that they are aware of any security related issues that may be affected by their work. 
Trespass on site 
The school and grounds are not for general public access. Any person who enters the site without permission or a bona fide reason is a trespasser and should be asked to leave. It should be reported to the Headteacher if any trespasser refuses to leave the school premises and grounds, causes a disturbance, or enters after being asked to leave.  Staff should avoid any confrontation with the offender. 
Break and lunch time procedures 
The School Leadership team make appropriate arrangements for the supervision of pupils during break and lunch times. This information is given to all staff, including any part time/temporary staff on duty at such times. These arrangements are in written form, known and available to all staff. Lunchtime staff meet once a month with a senior teacher to discuss any issues/concerns and notes are kept from each meeting.
Lone working 
The Health & Safety Executive’s definition of lone working applies to anyone who ‘works by themselves without close supervision.’  At our school, lone working applies to:

· Children’s Centre staff, Outreach Workers, and the Home School Link Worker who make home visits.  These staff attend training for lone working.

· Premises staff who are the first to arrive and the last to leave the premises each day. (They work under the direction of a line manager, but are mostly unsupervised while carrying out their work).
· Senior Leaders who occasionally work in school, out of hours.
Staff are directed to the HSE non-compulsory guidance leaflet of May 2013 which can be accessed from the HSE website.

Personal safety – staff, pupils 
The School Leadership team review all of the current access control measures, to include limited access control out of school hours. Exterior lighting is present by all access and egress areas including the car park and other vulnerable areas. Information and instruction is given to both staff and students regarding the importance of personal safety whilst on site. This information is in line with guidance available from the Local Authority. Pupils receive information through inputs such as the ‘Stranger Danger’ message.  The school receives 
information of any issues which may affect children’s personal safety from the Police, Local Education Office and a cascade of information between Headteachers of local schools.  This is appropriately dealt with by the Leadership team, including passing on any information as and when required to staff, parents and children. 
All staff should be aware of their actions in case of emergency. Procedures are in place to ensure that the lines of communication through internal and external telephone systems are adequate. 
Criminal damage 
If criminal damage occurs on site, personal safety and security for the site may have been breached. All damage must be reported via Incident Report forms and notified to the police, where required. Any damage done must be assessed to ensure that access control measures are still in place, and that the damage will be attended to by contractors used by the school, as quickly as possible. Temporary arrangements will be put in place if the damage cannot be returned to ‘full standard’ straight away. 
Safety of property 
An intruder alarm system is fitted at the school, which is serviced by annual contract. 
It is intended that the alarm should be used at all times outside of the school day. Where possible, the alarm zoning facility will be used during lettings and/or out of hours activities, increasing security to unused buildings/rooms also adding to the personal safety of the staff at such times. The caretaker will ensure that the alarm is in full working order by carrying out regular visual checks of the system. A register of valuable items is kept updated.
Personal Property 
Children are asked not to bring personal property of value into school. Arrangements are in place for safeguarding equipment brought into the school by children when required for use in lessons (e.g. musical instruments). This will be in agreement with a staff member and the pupil/parent. 
Staff are responsible for all their own personal valuables brought onto site. These should be locked away securely at all times. Staff are reminded that no items of value should be left in vehicles in the car park.  Visitors are reminded that the school is not responsible for the loss of any personal items. 

Security of cash being held on site 
All cash on site will be kept to a minimum. Keys to any secure area are limited to nominated staff only. All cash is counted in a secure area with adequate arrangements made for cash collection or deposit. A bank collection service operates weekly so that staff do not have to take large amounts of cash to the bank. All amounts of cash held on site is covered by the nominated amount within the insurance criteria. Money is banked at least on a weekly basis or as agreed with the Leadership team.  Pupils are discouraged from bringing money onto site, unless for a specific reason. 
The school has a safe, kept in a secure cupboard, for storage of money kept on site.  
Insurance 
The School Business Manager and Leadership team ensure that the relevant level of insurance is in place to cover both the cost of loss or damage to property and its contents. A current inventory of relevant property will be held on site, updated as and when required. 
Verbal or physical abuse – to staff and students 
The school follow the Local Authority guidelines. All such incidents are recorded via the Accident/Incident Report form.
School lettings/ extended school use 
All arrangements for school security are discussed for each letting, highlighting any additional systems in place for the duration of the letting. Particular regard is given to personal safety.  Extended school activities and use of the school for polling station purposes is assessed with regard to any additional security systems to be in place.  
Fire detection systems/ arson prevention 
All of the current fire detection and fire alarm systems are regularly tested with records kept. Fire drills are carried out at least on a termly basis, with records kept. Staff/students are informed should current procedures change. 

