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                           Health and Safety 
General Statement :
The Head master and Governors have a responsibility to provide, as far as is reasonably practicable, a safe and healthy environment for staff, pupils and visitors. The school will take all reasonable steps to meet this responsibility and expects appropriate support from pupils, staff and visitors. The Head master, governors and senior staff will also work with the council and the PFI partners to establish health and safety procedures.
Organisation :

The governing body has overall responsibility for the health and safety of the staff, pupils and visitors, and making it clear to the council and PFI partners if there are any health and safety concerns re the building, grounds, staff or work practices of the PFI partners. For its part the governing body will :
· ensure health and safety is high profile

· ensure adequate resources for health and safety are available

· monitor and review health and safety arrangements

· liaise with the L.A., P.F.I. partners and other outside bodies concerning health and safety.

The Head master with others will :
 
· ensure regular reports on safety matters are made to the governing body.

· ensure regular healthy and safety inspections are carried out 

· budget for safety and health matters.

The Headmaster will also nominate senior staff (Dep Head(s), Bursar, Health and Safety co-ordinator and CPD co-ordinator) to assist him to:

 

· review the safety policy once every two years or when major changes occur. 

· ensure that health and safety is coordinated throughout the school.

· ensure that all incidents that result in serious injuries, diseases and dangerous occurrences as classified under RIDDOR, are reported to council’s health and safety team and to monitor incidents to identify methods of reducing accidents.

· ensure, in conjunction with the HOD, that health and safety is included, where appropriate, in the curriculum (delivery, development and review).

· ensure staff training requirements, in conjunction with the CPD coordinator. 
· instigate appropriate disciplinary action where it is shown that staff have ignored or shown a disregard for health and safety matters.

· ensure that health and safety checks are carried out by the PFI provider and a representative of the school, and that necessary remedial action is carried out.
· ensure safety procedures are developed and adhered to for operations carried out within the school by the staff.     
· co-operate with any Fire Risk Assessment. 
· develop and establish emergency procedures, and organise fire evacuation practices within the school.

· have a general oversight of health and safety, and first aid matters.

· liaise with outside bodies concerned with health and safety. 

 

Deputy Head :
The Deputy Head, in consultation with the Bursar and Health and Safety Coordinator, will assume the Head master’s duties in his absence, and have the authority to make and implement decisions throughout the school at any level if there is:
 
· immediate danger, or,
· dangerous practice, or
· breach of the law
 
The CPD Co-ordinator will  :

· co-ordination staff training throughout the school. 


· assist full and part-time staff to receive appropriate health and safety training at induction which must include emergency arrangements (i.e. first aid, fire and accident reporting), and an introduction to the safety policy.
· help staff receive appropriate training to carry out their work in a safe manner.
· ensure there are sufficient staff adequately trained to undertake their duties that relate to or affect health, safety and welfare. For example 
· First Aid
· Fire and Emergency Evacuation
· Risk Assessments 

The Bursar, in partnership with others will :
· budget for safety and health matters.

· co-operate with any Fire Risk Assessments
· manage the staffing and supplies for the first aid room 

· oversee the P.F.I. providers facilities management contract

· oversee reporting health and safety matters to the P.F.I. partner(s) (help desk)

· report to governors on all building maintenance and development matters
Health & Safety Co-ordinator, in partnership with others will :
· report, in conjunction with appropriate SMT, on safety matters to the Headmaster and Governors.

· assist with inspections and safety audits.

· carry out half termly health + safety “walk round” checks with P.F.I. partner(s) 

· investigate and seek advice on hazards and precautions.

· develop and establish emergency procedures, and organise fire evacuation practices within the school.
· co-operate with any Fire Risk Assessments
· have a general oversight of health and first aid matters.
· report, where appropriate, to parents on any first aid or health matters
· work with the CPD co-ordinator to ensure health and safety training is included within the CPD programme.
· make recommendations to the Bursar for matters requiring immediate attention or other matters concerning health and safety

· liaise with outside bodies concerned with health and safety e.g. Council Health and Safety team at Kings House (3rd floor, Open Plan Office, Brighton).
· monitor accidents to identify methods of reducing accidents.
· assist with the development of risk assessments, including curriculum activities.
· develop an action plan for emergency situations and report to crisis group.        
Crisis/Emergency Management :
Group : The Headmaster, Deputy Head(s), Bursar, Health and Safety Co-ordinator. 
This group will, as appropriate, work with JAS, the Council and the Emergency Services. In the event of a major disaster this group can telephone the Crisis Management Team and Emergency Planning Officer (292253) and MIST ( Major Incident Strategic Team).  

