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This policy should be read in conjunction with the policies listed in section 17 and associated roles and

responsibilities should be observed and complied with.

1.0

11

12

1.3

14

Our Schools

The Multi-Academy Trust (MAT) is known as the Four Cs. The Schools within the MAT
consist of:

Arthur Mellows Village College
Discovery Primary Academy
Fulbridge Academy

Hampton Vale Primary Academy
Ken Stimpson Academy

Manor Drive Primary Academy
Manor Drive Secondary Academy

= =4 =8 -8 -84

A N Other school (to be added as other schools join the Four Cs MAT).
Introduction to our Health and Safety Management System
Our Health and Safety Management System (HSMS) is designed to:

1 Promote continuous improvement in the way our school manages safety.

i Fitinto the overall management of the school.

T Include the school structure, planning activities, practices, procedures, and resources
for developing, implementing, reviewing and maintaining safety, health and welfare.

The HSMS sets out the issues to be addressed and is a tool to develop improvement
programmes and self-audits or assessments. It is based on a document produced by
the Health and Safety Executive (HSE), How to Successfully Manage Health and Safety,
HSG (65).

There are five key steps to achieving a successful HSMS. These are shown in Figure 1
below.

POLICY AND
COMMITMENT

AUDIT
AND REVIEW

MEASURING IMPLEMENTATION
PERFORMANCE
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To facilitate easy referencing, the management system has been divided into several
chapters. These are detailed below:

1 Chapter 1 - Policy and Commitment, which includes our Statement of Intent,
organisation, and arrangements the Headteacher will need to ensure are included in
our HSMS.

Chapter 2 - Planning and Implementing

Chapter 3 - Measuring Performance

Chapter 4 - Audit and Review

Chapter 5 - About our Specific Policies

Chapter 6 - Policy Review

Chapter 7 - Glossary

Chapter 8 - Resources

E R I ]
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Chapter 1: Policy and Commitment

2.0

21

2.2

2.3

24

Statement of Intent

This is a Statement of Organisation and Arrangements for the Four Cs MAT and all
schools within the MAT. In accordance with the Health and Safety at Work etc Act 1974,
it is the policy of the Board of Trustees to ensure, so far as is reasonably practicable,
the safety, health and welfare at work of all staff and to protect non-employees such as
students, visitors, contractors and other persons at the school from injury and ill health
arising from any work activity. The successful implementation of this policy requires the
full support and active co-operation of all staff, contractors, visitors, hirers and students
of the school.

The School will, so far as is reasonably practicable:

a) Ensure that adequate resources are made available to ensure the effective
implementation of this Policy and to ensure the health and safety of staff and others
affected by the School ds activities;

b) Ensure that advice is sought from competent persons on legal requirements for
health and safety and on current best practice;

c) Ensure that suitable and sufficient assessments are undertaken and recorded of all
significant health and safety risks to staff, students, visitors and other third parties,
from its work activities and that any control measures adopted are selected using
the hierarchical approach to risk control required by the Management of Health and
Safety at Work Regulations;

d) Provide and maintain plant and systems of work that are safe and without risks to
health;

e) Make arrangements for ensuring safety and absence of risks to health in
connection with the use, handling, storage and transport of articles and substances;

f) Maintain any place of work under its control in a condition that is safe and without
risks to health;

g) Provide and maintain a working environment for its employees and visitors that is
safe, without risks to health, and adequate as regards facilities and arrangements
for staff welfare at work;

h)  Provide such information, instruction, training and supervision as is necessary to
ensure the health and safety at work of its employees, trustees and governors,
including temporary staff and visitors, and information on risks for visitors and
employees of other organisations who are working in our premises;

i) Provide for the use of its staff, students, visitors and other third parties, such
personal protective equipment as is necessary to ensure their health and safety at
work;

) Give special consideration to employees or visitors with disabilities or language
difficulties that may affect their awareness and/or understanding of health and
safety information;

k)  Make arrangements for the provision of a suitable occupational health service for
staff;

)] Monitor heal t h and safety performance to
Safety Policy is being implemented and health and safety standards are being
maintained and progressively improved,

m)  Develop and maintain a positive and proactive health and safety culture.

The School will ensure that adequate mechanisms are in place to effectively consult with
interested parties and their representatives on health and safety matters.