Access control plays an important part in arson prevention. Staff are reminded of the need to limit the amount of combustible items held in and around the school. At all times staff must follow the waste procedures for the site. 
All fire, including arson or an attempted arson attack, is to be reported in line with Local Authority procedures.
Offensive weapons on site 
It is a criminal offence to carry an offensive weapon. The police will be called to deal with any person on site who is not a pupil and is suspected of having an offensive weapon. The offender will be reported to the Headteacher/police without confrontation by any member of staff. Personal safety of the staff member is paramount at this time. All incidents of this nature must be reported on the Incident Report form.
Emergency situations 
The school understands that there are a range of potential emergencies and crises, including bomb threats, vandalism, fires, floods and explosions,that could occur at the school.  These emergencies could lead to serious outcomes for all persons in and around the school area. 
An emergency planning group has been set up to develop school procedures for responding to emergency situations in school, including bomb threats. Guidance will be communicated to staff at Health & Safety staff meetings and will be published in the school’s Emergency Plan. The planning group will follow Surrey County Council’s Schools’ Emergency Plan Guidance, available online. The group will nominate staff to call and liaise with the police, to organise the evacuation and to co-ordinate the whole emergency.
Reporting security incidents 
All staff are aware that incidents of any security breach must be reported and recorded through the school’s reporting procedure. This should then be passed on to the appropriate areas (management, police/community support officer). 
All breaches of security must also be reported to the Governors’ Health & Safety Committee and Leadership Team, by using the Accident/Incident Reporting forms. 
Additional security issues for the school 
If any pupil displays behavioural issues which could create both personal safety and security issues, the school assesses this as an individual case. If any child presents a security risk, the appropriate staff should be aware of any additional procedures put into place. This is undertaken with the agreement of the Leadership Team and the parent/guardian of the child.
2.  Accident  Reporting, Recording & Investigation
The Headteacher should be informed of any accidents.  The School Business Manager and Admin Officer are responsible for accident reporting following SCC procedures and using the online Accident/Incident reporting system.
3.  Asbestos
The School Business Manager/Premises Manager is responsible for keeping the Asbestos Survey Record which is kept in the admin office.  This is provided for contractors and others working on site prior to starting any work on the premises.  No staff are allowed to drill or affix anything to walls without first obtaining approval from the Headteacher and checking the survey.  Staff should report damage to asbestos materials to the School Business Manager or Headteacher.  Only licensed contractors are permitted to deal with cases of asbestos disturbance or removal.
4.  Contractors
Only Surrey Authorised contractors are permitted on site.  Pre-site meetings are arranged with the Headteacher, School Business Manager, Premises Manager and Contractors.  During these meetings, arrangements are made for the induction of Contractors, to exchange health & safety information and agree safe working arrangements, risk assessments and frequency of liaison meetings.  The Headteacher, School Business Manager and Premises Manager monitor Contractors’ working methods, but staff should report any concerns they have immediately.
5.  Curriculum Safety (including out of school learning/study 
 support)

Teaching staff have a duty to undertake suitable written risk assessments prior to commencing hazardous activities.  If in any doubt whether an activity is hazardous, they must consult with the Headteacher.  Staff must be familiar with the procedures for authorisation of out-of-school educational learning/visits and with documented safe practice for physical education, sport, PE and other physical activities for which there is planned participation.  (OEAP National Guidance (Outdoor Education Advisors’ Panel) which has replaced SCC Guidance for Educational Visits and Outdoor Activities).                                                      
6.  Drugs and Medication
Parents must put requests in writing if drugs need to be administered at school.  Only prescription medicines which must be administered more than 3 times each day are administered by school staff.  Office staff take responsibility for storing and administering medicines.  Medicines have to be collected by parents, not pupils.  The folder entitled ‘Pupils’ Health and the Administration of Medicines’ is kept in the school office.  Key office staff who deal with medication are first aid trained and a list of all first aid trained staff of the school is kept in the office.  Photographs of pupils with known life-threatening medical conditions are displayed in the staffroom, medical room and dinner hall and for younger pupils, in the EYFS classrooms. Staff receive training for administration of life-saving medical treatment such as Epipens.
Staff are asked to complete a Personal Details form (at least annually) and this form includes a section for recording allergies and/or medical conditions. These notes are recorded on SIMS.

