
Health and Safety Policy

Introduction

This policy statement should be read in conjunction with the Health and Safety Policy statement of Kirklees Metropolitan Council.

The LA is the employer.

Context
The Health and Safety at Work Act 1974 imposes a duty of care on employers in workplaces.  The Governing Body will ensure compliance with all current and future Health and Safety legislation appertaining to educational establishments.  Schools must ensure that the guidance already issued to schools regarding COSHH (Control of Substances Hazardous to Health) Regulations are complied with.  Advice on these matters is available from Mrs L Clark and her team at Kirkgate Buildings, Byram Street, Huddersfield (Tel 01484 225248).  This policy is designed to ensure that the Governing Body, through its delegated powers, promotes, establishes and consolidates such measures as are reasonably practicable to foster the safety, health and welfare at work of all employees and all other users of these premises.  It is based on the Health and Safety at Work Act and EC Directives.

Responsibilities

The following members of staff are responsible for curriculum areas and as such must be aware of the necessity to report any situations which might adversely affect the welfare and safety of students or staff.

The Competent Person

The competent person under the terms of the policy is Mr C S Naylor, College Business Manager.  

Heads of Department

English
Mrs Vrey
Mathematics
Mrs E Briggs
Science & Technology
Mrs S Jagger
Modern Languages
Mrs G Shaw/Mrs C Yeomans
Creative Art
Mrs H Toulson-Bennett
History
Mrs C Emsley
RS
Mrs E Nicholls
Geography
Mrs Z Hillam
Drama
Miss S Bradshaw

Physical Education
Miss L Staveley
Information Technology
Mrs A Miller
Careers
Miss K Bennett
Music
Mr C Hanks
Learning Support
Mrs H Travis
Fire Officer

Fire Warden

Mr C S Naylor

Supervision of fire regulations and practices

Mr C S Naylor

All other staff have a responsibility to take reasonable steps to determine that:

· areas are safe before commencing activity

· equipment is safe to use

· safe procedures are followed

· protective equipment is used as required

· defects are reported to the caretakers as defined in problems with plant

· students and visitors understand and comply with Health and Safety requirements as appropriate.

Students and visitors should be made aware of their responsibilities.  It is expected that each person will behave at all times in a manner which shows regard for the health, safety and welfare of others.

Copies of the fire drill will be displayed in all classrooms.

During evenings and weekends when the hirers are using the Sports facilities, the same fire regulations will apply.  The school has a fire evacuation procedure sheet for each hirer.

It is the duty of all people within this institution to raise students’ awareness of Health and Safety matters as they affect themselves and others.

Risk Assessment

Design and Technology

This area is involved in an annual visit for the purpose of servicing the machines in the workshops.  The school also receives at this time a record of the condition of the machinery and a list of the work needed to be undertaken to remedy any defects.  This work has been completed as a matter of priority along with the necessary servicing of the equipment.

Physical Education

There is an annual inspection of this area and the school of necessity responds to correct defects which are found to be detrimental to health and safety.

Glazing Survey
A whole survey was carried out in the spring of 1995 and a further ground floor inspection was completed in May 2003.  Windows which require replacement in the future will be in accordance with the appropriate glazing regulation.

Electrical Testing

Electrical testing of all portable appliances is carried out annually by an outside agency – 
S G Ellis Ltd.  A full database has been created for all the electrical equipment in school and the individual items are tested regularly, according to the legal requirement.
Every five years there is a fixed installation test carried out by the Local Authority.

Accidents

The school has adopted and implemented the Kirklees LA revised policy on accidents.

All accidents must be reported to the office staff.  Details of each accident must be entered into the ‘Day Book’ and also onto the sheets entitled ‘Record of Minor Accidents to Students’.  In the case of a serious accident (where the victim is hospitalised for 24 hours) the office staff responsible for the original entry in the Accident Day Book must contact 
Mrs Clark, Premises and Safety Liaison Officer for the LA (Tel 01484 225248) to give details of the accident.