The School recognises Health and Safety as an integral element of its organisation, and
it will be given equal status alongside other management functions.
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2.6

2.7

2.8

2.10

211

2.12

The School will ensure that appropriate systems are developed and maintained for the
effective communication of health and safety matters throughout The School.

The School is committed to continuous improvement in health and safety performance
and to this end will develop a Health and Safety Action Plan identifying key targets and
areas for improvement in health and safety management and risk control. Progress with
this plan will be monitored regularly by the Headteacher and the Local Governing
Committee.

All contractors and consultants working for The School are required to comply with this
Policy.

The School will ensure that procedures are established for appointing and monitoring the
competency of contractors.

The School will ensure that this Policy is effectively communicated to all staff.

The Trustees are committed to playing an active role in the implementation of this
occupational Health and Safety policy and undertakes to review and revise it in light of
changes in legislation, experience and other relevant developments.

Failure on the part of any School employee, irrespective of their position, to comply with

this Policy, including any safe system of work, may render that employee liable to
disciplinary action and could result in criminal/civil proceedings.
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3.0

3.1

3.2

3.3

34

341

3.4.2

3.4.3

3.4.4

3.45

Organisational Responsibilities for Health and Safety

Health and Safety Management of Schools requires School Staff and the Board of
Trustees to work together to ensure health, safety and wellbeing objectives are achieved.

Organisation Chart

Staff (Department
Heads, Teachers,

Teaching Assistant|
Support Staff

Chair of
Chief Executive
Trustees / Officer (in control o Headteachers Other people at the
school (cleaners,
visitors, contractors
outside
maintenance

Board of MAT)
Trustees

personnel, studentg
members ofthe
public)

Health and Safety is everyoneds respons
approach to the promotion and development of Health and Safety in schools. Below are
those with special responsibilities and their responsibilities under this Policy.

The Board of Trustees . In consultation with the Chief Executive Officer, the Board of
Trustees will:

Ensure that suitable resources and strategic direction are available to discharge the
School 6s health and safety responsibili:?

Identify and evaluate all risks relating to accidents, health and school sponsored activities.

Identify and evaluate risk control in order to select the most appropriate means of
minimising risk to staff, students and others.

Monitor, via reports, the overall performance of the Schools health and safety
management systems.

In particular the Board of Trustees undertakes to provide:

A safe place for staff and students to work, including a safe means of entry and exit.
Plant, equipment and systems of work, which are safe.
Safe arrangements for the handling, storage and transport of substances.
Safe and healthy working conditions which take account of all appropriate:
i. Statutory requirements
. Codes of practice whether statutory or advisory
iii. Guidance whether statutory or advisory.

apow
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3.5

351

3.5.2

3.5.3

3.54

3.55

3.5.6

3.5.7

3.5.8

3.5.9

3.5.10

3.5.11

3.5.12

e. Supervision, training and instruction so that all staff and students can perform their
school-related activities in a healthy and safe manner. Within the financial resources
available, staff will be offered health and safety training appropriate to their duties and
responsibilities. Students will receive such training as is appropriate to the school-
related activities in which they are involved.

f.  Necessary safety and protective equipment and clothing together with accompanying
guidance/instruction.

g. Adequate welfare.

The Headteacher . The day-to-day responsibility for all school health, safety and welfare
organisation and activity rests with the appropriate Headteacher, who will

Implement the requirements of this Policy and for ensuring compliance with all health and
safety legislation within the School.

Ensure a positive health and safety culture is evident and a proactive approach to health
and safety management is adopted within the School.

Demonstrate a personal commitment to health and safety by providing visible and active
leadership and leading by example.

Ensure all School decisions (including new projects, procurement decisions, contractor
selection, office moves etc.) fully take into account health and safety considerations and
that health and safety risks are considered at an early stage during project design and
planning.

Ensure that School employees recognise health and safety as an integral element of their
work, and that health and safety is given equal status alongside other management
functions.

Ensuring the objectives and content of the Health and Safety Policy are fully understood
by all and that all staff under their control are made aware of their duties and
responsibilities in line with the Policy.

Ensuring that this Policy is brought to the attention of all employees.