Departmental Health and Safety : 

HOD, or person i/c a curriculum area, should develop and maintain procedures and documented information for health and safety within their department (subject area), as part of their departmental activities.  This information should reflect the specific needs, practices and hazards relating to the department.  All activities, processes or equipment which require safe working procedures should feature within departmental health and safety documentation. 
Heads of Department and/or i/c curriculum area will :

· co-operate with all health and safety matters 

· nominate, in consultation with the Deputy Head teacher responsible for the curriculum, teachers responsible for particular classrooms, laboratories and workshops and the associated equipment.

· discuss with the Bursar any proposed or impending changes affecting health and  safety, and welfare, in room allocation or usage.
· carry out health and safety checks of their designated areas and ensure hazards identified are reported the Bursar.
· instigate and ensure that safety procedures are developed and adhered to for operations carried out within the department ensuring that these are in line with any curriculum codes of practice. 
· carry out or allocate the undertaking of risk assessments and ensure details are documented and that appropriate action is carried out.

· co-operate with portable electrical equipment (PAT) testing.

· ensure all accidents within the department are reported to the Bursar (damage to building or equipment) / Health and Safety Coordinator (people) and assist with any investigations of accidents or dangerous occurrences in his/her designated areas.

· ensure equipment, including personal protection equipment (PPE), is maintained in a safe condition and that substances hazardous to health are stored in a safe place.

· identify staff development requirements with reference to health and safety.

· raise awareness of necessary budget requirements for health and safety for his/her designated area or staff.
· circulate publicity relating to safety matters to staff within their department.

Members of Staff: It is the duty of all staff while at work :
· to take reasonable care of their own health and safety and other persons who may be affected by his/her acts or omissions at work,

· as regards any duty or requirement imposed on their employer or any other person by or under any of the relevant statutory provisions, to co-operate with them so far as is necessary to enable that duty or requirement to be performed or complied with.
Staff continued : 

· no person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safe or welfare.

· support the implementation of health and safety arrangements

· ensure, as far as practicable, that their classroom or work area is safe.

· report shortcomings to the Bursar using the Building Maintenance and Cleaning form (spares in the staffroom) or for immediate dangers in person or telephone.
· staff are also reminded that they should provide notice if qualifications relating to health and safety issues are due to expire, e.g. First Aid.
All teachers are responsible for their own Health and Safety and that of others in their care, as well as their workspace. Nominated teachers are responsible for particular classrooms, laboratories and workshops and their associated equipment and as such it is their responsibility to ensure they point out any health and safety problems. Additionally, each teacher will:

· follow safe working procedures 
· give adequate safety information in lessons as required.

· see that special working procedures, protective clothing and equipment etc, are provided and used where necessary

· attend to general tidiness in the work area.

· give clear instructions or warnings to students,  as often as necessary.
· follow the department and school behaviour and discipline procedures.
· report defects, broken / damaged or missing equipment,  or make recommendations to their HOD and where necessary to the Bursar.
· ensure accidents (to people) are reported and where appropriate recorded on the H+S  incident form. These are available from the First Aid room and should be discussed with the school’s First Aider and / or the Health and Safety Co-ordinator. Side A completed by the teacher involved and side B completed by the health and safety co-ordinator. Once all completed the First Aider will send forms to the council’s health & safety team, within 5 days of the incident.
· H+S forms are usually completed if further medical treatment is required.

Technician/Teaching Assistant

The technician/teaching assistant is immediately responsible to the teacher whilst the class is in session, otherwise to his/her line manager. Additionally the technician / teaching assistant will:

· follow safe working procedures personally.

· be familiar with the general and particular safety rules that apply to their area of work.

· maintain good housekeeping standards.