7.  Electrical Equipment (fixed and portable)

Staff visually inspect electrical equipment every day and must inform the School Business Manager if they have any concerns about the safety or efficiency of equipment.  Staff should not try to rectify problems themselves.  Portable Appliance Testing is carried out annually by our fully trained site manager.  Fixed electrical testing is carried out every 5 years.  Reports and certificates are kept in the school office.  Staff should immediately report any electrical equipment thought to be faulty to the School Business Manager.  Staff are discouraged from bringing their own electrical equipment into school. 
8.  Fire Precautions and Procedures (and other emergencies)

The Headteacher and Health & Safety Committee are responsible for undertaking and reviewing fire risk assessment. A termly fire drill is carried out at least every other term.  All staff lead children out via the nearest exit – fire exit information is displayed on classroom doors and fire exit doors.  Where there are two staff, the teacher leads the class out and the teaching assistant comes at the rear of the line to ensure that all follow.  All staff are informed of assembly points and escape routes.  The trained Fire Marshals - check the toilets and building before leaving and meet the Premises Manager by the main entrance door to the school.  Office staff are responsible for providing registration information to teaching staff so that a register can speedily follow evacuation of the school. Office staff will also refer to the Visitors Book to ensure that visitors are accounted for.  
The maintenance of fire extinguishers, fire blankets and notices is carried out annually by the approved contractor.  The site manager tests the fire alarm and emergency lighting at regular intervals, logging the information.  The Health & Safety Committee check that fire exits and fire escape routes are clear during the termly Health & Safety inspections.  
All staff, volunteers and visitors are made aware of the school’s invacuation procedure and a drill is carried out at least every other term. Staff have training on how to secure and barricade school rooms and the ‘stand-down’ word is notified to staff each term.
9.  First Aid

Teaching and support staff representing all phases and types of provision in the school receive emergency first aid training every three years through St. John’s Ambulance.  First Aid boxes are kept in the school medical room and the School 
Assistant is responsible for restocking first aid equipment.  In a medical emergency, the Headteacher, School Business Manager or Admin Assistant is responsible for calling an ambulance.  The Headteacher and office personnel should be informed immediately if an ambulance is called by another member of staff.  If a child needs to be accompanied to hospital, the Headteacher, or member of staff nominated by the Headteacher, would act in loco parentis.
Forest School staff attend separate specific ‘outdoor’ first aid training.

10.  Glass and Glazing

All glass in doors and side panels are safety glass and all replacement glass is of safety standard.  The Health & Safety Committee conduct a termly assessment of the school premises to establish compliance.
11.  Hazardous Substances
The school site manager records and maintains the record of hazardous substances and instructions.  All cleaning materials and chemicals are kept securely locked in the cleaners’ cupboards.  The caretaker and cleaners are provided with protective clothing, appropriate equipment and training to ensure the safe use of chemicals.

12.  Health and Safety Advice

The school buys into the Surrey County service provided by Babcock 4S to obtain competent health and safety advice.
13.  Housekeeping, cleaning & waste disposal

The Premises Manager is responsible for ensuring that school premises are kept clean and additionally minimises the accumulation of rubbish.  Rubbish bins are secured in an outside area away from the school building which is inaccessible to pupils.  Bins are chain padlocked to minimise the risk of movement/arson.  Glass and other sharp objects are disposed of by wrapping them securely in newspaper and then bagging separately for collection with the refuse bin collection.  Potentially dangerous items are disposed of appropriately e.g. taken to the local waste collection site.  Cleaners have a written cleaning schedule to follow.  Wet floor cleaning is carried out when pupils are not on the premises or with clear signage, blocking an area from access.  Rock salt/grit is used in icy conditions and snow cleared with shovels when necessary, to avoid falls and minimise the risk of slips. 
14.  Handling & Lifting

Premises staff and Specialist Centre staff receive manual handling training in accordance with local authority guidance.
All staff have undertaken Positive Touch training.                                                              
15.  Jewellery

The School Prospectus outlines the policy for the wearing of jewellery, in line with guidance given to Surrey schools.  The wearing of jewellery is not permitted, with the exception of small stud earrings.  Children unable to remove stud earrings are not allowed to join in with Physical Education lessons and clubs.
16.  Lettings/shared use of premises

The School Business Manager ensures the correct exchange of health and safety information and policies, to include restrictions on use of equipment, restrictions on accessible areas, staffing requirements, first aid provision, telephone provision, fire and emergency arrangements, standard operating procedures and agreement of responsibilities at school fetes and other Friends of Furzefield events.
17.  Long Term Evacuation Plan

The identified safe place for relocation following an evacuation is Woodfield School, Sunstone Grove, Merstham.
18.  Maintenance/Inspection of Equipment

Certain equipment requires periodic inspection, examination and testing e.g. ladders, steps, heating systems, PE equipment, PAT, fire alarms, emergency lighting, fire extinguishers.  Checks are carried out quarterly or annually either by school premises staff or approved contractors.  The school buys into specialist maintenance contracts so that gym and play equipment used in the school halls is tested annually.
19.  Monitoring the Policy

The Health & Safety Committee carries out termly inspections and monitors accident reports, trends and complaints with regard to health and safety.  The Headteacher is responsible for the day to day checks.  All staff have a duty to be vigilant and report any concerns regarding health and safety immediately to the Headteacher/School Business Manager.