Ensuring that health and safety is adequately resourced with both time and finances and
that managers make adequate provision in their budgets for managing health and safety,
to assist them in achieving the standards laid down by health and safety legislation,
Policies, Performance Standards, etc.

Ensuring that the job descriptions of Managers, School Departmental Heads, and
Responsible Persons, contain specific areas of responsibility for health and safety
management relevant to their Service Area and school function.

Ensuring suitable persons are nominated to undertake key health and safety functions
within the School, such as risk assessors, (to carry out Display Screen Equipment,
manual handling, Hazardous substances, fire or other risk assessments), fire wardens,
first aiders etc. and to ensure these individuals are adequately supported and suitably
trained.

When necessary, seek competent advice and guidance from the Site Manager who will
facilitate contact with a health and safety specialist where necessary.

Ensuring that within the School, adequate provision is made for consultation with
employees and appointed safety representatives, on health and safety matters and within
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3.5.13

3.5.14

3.5.15

3.6

3.6.1

3.6.2

3.6.3

3.6.4

3.6.5

3.6.6

3.6.7

3.6.8

3.6.9

3.6.10

3.6.11

goodtime. As a mini mum, Ohealth and safetybo
Governor and Trustee meetings.

Ensuring school staff attendance at Institution of Occupational Safety and Health (IOSH)
Managing Safely training where appropriate.

The Headteacher will bring to the attention of the Trustee Board any significant health
and safety issues, will involve the Trustees in any policy matters and bring to their
attention health and safety guidance received from enforcement authorities.

To ensure that the duties of the client are complied with under the Construction Design
Management Regulations 2015 for all construction projects on school sites which includes
ensuring evidence is retained to show competency of trades used.

Employees . All School employees are directly responsible for:

Taking reasonable care for the health and safety of themselves and of other persons who
may be affected by their acts and/or omissions.

Co-operating fully with their Manager or Responsible Person on all matters pertaining to
their health and safety at work.

Not recklessly or intentionally interfering with, or misusing any equipment, safety devices
etc. that has been provided in the interest of their health and safety at work.

Reporting promptly, in the first instance to their manager or responsible person, any
accidents, injury, significant near miss, incident of violence and aggression, cases of
work-related illness.

Report to the relevant manager, any defect, hazard, damage or unsafe practices or other
items that could give rise to an unsafe place of work or cause injury or ill health to others.

Wearing any protective clothing or equipment and using any safety devices that have
been provided for their health and safety while at work.

Observing safety rules, complying with codes of practice, corporate and departmental
health and safety policies and guidance, and adhering to safe working procedures at all
times.

Acquaint themselves with, and comply with, the procedure to follow in case of a fire or
other emergency.

Attending health and safety training as directed and undertaking their work activities in
accordance with any health and safety training provided to them.

Attending local health and safety induction as soon as reasonably practicable on
commencement of employment.

Wearing any authorisation badge/identity card that is issued to them, so that the
authorisation badge/identity card is readily visible whilst on school premises.
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3.7

3.7.1.

3.7.2

3.7.3

3.7.4

3.7.5

3.7.6

3.7.7

3.7.8

3.7.9

3.8

3.8.1

3.8.2

3.8.3

Staff with Special Responsibility
The following staff have special responsibility:

Heads of Department

First Aid Coordinator

Site Manager

Special Educational Needs Coordinator
Support Staff Managers

E ]

These job-holders will be responsible for:

The local arrangements to ensure the effective control of risks within the specific areas
under their control.

The local arrangements for the purchase, inspection and maintenance of equipment and
its specification.

The coordination of the school's Health and Safety policy in their own department or area
of work, directly responsible to the Headteacher for the application of the health and
safety procedures and arrangements.

Establishing and maintaining safe working practices including arrangements for ensuring,
as far as is reasonably practicable, the absence of risks to health and safety in connection
with the use, handling, storage and transport of articles and substances, eg chemicals,
hot water, sharp tools, etc.

Resolving health, safety and welfare problems referred to them by members of their staff
or referring to the Headteacher or line manager any problems they are unable to resolve
within the resources available to them.

Ensuring that risk assessments are carried out when necessary, and on a regular basis
within the overall programme for the school, on the activities and equipment for which
they are responsible.