· report defects to his/her HOD (HOD report to the Bursar) or if HOD not available report directly to the Bursar.
D.A. (Department Assistant) and Supply Cover teacher will:

· ensure that no person shall intentionally or recklessly interfere with or misuse anything provided in the interests of health, safe or welfare.

· support the implementation of health and safety arrangements

· visually check classroom or work area for any obvious safety problems.
D.A. continued : 

· report defects to their HOD (HOD report to the Bursar) or Cover Manager.
· maintain good housekeeping standards.
· follow safe working procedures personally

· be familiar with the general and specific safety rules that apply to their area.

· report to HOD or Cover Manager if cover work is not present or insufficient.
· ensure that clear instructions and warnings are given to students. 
· not use equipment for which they are not trained.

· not allow pupils to use specialist equipment that requires special knowledge or training. 

· report behaviour problems to the teacher, HOD or Cover Manager. For immediate support call for SMT. 
The First Aider will :

· attend to and monitor pupil illness/injury and to refer pupils to their own doctor or hospital as appropriate.
· offer support, where appropriate, to staff or visitors.

· where necessary telephone parents to discuss the possibility of a pupil going home ( doctor’s or hospital) due to illness (accident).
· where necessary telephone an ambulance (999).

· maintain the school’s first aid room equipment and supplies.
· assist in the development and health promotion activities at the school.
· assist the H+S co-ordinator with maintaining the records relating to accidents at school (H+S incident forms).
· pass on concerns to the pastoral team relating to individual pupils. eg : a pupil who makes regular visits to first aid room (no medical condition). 
· pass on any parental information regarding the health of an individual child

· keep their first aid certificate up to date.
Senior First Aider will also :

· input and up date, as informed, the health records of pupils and pass on any relevant information to appropriate pastoral and/or subject staff. 

· assist with the up dating of medical information on the pastoral notice board 

· as required work with relevant pastoral staff

· liaise with school nurse

· assist with organisation of medical events eg : large group injections.

· maintain the school’s first aid room, first aid equipment and first aid boxes.
Administration of Medicines : 
Where a parent has requested that medicine be stored in the first aid room for their son/daughter to have access to during the school day, the first aider will keep medicines in a locked cupboard, or fridge, and keep a record of when the child has come to first aid to get their medicine. The parent is responsible for the organisation of medicine for their child. Where possible children should not be in school if they are unwell and if at all possible, children should receive their medication at home.  

Individual arrangements will be made where a parent has to help a child deal with a long term medical condition or injury, or a short term medical condition, but continue their education at school or at home, or a mixture of both.
Smoking :
In an effort to reduce the risks to health from passive smoking the school conforms to the no smoking ban as from 1st July 2007. A smoking area is set aside for staff and visitors, outside, at the side of F block.

 

Alcohol and Drug Abuse.  

 

Staff attending work while under the influence of alcohol or drugs creates an unprofessional image and increases the risk of accidents to themselves, to colleagues, pupils or others present. To minimise the probability of accidents from alcohol or drug abuse, staff whose judgment is impaired will be excluded from work and will be subject to disciplinary procedures.

 

· For help staff should talk to the Head, or other appropriate senior staff, or staff could try the council’s Staff Welfare Counselling Services, which provides confidential help and support.

 

· Some drugs prescribed for medical reasons are likely to impair judgment and lower concentration. If staff feel they are affected when on medication they should inform the Head master or line manager so that additional arrangements may be made to safeguard everyone in the workspace.

Stress :

Stress has been shown to result in “physical symptoms” such as exhaustion, poor sleep, anxiety, palpitations, hyperventilation, and general malaise.

 

Personal problems and management of individual workload can affect levels of stress and health. 
 