There are separate accident sheets for accidents to members of staff, students and visitors or contractors.

The first adult person on the scene of an accident should fill in an accident report obtainable from the main office.

Qualified First Aider’s will deal with the situation and decide on the appropriate course of action for an ill or injured student.  For serious cases, students are to be transported to hospital by a senior member of staff whenever possible and they are to be met at the hospital by a member of the family.

Lunchtime supervisors Mrs L Brown and Mrs E Sutcliffe also hold valid First Aid Certificates and during the lunchtime period when events prove necessary, will adopt the same procedure as the office staff.

Visitors

Visitors should report to reception at the main office.  They should sign in and be issued with a visitor’s badge.

Arrangements for the Supervision of Students
Members of the teaching staff are required to fulfil supervision of students as part of their contractual duties.  These are dispersed throughout the year and are clearly defined on the Staff Duty List 2010 – 2011 (see Staff Handbook).  The duties are specifically for the early morning session before the commencement of morning school, and for the duration of the morning break period.  It is assumed that all members of the teaching staff are on duty at the end of the afternoon school and that they will report any incidents at this time to any of the senior members of staff.

Off-Site Activities
There is documentation in the Staff Handbook which gives guidance to members of staff involved in school trips and visits entitled ‘Organising Educational Visits’.  This outlines the respective forms which must be presented to the Governing Body and the LA prior to an Educational Visit and explains the need for a student/teacher ratio of 15/1 and if the travelling party consists of mixed sexes, then the members of staff must be represented by a male and female member of staff.

Students who undertake ‘Work Experience Placements’ are covered through the Calderdale and Kirklees Careers Service for all aspects of insurance in compliance with Health and Safety at Work.

The use of mini-buses is also covered in a document entitled ‘Driving a School Mini-bus’.  This document gives guidance on road safety etc and explains the necessity for any such driver to be approved by the LA and to be the holder of the appropriate LA current driving certificate.

Fire and Other Emergencies
Details of the emergency procedure are in the Staff Handbook which is issued to all staff.

The warning signal for the evacuation of the building is a continuous bell.  This can be heard throughout the building.

Fire Notices are displayed in all rooms and work areas.  Form teachers should ensure that students are aware of the fire regulations and the exit points to be used in the case of an emergency.

Registration in a morning and afternoon is most important.  Printouts of these registers along with the list of late arrivals, the list of visitors and the staff lists, will be used as a personnel check when there is an evacuation of the building.

During an emergency evacuation, re-entry to the building is not allowed until the all clear has been received from the fire officer or other official in charge.  Mr Naylor will then indicate from the tennis courts when individuals should re-enter the building, and this should be in an orderly manner.

Fire Warden and Fire Officer – Mr C S Naylor

The fire alarm system and the fire exits lighting within school is regularly checked and tested every three months by the Fire Inspection Section of Kirklees Council Planning Department.  The fire extinguishers are checked annually by ‘UK Fire International’ who are sub-contractors of the council.  Any problems encountered with the fire alarm system or fire-fighting equipment should be reported to Mr Naylor and the contact personnel in the authority are:

Mr Bob Eastwood

Senior Fire Safety Officer for Kirklees Council Buildings

Mr Bob Eastwood

Fire Inspector for Spen Valley Sports College
Tel:

01484 221561

There is also an annual fire inspection carried out by the fire service.

All personnel in the building are expected to be responsible, and in the case of an emergency they should break a warning glass on the fire alarm system and immediately evacuate the building.

Reporting and Monitoring Health and Safety Issues

Members of staff are encouraged to pass on information to any member of the Senior Leadership Team any time, and it has been established for many months that Health and Safety will feature as an item on the agenda of each Head of Departments meeting.  The Governing Body has appointed Mr C Wooller as their representative on Health and Safety issues.

Arrangements for Reviewing the Policy Statement
This policy has immediate effect.

The Governing Body will review this Policy Statement on an annual basis or more frequently, should the need arise, e.g. on the publication of new regulations or on the receipt of new documentation from the LA.
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