Ensuring, as far as is reasonably practicable, that sufficient information, instruction,
training and supervision is provided to enable employees and students to avoid hazards
and to contribute positively to their own health and safety

Obtaining relevant advice and guidance on health and safety matters.

Shall carry out annual safety audits and inspections of the Department or activities for
which they are responsible.

Special Obligations of Any Class Teacher

In addition to the general responsibilities of employees, outlined above, class teachers
are expected to:

Raise any health and safety concerns outside their control related to their class area with
their immediate line manager.

Exercise effective supervision of students and know the emergency procedures in respect
of fire, first aid and other emergencies, and to carry them out.

Know the particular health and safety measures to be adopted in their own teaching areas
and to ensure that they are applied.
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3.84

3.85

3.8.6

3.8.7

Give clear instructions and warnings to students as often as necessary; (this may be
something that overlaps into behaviour policy and, in the event of an accident to a student,
may help defend a claim).

Detail safe methods and controls to be followed in their written lesson plans.

Set a good example by following safe working procedures personally.

Ensure the use of protective clothing and guards where necessary.
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3.8.8

3.8.9

3.9

3.9.1

3.9.2

3.10

3.10.1

3.10.2

3.10.3

3.10.4

3.10.5

3.10.6

3.10.7

Avoid introducing any personal items of equipment or substances that may cause
unacceptable risk in their use.

Build in safety education in curriculum planning.
Representatives of Employee Safety

Any Health and Safety Representatives are voted for by their peers. Where present,
these are listed near to the Health and Safety poster inthe s ¢ h o mdind&eception
area.

Under the requirements of the &afety Representative and Safety Committee
Regulations 19773 where Safety Representatives are appointed they will be given
adequate time and facilities to fulfil their functions.

The Students

All students and parents / carers will be made aware of the contents of this section of
the policy through the September welcome letter from the Headteacher to all parents /
carers of all Year Groups. The policy is available on the school website.

Students will be reminded that they are expected to:

1 Exercise personal responsibility for the health and safety of themselves and others.

9 Observe standards of dress consistent with safety and/or hygiene, as detailed
within the appropriate curriculum safety guidelines.

1 Observe all the health and safety rules of the school and, in particular, the
instructions of staff given in an emergency.

1 Use and not wilfully misuse, neglect or interfere with things provided for their
health and safety.

Students will be supervised on the College site from 10 minutes before the start of school
day until 10 minutes after the school day finishes, unless students are involved in school
in an organised after school activity. Supervision is to be carried out by designated duty
staff.

At break times and lunch times designated staff will undertake supervision assisted by
nominated non-teaching staff. Staff will be assigned general supervisory duties by the
Senior Management Team (SMT) member with responsibility for duty teams and a
weekly roster published.

Students on school visits using the minibus, hired transport or public transport will always
be supervised by appropriate members of staff or other approved person as detailed in
the school 6s Trips and Visits Policy.

Students in Science Laboratories, Food Technology, Technology and other practical
rooms including the Sports Hall and Gym, must be made aware of the need to act with
due care. Staff must all be fully aware of, and act in accordance with school and
departmental policy for these areas. Students will not be allowed into these areas unless
they are supervised by appropriately qualified members of staff.

Iltems of heavy equipment must not be lifted by students. Close staff supervision
of students lifting any equipment is essential.

Only those students who have gained the authority of the Headteacher to bring
vehicles to school may be permitted to do so. The s ¢ h o alesfer parking and
vehicle access, access routes and speed limits are to be strictly observed. Users and
students failing to observe these requirements will not be allowed to bring a vehicle onto
the school site.
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3.11

3.11.1

3.11.2

3.11.3

3.11.4

3.115

3.11.6

3.12

3.12.1

3.12.2

3.12.3

3.12.4

3.12.5

3.12.6

3.12.7

3.12.8

3.12.9

Contractors

All contractors under local control will be appropriately selected and competent in
terms of health and safety

Contractors must be made aware of and abide by the school's health and safety policy
and not endanger students, staff or other visitors to the site.

The Site Manager will be responsible for the coordination of contractors' activities on
site, and compliance with Construction Design Management Regulations 2015,
bearing in mind the guidance given in our Contractor Policy.