If you have any concerns regarding your workload and the effects it may be having on your health then do not hesitate to discuss your concerns with the Head master or line manager. Other alternatives could be to seek help through an individuals own doctor or the council’s confidential staff Welfare Counselling Services, which is available to staff. All discussions are confidential and as such no other member of staff will be informed of any meetings unless with your consent.
Possible ways to reduce stress levels (although this will vary from person to person) :

· Plan time (work and relaxation)

· Set realistic, obtainable targets 
· Plan lessons and resources

· Discuss concerns

· Ask for help (HOD, mentors, lead teachers, CPD)

· Join in with department and whole school activities

· Trainees : Remember teaching practice is a time to learn, develop skills, expect a few set backs and view them as a positive learning experience and not a failure. Ask for guidance from you mentor(s).
Pregnancy :
 

Pregnancy should not be equated with ill health.  It should be regarded as part of everyday life and its health and safety implications can be adequately addressed by normal health and safety management procedures, many women work while they are pregnant. Some hazards in the work place may affect the health and safety of new and expectant mothers and of their children. Every effort will be made to keep staff informed of any possible risks.   General procedures :

 
· Female staff (full and part-time) are required to inform the Head master and other appointed (by the Head) SMT as soon as possible, when pregnancy has been confirmed.

· The Head master will ask the line manager or appointed person to undertake an assessment of the employee’s work activity to avoid risk(s) to the health of the employee or the unborn child.  That assessment should be reviewed if circumstances surrounding the pregnancy alter in any way.

· The Bursar or Health and Safety Co-ordinator are available to give advice at any stage of the process, but the general principles of common risk assessment will apply.

Work Experience Coordinator :  
The Work Experience Coordinator will, in conjunction with the Local Careers Service, work to develop procedures to ensure that pupils, placed with employers for work experience as part of his/her programme, are not subject to unacceptable risks and in particular he/she will ensure that:

 
· work placement providers have completed correct paper work.
· monitoring arrangements are in place to ensure standards are maintained.
· assist in the assessment of placements where there is a causes of concern.
· ensure risk assessments are carried out for young people employed by or on work experience placement with the school. 

  

Trade Union Safety Representatives :
In accordance with the Safety Representatives and Safety Committee Regulations the safety representatives will, where appointed:

 

· represent the employees in consultation with the employer and with his/her   

           representative; investigate potential hazards and dangerous occurrences at the  

           workplace and examine the causes of accidents at the workplace.
· investigate complaints by any employee he/she represents relating to health and safety and welfare at work.
· represent employees in consultations with inspectors of the Health and Safety Executive (HSE) and of any other enforcing authority.
· receive information from inspectors.
· attend meetings of safety committees to which he/she is elected.
· inspect the workplace if they have given the employer or his/her representative reasonable notice in writing of their intention to do so and have not inspected it in the previous three months. He/she may carry out additional inspections where there are substantial changes in work conditions.

Pupils :
Each child is responsible for his/her personal safety and that of the other pupils by proper observation of school rules and procedures. In particular, each pupil will:

· observe standards of dress and behaviour appropriate to the working situation.
· heed warnings and observe rules
· not wilfully misuse, neglect or damage things provided for safety.
· follow any safety rules, fire drills or other safety procedures
Safety Policy Review :
 
The school acknowledges that the safety policy is a working document that includes details of policy and procedures relating to health and safety issues.

 

The school will constantly monitor and update the policy as appropriate and will undertake a formal review on a bi-annual basis seeking endorsement from the Board of Governors.
Specific Hazards :   
Schools are not generally considered as dangerous places to work in, but they can still create a risk to health, or injury. Listed below are some of the main hazards relevant to schools, together with the safe procedures put in place to manage the risk.
 
Display screen equipment : 
Staff who regularly use PCs as part of their everyday work should complete a work station assessment as part of their performance management with their line manager or person appointed by the school.
Electrical Equipment : 
All staff are responsible for ensuring that they use and handle electrical equipment sensibly and safely.  Any pupil or volunteer who handles electrical appliances does so under the supervision of the member of staff who so directs them. If there is any doubt about the safety of the equipment it should not be used.  Any potential hazards should be reported to the Bursar immediately. The Bursar must be aware of, and approve the use of any electrical item being brought into school by a member of staff or visitor.
 

Machinery and Equipment : 
All staff are responsible for the general care and use of the equipment in their allocated room(s).
All staff should ensure pupils are given clear guidance on how to use the equipment and made aware of any safety requirements.

All staff who are required to teach in various classrooms should only use equipment for which they have been trained.

In cover lessons pupils should not be allowed to use “technical” equipment.

The general maintenance and annual servicing of all equipment and machinery is the responsibility of the P.F.I. provider (JAS). 

A list of equipment and maintenance should be kept in the JAS site office. Guidance notes on the use of the relevant machinery and equipment should also be made available to staff. 

