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Health and Safety Policy

1. Introduction

1.1
This health and safety policy Statement of The Good Shepherd Catholic Trust sets out how we manage health and safety in our school. It is a unique document that shows who does what; and when and how they do it. 

1.2
Copies of this policy is made available to each member of staff on site
 1.3 This policy is written in accordance with the Health and Safety at Work Act 1974

1.4   Under Health and Safety, we have subsidiary polices that need to be read    

        in their own right:

2.
Our statement of general policy is:

2.1
• to provide adequate control of the health and safety risks arising out of   

           our work activities 

• to consult with our employees on matters affecting their health and  

    safety

• to provide and maintain safe plant and equipment

• to ensure safe handling and use of substances

• to provide information, instruction and supervision for employees

• to ensure all employees are competent to do their tasks, and to give 
    them    

   adequate training

• to prevent accidents and cases of work-related ill health

• to maintain safe and healthy working conditions

• to review and revise this policy as necessary at regular intervals.

3. Statement from the GSCT;
The trustees will take all reasonable and appropriate steps to ensure that the legal responsibilities of all persons associated with the central trust are met.  Therefore, all activities must be carried out in such a way as to ensure, so far as is reasonably practicable, the health, safety and welfare of all staff, children, visitors and anyone else who may be affected by the schools’ activities.

The trust team will take all reasonably practicable steps to meet their responsibilities, with particular attention to the following:

· maintenance of plant and equipment in a safe condition and without risks to health

· adequate arrangements for avoiding risks to health in the use, handling, storage and transport of equipment, articles and substances for use at work

· the provision of sufficient information, training, instruction and supervision as is necessary to ensure, the health and safety of all

· a working environment without risk to health, including safe access and egress

· employment of staff who are competent for the work in which they are engaged

· compliance with this local policy, health and safety legislation and any associated guidance from the Trust or Local Authority.
4. Specific Responsibilities:  


The trustees will:

· ensure effective communication with the head teachers, Trust, staff, safety representatives, parents and pupils where appropriate
· assist in the implementation of the schools’ health and safety policy by setting health and safety objectives and performance standards for the school

· take all reasonable steps to ensure staff meet these objectives and standards

· monitor health and safety generally, receive termly reports from the head teacher and discuss same as an agenda item at governing body meetings


The trust team will

· take primary responsibility for ensuring that the site and offices meets the objectives set out in this policy

· ensure that the school’s policy statement is actively applied, and regularly updated and revised 

· ensure that all health and safety guidance issued is available to everyone and that appropriate training is offered to help staff perform these tasks

· welcome and assist in, as far as is reasonably practicable, any formal safety audit 

· remove, contain or isolate as is appropriate any hazard on the premises

· meet and consult regularly with safety representatives

· provide a health and safety report to the governing body upon demand


Other staff will;
· advise the CAO/CFO of any circumstances that restrict or obstruct their responsibilities

· liaise as necessary with other staff to ensure adequate health and safety awareness of their individual specialism, and advise of any problems or perceived training needs

· be conversant with this policy and assist in its implementation within their sphere of influence

· ensure that the details of all accidents or incidents are properly recorded, investigated and brought to the attention of the CAO/CFO
· liaise appropriately with safety representatives and refer ongoing concerns to the head teacher


The site management team will:

· on behalf of the head teacher, remove, isolate\contain any hazard and will record and notify the head teacher of any such events

· make regular inspections of the school, paying particular attention to building and services conditions that could extend to being health and safety hazards 

· ensure that essential maintenance contracts are carried out with any remedial works action within the delegated budget.  Where the budget would be exceeded the authorisation of the CAO will be sought 

· notify the team of any circumstances where he\she is unable to take suitable remedial action

· ensure the emergency exits are clear and that rubbish is not allowed to accumulate in unguarded areas in or around the site
· ensure that the fire alarm system is tested regularly – which is the responsibility of the site management team.

All staff

The Health and Safety at Work Act places a general duty on all employees to: 

· take reasonable care of themselves and other persons who may be affected by their acts or omissions at work

· co-operate with the employer so far as is necessary to comply with their (the employers) legal responsibilities


All employees are required to be properly conversant with this policy and any safety guidance provided to them by the trust applying to their work, and comply in so far as it affects their work.

5. Risk Assessment:

All employers must carry out suitable and sufficient assessments of the risks to the health and safety of any person who may be affected by the work under the employers control to record any significant findings.

5.1 Detailed guidance on risk assessment is set out in the health and safety manual for schools.

6.
Fire Precautions and Emergency Evacuation

6.1
Emergency evacuation procedure notices are posted at key points throughout the school.  Employees must ensure that they are conversant with these notices.

6.2
Employees are responsible for ensuring that children in their care are escorted out of the building when the fire alarm has been sounded or in any other emergency.

6.3
All employees must take charge of any unsupervised persons on site
6.4
The site team will make specific arrangements for anyone with special needs having been advised by the trust team.
6.5 The site manager will ensure that the fire alarm system and fire appliances are tested and properly maintained.