The Headteacher must ensure that any temporary rules, such as exclusion from parts
of the premises, are made known to all staff, students and visitors to the premises. This
might be achieved by the posting of suitable notices by the Headteacher, delegated to
the Site Manager, or by the contractor, in consultation with the Headteacher/Site
Manager.

All contractors must report to the Site Manager before any work takes place and prior
to each working session. The Site Manager should then inform the contractor of any
conditions which may affect his safety and that of others.

See Co nt r aRvlicyfor spécific detail.
Visitors and Other Users of the Premises

Where facilities are shared, ensure that there are suitable and sufficient arrangements
for communicating and coordinating health, safety and the Security Policy and
procedures with other occupiers, eg community use, catering etc.

The Health and Safety at Work Act etc 1974, Management of Health and Safety at Work
Regulations 1999, and Occupiers Liability Act 1984, apply to all visitors to School
premises / workplaces.

All visitors to the school must comply with the S ¢ h o d¢léalihsand Safety Policy
and procedures.

Headteachers, must ensure that a suitable system is implemented whereby visitors
are required to record their visit (signing in).

Where applicable, visitors wild./ be reqgi
is supplied when signing in.

Where reasonably practicable, visitors will be accompanied at all times by a
responsible employee.

Should a fire/emergency occur, or the fire alarm activated whilst visitors are on School
premises, the person who is accompanying the visitors will take him/her to the fire
assembly point.

Should an incident/accident occur involving a visitor this must be reported using

the Accident/Incident Reporting Form, and an investigation undertaken as soon as
possible by the relevant Responsible Person.

If the incident is of a serious nature or fatal the Headteacher and the enforcement
authority must be contacted immediately.
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3.12.10

3.12.11

3.13
3.13.1

4.0

4.1

Where applicable, adequate consideration must be given to visitors, contractors and
members of the public in risk assessments, including the provision of suitable and
sufficient control measures.

Persons 6 h o s visitansgnéist ensure:
a) Visitors are alertedtothee st a b | i g$ird proeadures.s
b) Visitors adheretothe S ¢ h o 6 N®nwking and Vapingbpolicy.

c) Visitors park their vehicles in such a way so as not to obstruct fire escape routes,
roads, access or other vehicles.

d) Visitors record their presence on the premises in the appropriate log book.
e) Where applicable, visitors are provided with and wear an identification badge.
f) Visitors are accompanied or authorised to enter the premises.

g) Visitors remain within authorised areas and not enter any restricted area unless
permission is granted and the person is accompanied.

h) Visitors do not take anything with them from the premises, or bring anything onto
the premises that may create a hazard or risk unless authorised.

i) Visitors report all accidents, incidents and near misses to the host.
j) Visitors wear protective clothing that is supplied, when necessary.
Lettings

The Headteacher will ensure that the Hirer of the premises, for any event, is aware of
his/her obligations under health and safety legislation and the s ¢ h o lee&lth and safety
policies and practices where appropriate.

Arrangements (Systems and Procedures)

It is the responsibility of the Headteacher to ensure so far as is reasonably practicable
that the following arrangements are suitable and sufficient, are maintained and that all
staff and students are aware of the arrangements as applicable.

Premises/Site/Workplace/Classroom/Office  etc

Staff responsible for the site should ensure that consideration of the following factors are
included within their area risk assessments to ensure that any reasonably foreseeable risks
are managed effectively:

a) Heating and lighting.

b) Cleanliness of all workplaces, good housekeeping, the removal of waste, storage of
materials, books and files etc.

c) All waste must be stored safely.
d) Room dimensions and space.
e) Sanitary provisions (male/female, ¢ h i | dandedisabled toilet facilities).
f) Temperature of workplaces, the provision of thermometers.
g) Condition of premises including structural stability, floors etc.
h) Workstations/desks and seating, use of computers etc.
i) Facilities and arrangements for:
9 Provision of a wholesome supply of drinking water.
1 Canteens/Rest Place.

1 Pregnant and Nursing Mothers.
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4.2

4.3

43.1

Risk Management and Risk/Other Assessments

The Law states that we must do what is
foreseeable risks and reduce them. This means identifying risks and balance the level
of risk against the control measures in terms of money, time and resources.