ICT inventory is kept and up dated by the school’s ICT technicians. They are also responsible for the maintenance of the school’s ICT equipment and systems.

Manual Handling : 
Manual handling is mainly the responsibility of the JAS site staff. All equipment must be moved safely.  Large pieces of equipment will only be moved by people who have received training. The JAS site manager will be responsible, where appropriate, for undertaking risk assessments for manual handling tasks.  
Where the school employees or pupils are involved the Bursar will organise any required support. PE equipment may be moved by pupils but they must be given clear instruction in the correct way to lift and handle items.  There should be supervision and at least 2 pupils per piece of equipment or mat. Movement of desks and chairs for lesson activities (e.g. drama, circle time etc) should only be done with care and after the pupils have been given clear instructions.                                     

Housekeeping : 
The risk of injury within the workplace is most likely to be caused by the more mundane hazards as a result of poor housekeeping.  Trips and falls can be caused by trailing cables, objects left on floors, traffic routes blocked within the classroom.  It is the responsibility of every teacher to ensure that their classroom has clear fire exits, traffic routes and that exit routes are kept clear.  Corridors and general traffic routes should be kept free from any obstruction.

All observation glass panels in room doors must be kept clear.
Any cleaning or maintenance issues should be reported to the bursar, in writing, by completing the cleaning and maintenance forms (see page 12) available in the staffroom.

Violence At Work : 
All staff must report to the Head master or Deputy Head (or in their absence SMT) any incident of aggression or violence directed to themselves from any source. Where the Head master or senior Deputy Head thinks it is appropriate, an incident of violence will be reported to the Councils Health and Safety team at Kings House, Brighton on the HS3 Verbal abuse/violent incident form. 
 
Off-site Visits : 
The school has separate documentation for off-site visits.  Staff must ensure that prior to planning or accompanying an off-site visit, that they follow the school’s guidelines for trips. For support and guidance see the school’s trips coordinator.
 
Hazardous Substances : 
Responsibility for implementation of the COSHH regulations and for their annual review and (where necessary)  updating is the responsibility of  JAS or Monitor (cleaning products).  
The HOD concerned for DT, Art, Science and staff responsible for the reprographics room should ensure any technical considerations required due to the materials or substances used are adhered to. If any additional advice or support is required the HOD and technical staff should ask the Bursar or the Health and Safety coordinator. 

 
The law requires that any hazardous substance used in the school must have a product safety data sheet, and that hazard and risk assessments for that substance be carried out, maintained in written form, and available to the users.

 
HOD should make regular checks (and seek guidance as required) to : 
· Identify all hazardous substances used; 

· Assess the level of risk to health; 

· Eliminate the use of hazardous substances or substitute a safer alternative; 

· Introduce and monitor control measures to prevent risk. 

 
A record of the arrangements currently in force will be maintained by JAS and Monitor. Departmental information should be stored within the department and all records should be available for inspection.

 

Any colleague unsure of their position in relation to the COSHH Regulations should consult the HOD, Bursar or Health & Safety coordinator for support or advice.

Radiation : 
The Science Department holds a small selection of radioactive substances.  A Radiation Protection Officer for the school should be appointed, usually HOD or appointed science teacher, and given training, but can also seek help and guidance from the Local Authority for further details.  The role of the Radiation Protection Officer is to ensure that the school complies with the Ionising Radiations Regulations 1999. 
Pressure Systems: 
(JAS responsibility) The maintenance of all pressure systems is the responsibility of the P.F.I. provider (JAS). Certificates and maintenance reports must be available for inspection. All pressure vessel systems in the school will be subject to annual inspection by an LA appointed contractor.  Safety certificates for all such systems will be displayed in the vicinity of the system concerned. Systems identified as faulty should be reported and will be removed from use at once, until repaired or replaced. School staff must report any faults to the Bursar.
Noise at Work : 
All members of staff need to be aware of “nuisance noise” and respect the needs of others in the school.  Common sense and courtesy by all members of staff, pupils and visitors to the school will prevent problems arising.
 

Any member of staff or visitor detecting a potential problem should report it immediately to the Bursar (or Health and Safety Coordinator).