6.6
The site management team will ensure that fire drills are carried out each half term or more frequently where circumstances dictate.

8.
First Aid Arrangements

8.1 
With regard to sickness and the response to diseases and infection control we follow the guidelines as laid down by the Health Protection Agency (April 2010).  A brief summary can be found at the end of this policy.  The website is: http://www.hpa.org.uk/webc/HPAwebFile/HPAweb_C/1274087715902

8.2
Notices are prominently displayed throughout the site detailing the name and location of the qualified 1st Aiders and equipment. Staff must ensure that they are conversant with these notices.

8.3
Appointed 1st Aiders are responsible for regular recorded checks of 1st Aid equipment and for restocking consumable items. 
9
Safety Inspections

9.1
The site management team will arrange an internal health and safety inspection of the site at least termly.  

9.2
The team will ensure that inspection reports are distributed as necessary, copied to trust team, where required.
10.
Hazardous Substances

10.1
Arrangements for complying with the Control of Substances Hazardous to Health Regulations are made in accordance the LA of Barking and Dagenham’s guidance in the health and safety and safety manual.

10.2
Staff using substances not labelled “non-toxic” should ensure that they have been assessed in accordance with this policy.

11.
Portable Electrical Appliances

11.1
These are inspected and maintained etc, in accordance with the guidance in the health and safety manual. Annual PAT testing is carried out on required items.
11.2
Persons responsible should receive adequate training and instruction as regards inspection and documentation.

12.
Safety Representatives

12.1
The trustees will accept the appointment of safety representatives, in the interests of the health and safety.

12.2
The trust team will offer safety representatives the facility outlined in the Health and Safety policy.

The implementation of this policy is the responsibility of all members of the community in as far as each member is individually responsible for:

· Following all procedures laid down in this document

· Being responsible at all times for minors in their care

· Taking preventative action and being proactive to maintain Health   

                   

 and Safety

13. Arrangements

Responsibilities

1
Overall and final responsibility for health and safety is that of:


The Good Shepherd Catholic Trust
2.
Day-to-day responsibility for ensuring the policy is put into practice is delegated to the CAO and the (Level 3 trained) site responsible person on the London East Site.
4
All employees have to:


(
co-operate with managers and co-ordinators on health and safety    

           matters


(
not interfere with anything provided to safeguard their health and    

           safety or the health and safety of others

(
take reasonable care of their own health and safety 


(
report all health and safety concerns to an appropriate person (as detailed in this policy statement).

5. Health and safety risks arising from work activities 

(
Risk assessments will be undertaken where appropriate.
· The findings of the risk assessment will be reported to the Health and Safety Co-ordinator and the site team.   All reports will be available to the Health and Safety Committee at termly meetings.  

· Action required to remove/control risks will be approved by the CAO
(
Assessments will be reviewed every year or when the work activity changes, whichever is the soonest.  Some risks assessments may be filed as the risk no longer exists. 
14.  Accidents, first aid and work-related ill health

(
Health surveillance is required for employees doing the following jobs:



Working with hazardous substances


Manual Handling



Working with machinery e.g. strimmers



Working at a height e.g. caretaker changing light bulbs


First Aid










Appendix 4
General Risk Assessment Proforma
	Description of task and specific area being assessed

	US of computer Workstations


	Location 
	
	Assessment Details

	School / Centre       

Name of Assessor   

Position Held           


	
	Risk Assessment No.   

Date of Assessment   

Planned Review Date 




	Hazard
	Risk
	Individuals Affected

	· 
	· 
	·  

	Control Measures already in place



	· 

	Calculation of risk (use risk calculator overleaf)


	Seriousness (A)
	2
	Likelihood (B)
	3
	Risk =AxB
	6


	Control Measures required to reduce risk (if other than minimal risk)


	

	Calculation of residual risk (use risk calculator overleaf)


	Seriousness (A)
	
	Likelihood (B)
	
	Risk =AxB
	

	Action Plan

	Action
	By whom
	By when
	Date completed/signature

	
	
	
	 


	Line Manager’s sign off



	Signed Position Headteacher  Date  


	Risk calculator

	Seriousness ( A )
	Rating
	Likelihood ( B )
	Rating

	Fatality
	5
	Very likely 
	5

	Major injury to several people
	4
	Likely
	4

	Major injury
	3
	Possible
	3

	Minor injury
	2
	Unlikely
	2

	Trivial injury
	1
	Very unlikely
	1

	Risk = Seriousness (A) x Likelihood (B)

	Score
	Risk
	Action required

	1 to 3

4 to 8 

9 to 12 

13 to 25 
	Minimal

Low 

Medium 

High 
	Control measures should be kept under review

Control measures should be fine tuned to reduce risk further if possible

Control measures should be improved within 2 weeks, consider an alternative lower risk activity

Activity NOT to proceed until risks addressed.  

Seek immediate advice from TLT Health and Safety Manager


12