20.  Personal Protective Equipment (PPE)

Protective clothing is provided to the site manager, cleaners and midday supervisors, as appropriate.  However, contractors are asked to carry out tasks which involve dangerous equipment and substances.  Risk assessments need to be in place for potentially dangerous tasks.
21.  Playground/Field Safety

The pupil/staff ratio at playtimes is officially 60:1.  There must never be fewer than 2 members of staff on duty.  At morning break times there are at least 5 members of staff on each playground, and this increases to between 9 and 14 at lunchtimes (as per rotas). This higher level of supervision ensures the safety and wellbeing of pupils. 
Play equipment is inspected regularly for safety but if it appears unsafe, it is the responsibility of staff on duty to ensure no one has access to it, and to report the defect immediately to the Headteacher or School Business Manager and/or Premises Manager.

22.  Reporting Defects

Defects and hazards should be reported to the Headteacher or School Business Manager.  Interim measures are taken pending rectification.

23.  Risk Assessments

The Headteacher is responsible for ensuring that risk assessments are undertaken, including those for staff who are pregnant or who have health problems.  Risk assessments are reviewed when the risk is foreseen e.g. prior to a school trip or when a member of staff becomes pregnant.
24.  School Trips/Off-Site Activities

The school follows the OEAP National Guidance (Outdoor Education Advisors’ Panel) and staff may continue to access appropriate sections of ‘Guidelines for Educational Visits and Outdoor Activities.’

The Educational Visit Co-ordinator takes responsibility for ensuring that risk assessments are completed and submitted on-line for all school trips and off-site activities and all such activities have to be separately approved by the Headteacher.  No child can go on a school trip without parent, guardian or carer written consent.  First aid kits are always taken on a school trip, checklists and risk assessments are checked and reviewed.  Parent helpers must have clearance through the Disclosure & Barring Service unless they are volunteering on less than 3 occasions per term.  A designated teacher will be the trip leader who will take responsibility for ensuring all volunteers and staff follow agreed procedures. 
25.  School Transport

The school leases a minibus and has a separate minibus policy that outlines health and safety procedures and arrangements, including guidance for pre-drive safety checks and advice for school minibus drivers based on RoSPA guidelines.                It is the responsibility of school staff to ensure adequate supervision of pupils for any journeys requiring the use of school transport.  When hiring transport for school visits, only licensed coaches with seatbelts, insurance and relevant experience are used.  
There may be occasions where a child or young person requires transport in an emergency situation or where not to give a lift may place a child at risk.  Such circumstances are always reported to a senior manager and parents/carers.  In such a case, the driver must have a second adult in the vehicle to act as an escort and knows that the safety and welfare of the child is the responsibility of both adults until the child is safely passed over to a parent/carer.  Records made will demonstrate that proper arrangements are in place to ensure vehicle, passenger and driver safety, to include having proper and appropriate insurance for the type of vehicle being driven.  Records will ensure that any impromptu or emergency arrangements of lifts can be justified, if questioned.

26.  Smoking

The school follows Surrey County Council’s Smoking at Work Policy (2007) and therefore smoking is prohibited anywhere in the school or in the school grounds, including use of e-cigarettes.  No smoking notices are visible to visitors to the school. This applies to events taking place outside normal school hours and applies to ALL individuals whilst on Furzefield School premises. The Governing Body expect all employees and groups who use the facilities at school to adhere to this policy.
27. Alcohol 
The consumption of alcohol during the working day is prohibited for all members of the school community.

The Headteacher must be consulted and permission obtained before arranging any functions at which alcohol may be consumed.

The separate Drug Policy details the school’s position to legally available substances on site.