 
Lettings by Jarvis : 
Letting the school is managed by JAS but the school’s governing body has the right to veto any lets, not deemed appropriate. JAS must be satisfied that the hiring organisation will use the premises in a safe manner.  A signed, written letting agreement will be completed and copies kept. All lets must be agreed by the Governing Body. The Head master, Bursar or Health and Safety Coordinator will alert the JAS staff to any problems or misuse of any rooms or equipment. A monthly lets list is stored in the Bursars office. 
 
Use of Minibuses and Other Vehicles (where appropriate) 
The Guidelines for Minibus Operation apply to all minibuses and other large passenger-carrying vehicles e.g. people carriers, and are also the minimum standards to be applied to any vehicle hired for use on School business. 
 
Eligibility to drive Minibuses – All drivers must:

· Aged 25 and have held a full current driving licence for at least three years without claim or conviction; 

· Provide the Head master, or appointed person, with a copy of their licence on review of their assessment.
· The minimum age is reduced to 23 for teachers appointed to teach P.E.

· Be authorised by appointed SMT to drive a minibus and have D1 on their licence;

· Have passed the ESCC Minibus Driver Training and Assessment and/or approved equivalent. 
Mini bus drivers must notify the Bursar, or the transport manager, of any faults identified with the minibus.  Guidance notes on what to do in case of an accident are kept in the glove compartment of the minibus.
Drivers of vehicles on the school campus are subject to all normal regulations including the wearing of seat belts and crash helmets (motor cycle).  A speed limit of 5 mph is imposed on vehicles on the site. Drivers of all vehicles must not drive carelessly or inconsiderately on any occasion.

 

Training and Information : 
Every member of staff will be made aware of Health and Safety issues to ensure that they are informed of key information. The Head master, or appointed SMT will:
· inform staff of any changes in the policy; 

· assess the training requirements of the staff and integrate those needs onto the school development plan to inform governors;

· assess the training needs of new members of staff.

 

Every member of staff will be made aware of health and safety.  If any member of staff feels the need for training they must alert appropriate senior staff.
 

Monitoring Health and Safety : 
Health and safety standards must be monitored by the senior management team in conjunction with the school governors by the following:
· SMT will include health and safety as part of the agenda of their regular meetings;

· the Headmaster, or appointed senior staff,  will conduct an annual inspection with appropriate staff;

· the governors agenda and Head’s report to the governors will both have health and safety as standing agenda items.

Health and Safety Inspections : 
To maintain and improve standards throughout the school a half termly premises inspection will take place and records kept between the school and the P.F.I. provider (JAS). The school will co-operate with any other safety inspections. Regular joint meetings will also be held between senior PFI and school senior staff to discuss the school site and procedures.
 

Auditing : 
As a means of confirming that the necessary systems to comply with legislation are in place and are being followed the LA will complete a health and safety audit every 4 years.  The action points identified through the audit will form part of the school development plan.
Visitors : 
A visitor is anyone who is not employed by the school.  Ex members of staff, volunteers, friends and parents are all classified as such. All visitors must report to reception and sign the attendance book when they arrive.  They will receive a visitor badge which must be handed back to reception when signing out and leaving the building.  

Regular Visitors : A list of ‘regular visitors’ who are CRB cleared is held at reception.  This list comprises of names of people whom have had their CRB clearance checked by the Bursar’s offices.   This means that they may come into school and can be left unaccompanied.  If you have a regular visitor that you would like added to the list please contact Ros Stephen or Sarah Norris who will arrange to check their CRB status.  Until this process is complete and the name added to the regular visitors list such people must be accompanied at all times by a member of staff.
Ad Hoc Visitors : Visitors who do not appear on the ‘Regular Visitors list’ need to be accompanied by a member of staff at all times during their visit.  They must be collected and returned to reception. Pupils cannot escort them and they must not be left alone at any time. 
Getting clearance for your Visitors : If your visitor is employed by Brighton & Hove Council please pass their name and job title to the Bursar so that their CRB status can be checked.  Once clearance is confirmed they may be added to the regular visitors list.  This can only be sanctioned by the Bursar or Assistant Bursar and they will advise you what to do until that clearance is obtained.  In some circumstances a 99 check can be undertaken which enables your visitor to be at school on condition that they are accompanied at all times.  
If your visitor is to be at school for more than 3 or 4 days in any one month it will be impractical to accompany them at all times.  This group of people will include volunteers, students, people gaining work experience or observing lessons.   For these people we will undertake a full CRB clearance and the relevant forms can be collected from the Bursar’s offices.  2 references will also be required. Please bear in mind that checks can take up to 2 months and that normally clearance must be obtained before they start.  (There are some circumstances where a 99 clearance may be sufficient whilst we are awaiting CRB clearance please check with the Bursar.)  