When completing assessing and managing risk the following documentation should be
used:

a) Health and Safety Executive Guidance on Risk Assessment.

b) Specific Guidance and Codes of Practices.

c) Specific policies

d) Health and Safety Information for activities eg off-site Activities.

e) Previous documentation which includes identification of all significant Hazards and
Risks within workplaces and completing the appropriate risk assessment forms.

All risk assessments must be communicated with any staff or visitors who may be
affected by the risk or be required to implement specific controls to reduce risk.

Accident / Incident Reporting
There are a number of reasons why incidents must be reported:
T To comply with legal requirements.

9 Certain incidents must be reported to the Health and Safety Executive so that
causes can be investigated in order that action can be taken to prevent recurrence.
Guidance on which incidents must be reported can be found on the HSE website
http://www.hse.gov.uk under t he section 0l nci
http://www.hse.gov.uk/pubns/edisl.pdf Examples include serious injuries,
physical violence, death or dangerous occurrences.

In order that statistics can be compiled to help direct the accident prevention effort.

To ensure that the root cause or accidents can be determined, and additional
controls can be implemented if necessary.

Accident reports must be completed promptly.
Incident Investigation

The nominated person undertaking the investigation should determine the level of
investigation based on the following:

Likelihood of Potential worst consequence of adverse event
recurrence

Minor Serious

Certain
Likely

Possible
Unlikely

Rare

Key
Risk Minimal | | Low | | Medium High
Investigation level Minimal Low Medium High

level level level level

A minimal investigation and low-level investigation would involve a short investigation
into the immediate, underlying and root causes of the incident to learn lessons to
prevent recurrence. Where this has a minor consequence this may not need to be
recorded unless it involves an employee of the Trust.

A medium investigation will involve more detailed investigation of all those involved in
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4.3.2

4.4

the incident. It will be recorded and will specify actions to be taken to reduce the risk of
recurrence. The investigation should be designed to establish the root cause,
immediate cause and underlying cause.

A high-level investigation will require advice from a competent person to ensure it is
carried out to a suitable standard. Tt
advice.

1 Incidents will be investigated in order to determine what action needs to be taken to
prevent a reoccurrence.

1 The main aim of an incident investigation is to highlight the root causes of an incident
and to take prompt and effective steps to prevent its recurrence. The investigation
will look at the immediate causes and the underlying causes. It will consider both
0 unsacftasd® uns af e c Wasdhere adequagedsupervision? Were the
staff adequately trained?

9 It should be recorded and the result of the investigation with any actions clearly
followed up and also recorded.

All schools must ensure that:

a) There are suitable accident forms located with first aid facilities and staff are
aware of their required use.

b) Accident/incident report forms are available from either a first aid room or
designated first aid treatment point. A form should be completed for every
incident, requiring first aid, however minor.

c) The policy and guidance on Accident/Incident Reporting is communicated and
adhered to. All deaths, serious accidents or near misses that do, or could have,
resulted in a staff member or child being taken from site either to recover or receive
medical treatment should be reported to the Trust within a reasonable timeframe
dependant on the severity.

d) The recording and reporting of all incidents of Violence and Aggression on staff is
in place.

e) Parents are informed of any injury which occurred during school or illness detected
which may require monitoring for deterioration or infection.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR) are adhered to.

First Aid and it 6Psovision in the Workplace
This section should be read in conjunction with the First Aid Policy.

Academies will provide and maintain suitable first aid equipment as required by law and
ensure that there are sufficient numbers of staff trained in first aid. Each academy should
conduct and record a " fThisaldws dachdchookecdnsidee
its own specific needs and determine the number and training of first aiders and the first
aid equipment to be made available. A template is available on the HSE web site at
First aid needs assessment - First aid at work - HSE. This will ensure that sufficient
gualified staff are available and that appropriate refresher training for existing first aiders
is provided periodically. Refresher training should take place at a maximum interval of
every 3 years. In addition, it is a statutory requirement that a paediatric first aider is
present at all times within any Reception age group and in any Nursery provision.

Location of first aid visit boxes will be in various locations in academies. Each academy
must ensure these locations are clear and communicated with staff and have mobile
first aid boxes for staff and pupils/students going on off site visits.

The first aid boxes are to be checked regularly and the contents updated and ordered
when needed. In the event of any serious injury / accident the first aider must request
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