28.  Staff Consultation
Health & Safety Committee meetings are held at least once a term, with terms of reference reviewed and amended annually.  Staff can raise issues of concern as they arise and are encouraged to do so without delay.  Staff are also encouraged to suggest health and safety improvements at Staff meetings, SLT meetings and Inset days dedicated to school development planning.  Items on Safeguarding and Health and Safety raised at staff meetings are written into the minutes, which are then available for distribution.
29.  Staff Health & Safety Training and Development

New staff are briefed about Health & Safety arrangements by a member of the Senior Leadership team, as part of their Induction Programme.  Safeguarding and health and safety issues are raised, both formally and informally, during weekly meetings for teaching staff and separately, for support staff.  All staff are issued with a copy of the DCSF ‘Guidance for safer working practice for adults who work with children and young people.’
The Headteacher and School Business Manager establish minimum health and safety competencies for certain activities e.g. use of hazardous substances, work at height, use of VDU’s and of certain roles e.g. the caretaker, through reference to the SCC Health and Safety Manual and when appropriate, through seeking advice from the SCC Health and Safety Advisor.

30.  Staff Well-being/Stress

The school buys into the Employee Assistance Programme so that staff can access free advice and support when needed.  The Headteacher consults with the Senior Leadership Team and directly with staff, to ensure the day to day well-being of all staff and is proactive in tackling or removing barriers and aspects of potential stress.  A culture of mutual support is embedded in the school.  Any staff member with concerns for themselves or for another member of staff is able to seek advice and support from Reviewers, Mentors and Senior staff.
The Headteacher and School Business Manager can also refer staff for support through Occupational Health, especially if long term wellbeing is an issue and work may be affected.
The Headteacher and SLT implement initiatives to support staff well-being and to alleviate stress.  Babcock 4S Personnel advice is sought when appropriate.  Staff views are sought on a variety of school matters to ensure that their voice is heard.  There are also regular 1:1 reviews for all staff.  Emergency contact details are kept for staff in the event of illness or injury.

31.  Supervision (including out of school learning activity)

Pupils are never left unattended at any time that they are in school or on school trips.  All staff, governors and regular volunteers/visitors have a current Disclosure & Barring clearance.  The teaching ratio is 1:30 with a qualified teacher and 1:15 when Teaching Assistants are in charge of a class.  At break time, the agreed ratio is 1:60 with a minimum of two adults at any time.
32.  Swimming Pool Operating Procedures

The school does not have a swimming pool on-site.  However, pupils from Year 4 and the Specialist Resource Centre attend weekly swimming lessons at a local Sports Centre, on the site of a nearby private school which has its own swimming pool policy and supervision requirements.  Pupils travel by school minibus accompanied by an escort, as well as the driver.  Our school provides staff for poolside and changing room supervision, in addition to the supervision provided by the swimming teacher and poolside staff at the Sports Centre.  Pupils are clearly informed of the procedures, arrangements and instructions they must adhere to while they are attending swimming lessons.
33.   Use of VDUs/Display Screens

Staff who make significant use of VDUs are aware of health concerns, the need for regular eyesight tests and advice on the maximum time to spend without a break.  Risk assessments are carried out for these staff.
34.   Vehicles on Site

Only staff and authorised visitors may park in the front and rear staff car parks.  No entry is permitted to the school site without authorisation by the School or Children’s Centre office staff, who are able to monitor visitors via the school’s security entrance systems.  In the occasional event of vehicles needing to access the school site within the security entrances, this is done when no children are outside on playground areas e.g. Grounds Maintenance vehicles, Education bus, Children’s Centre bus.  Movement of vehicles on site is monitored by the Headteacher, Children’s Centre Co-ordinator, School Business Manager and Premises Manager to ensure that this happens outside of the school day where possible and otherwise, to ensure the safety of pupils on-site. 
35.   Violence to Staff/School Security
All external doors from the school buildings must be kept shut.  Security gates are locked, other than the times when parents and pupils are arriving at or leaving school.  All visitors access the school via the school’s security system and must be expected or known.  If in any doubt, a visitor will not be allowed into the school building before appropriate checks are made.  Visitors must sign in and out and wear an appropriate visitor’s badge while on-site.  Members of staff must report all incidents of verbal and physical violence to the Headteacher and School Business Manager.  It is important for staff to alert another adult of potential danger to themselves or to others, if necessary and safe to do so.
36.   Working at Height

The school follows Surrey County Council guidance on the restrictions on staff using steps and ladders.  No pupils are allowed to use ladders or climb on furniture.  Contractors must follow HSE guidelines on working at height and if these are not followed, contractors may be instructed to cease activity by the Headteacher or School Business Manager.  Staff are familiar with SCC guidance on the safe use and restrictions of steps, ladders and furniture for working at height.
37.   Work Experience

Work experience students attend a pre-placement meeting to ensure that they understand key health and safety requirements for the period of time spent in school.  Students are supervised at all times and insured through SCC school arrangements.  The Deputy Headteacher liaises with HCS and school or college co-ordinators of work experience placements to ensure requirements for safety and training are met.
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