If your visitor is only going to be at school for a very short period of time, (say 2 or 3 days only)  it will not be necessary to undertake a full CRB clearance on condition that they are accompanied at all times whilst on school premises.  However, we will need to undertake a 99 clearance.  Full name, date of birth, address and 2 references must be passed to the Bursar’s offices.  This process takes a couple of days to process and clearance must be obtained before they start.

All contractors employed by the P.F.I. provider, or visitors, will be supervised by a caretaker. All P.F.I. visitors are the responsibility of the P.F.I. provider. However, while the school is in session the Headmaster, or appointed senior staff, reserves the right to ask a visitor or contractor to leave or have closer supervision. 
  
Fire Safety :  Fire safety and procedures are dealt with in a separate document.
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Trade Union Safety Representatives : 
Trade unions can appoint safety representatives who are legally entitled, with notice, to inspect premises, investigate accidents and undertake safety training.  The trade union safety representative will consult the Headmaster, or appropriate SMT, on any relevant health and safety matters.
Reporting Form : Copies in Staff Room or Reprographics : 
                                      DOROTHY STRINGER SCHOOL

BUILDING AND MAINTENANCE & CLEANING REPORT

____________________________________________________________________
TO :             BURSAR

FROM :

DATE :

_______________________________________________________________

Room or Area : ______________________________

Please list details of Building Maintenance and Cleaning Request/Concern

Use this form for :

1. Reporting a problem/concern in your room or work area.

2. Collect from the staff room or reprographics.

3. Complete and put in Ros Stephen’s tray (Bursar – SMT. Staff room trays)

In an emergency contact either :
SMT

Bursar

Caretaker

Record Keeping : 
The school will keep Health and Safety information, records or safety certificates in the following places :
· Bursar’s or Health and Safety co-ordinator’s office, or

· Relevant copies in the staff room or department offices, or 
· With appropriate individual staff

· Have access to the P.F.I. site office records for JAS, Monitor or other

	Records of:-
	Produced by:-
	Where kept:-

	Accident on Site
	Health  and Safety Co-ordinator (or senior first aider)
Senior Caretaker

	First Aid Room

Site office file

	First Aid administered
	First Aider

Caretaker

	First Aid Room 
Site office file

	Medicines administered
	First Aider

	First Aid Room

	Risk Assessments
	Trip coordinator /organizer
H+S co-ordinator or HOD
Site manager

	Trips files – school office
Appropriate offices
Site office file

	COSHH Assessments
	Senior Caretaker 

Monitor ( cleaning)

	Site office file
Monitor office

	Electrical Tests
	PFI contractor

	Site office file

	Maintenance of machinery and equipment
	PFI contractor

Bursar – school equipment
ICT Technicians


	Site office file
Bursar Office

ICT office

	DSE Assessment for admin
	Bursar

	School File

	Manual Handling Assessment
	PFI

	Site office file

	Training of staff 

Training of JAS staff
Training of Monitor
	CPD /H+S coordinator/ Bursar 

PFI site manager

Monitor

	CPD/H+S  Files

Site office file

Monitor office

	Violent incidents
	HM or appointed person 
PFI

	 HM - PA  office

 Site  office file

	Testing of  Equipment
	PFI contractor

	Site  office files

	Accident Investigations
	H+S  Coordinator

Senior Caretaker

	First Aid room

Site  office files

	Noise Assessments
	PFI 


	Site office files   

	Legionalla pn.
	PFI approved Contractor
 
	Site office files

	Pressure Systems
	PFI approved Contractor 

	Site office files

	Monitoring Reports
	H+S Coordinator/Bursar
PFI site manager
	Office

Site office files
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