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Arundel Court Primary Academy Health & Safety Policy 
June 20 - Due to Covid-19, some members of staff maybe working remotely from home more often than usual.  As a result of this, staff are reminded to still adhere to this policy.
The Governors of Arundel Court Primary Academy recognise and accept their responsibility to provide a safe and healthy working environment for all staff, pupils and other users of the school.

Statement of Intent
The objective of this policy is to:-

· Establish a safe environment throughout the School.

· Provide and maintain safe and healthy working conditions, equipment and systems of work for all staff and pupils.

· Provide information, supervision and training that is required for this purpose.

Organisation
· The Governors of these schools share the responsibilities with Chichester Multi Academy Trust for Health and Safety.

· The Headteacher has daily managerial responsibilities for Health and Safety.

· All staff have responsibilities for taking reasonable care of their own health and safety and that of others who may be affected by what they do or not do.

· All staff are responsible for reporting situations which may present a serious and imminent danger to the Headteacher, Deputy Headteacher, School Business Manager or Health and Safety Team.

· All staff are required to use equipment safely.

· Specific responsibilities are identified in this policy document as well as in job description where appropriate. The competent person is the Site Manager, assisted by the School Business Manager
· The Health and Safety team may include: Governor Representatives, First Aiders, Site Manager, Technical staff & out of hour’s coordinator.
· Site Managers & Assistants carry out daily checks – of the Grounds & Buildings

· External Risk Assessments – are carried as and when needed, and are updated when appropriate. Internal Risk Assessments are carried out daily or as and when needed by the Site Manager. 
A – FIRE

· Fire notices detailing procedures to follow are displayed in all teaching areas, staffroom, meetings room, halls and offices.
· Fire exits are clearly signposted.

· Fire alarms are tested weekly by the Site Manager.

· Fire drills are carried out once a term and recorded in the file and reported to the Governors in the Headteacher’s report.

· All fire extinguishers are checked annually by approved contractor
B – Bomb Scare
· Person who receives warning must notify the Headteacher or Deputy Headteacher, or appropriate person in Headteacher’s absence, who will inform the Police and Fire Services.

· The school will be evacuated immediately following the fire drill procedures.

· Staff must not attempt to remove cars from parking area.

· Nobody should re-enter the building until it is declared safe by the police.

C – Accidents / incidents
· All accidents (staff and pupils) involving injury and incidents that cause concern must be reported. These reports are on the school staff share folders on all PCs. Completed reports will be sent off by the School Business Manager to the Health and Safety Unit at Portsmouth City Council. All such incidents are reportable as they may lead to compensation claims for injuries.

· A system for recording bumps, bruises and minor injuries is also in place. This can be found in staff share. Notes accompany the child home to inform the parents.
· The list of First Aiders and First Aid provision, is in the First Aid Policy in the Offices.
· All staff must familiarise themselves with the First Aid arrangements at this school.

D – Medicines

· See Administering Medicine in School Policy.

· Parents are responsible for ensuring that staff & the school is informed and updated of children with medical problems concerning their Child (ren).

· All staff must familiarise themselves with these arrangements.

· All classrooms will have a list of medical conditions, including allergies, in the classroom – and this information to be stored confidentially. 
E – Heating and Ventilation
· The heating system will be reviewed regularly by outside contractors.

F – Electricity / Equipment
· No-one should carry out work of an electrical nature unless competent to do so.
· An annual electricity check will take place on all equipment.

· Equipment should only be used for the purpose it was intended.

· Defective equipment must be reported to the Site Team who will remove it and label it accordingly.

· Plugs and leads will be inspected regularly.

· All electrical equipment should be placed on the audit and security marked.

G – Control of Hazardous Substances

· Chemicals dangerous to health will be kept under close supervision at all times by the Site Manager.

· Chemicals must be kept in a safe place

· Cleaning cupboards must be kept locked when not in use.

· All waste products are to be considered toxic inclusive of body waste.

H – Site Security

· Security locks are on each main entrance door.

· Security doors must be closed at all times and staff must ensure they close behind them.

· All visitors must sign in and be given a visitors’ badge to wear at all times. Anyone seen in the school building not wearing a visitors’ badge should be challenged by staff.
· Children returning or brought to the school at unofficial times during the day must be signed in or out at the office.

· Arundel Court Primary Academy have installed a security system to operate on site: externally with cameras and monitors.

· All staff are responsible for making the classrooms secure 
· when vacated.

· The Site Manager and Cleaners leave the building at 6.30pm daily. It is the responsibility of the Site Manager to ensure the building is secure and the alarm system activated before leaving the premises.

· Staff should be vigilant about not remaining in the building alone.

· School gates are locked at 9.05am until 3.00pm and staff are responsible for locking them should they leave / return during the school day. 

· Contact Police (9-999) immediately if security is breached and intruders are non-co-operative.

I – Violence / Aggressive Behaviour

· Incidents of this kind should be reported as soon as possible – see Whole School Behaviour Policy.

· Should any incident involve physical violence against a member of staff it will be reported to the authority. Support for the teacher will be provided.

J – Specialist Areas

· Specific hazards exist in various curriculum areas – PE, Science, DT and Cookery. Any defects or hazards should be reported immediately to the Headteacher, Site Manager, Health and Safety Team or the School Business Manager as appropriate.

K – Off-Site Activities

· Please see separate policy / guidelines.

L – Risk Assessments

· Site Manager – Daily checks of grounds and buildings – including Foundation Stage playground and Nursery.
M – Safety and Science

· Please see Teaching & Learning policy located in the office, and ASE safety in Science booklet.

N – Supervision

· During playtime sessions the children are supervised by members of staff.
· The Senior Lunchtime Supervisor provides a rota identifying lunchtime supervision.

· First Aid duty is provided by the Trained First Aiders. Please see First Aid Policy for list.

O – General Safety Points

· All personnel and children should walk and not run in the school building.

· The building and grounds are a smoke-free environment (signs around the ground indicate this). 
· Dogs are also not permitted anywhere in the building or on the school grounds.

· A list of emergency contacts for staff and children are kept in the school office.

· On the grounds of Health and Safety children are not allowed to wear jewellery in school, the only exception being studs in pierced ears. Children are asked either to remove these during PE and games or cover them up with tape. This also applies to nose studs.

· The school only uses coaches and mini buses where seat belts are provided. Children are instructed to use seat belts at all times when being transported.

Monitoring and Review

· The Governing Body delegates to the Site Manager and School Business Manager to be responsible for health and safety matters. It is our responsibility to keep the governing body informed of new regulations regarding health and safety, and to ensure that the school regularly reviews its processes and procedures with regard to health and safety matters. This team also will liaise with the LA, Chichester Multi Academy Trust and other external agencies, to ensure that the school procedures are in line with those of the LA and Chichester Multi Academy Trust
· The Headteacher implements the school health, safety and welfare policy on a day to day basis, and ensures all staff are aware of the details of the policy as it applies to them.

· The Site Manager and School Business Manager will report to governors termly on health and safety issues.

· This policy will be reviewed at any time at the request of the governors, or at least once a year.

Signed ……………………………………..

……………………………………………..

Headteacher




Chair of Health and Safety (Governors) 
Date: June 2020
Review Date: June 2021
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Make a difference…be outstanding!








