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Health & Safety 

Policy 2023
To be reviewed: Summer 2024
It is the school’s responsibility to have a health and safety policy and to ensure that their employees have read, understood and follow the procedures contained in it.  As a school, we abide by Gateshead LA’s Health and Safety policy and accept direction from the Local Authority in respect of Health and Safety issues.

Our school policy reflects the specific circumstances of our school, its environment, ethos and needs of the stakeholders.  It includes guidance for activities inside and outside of the school premises and the health and safety of pupils during specific lessons as well as during break or lunchtime.
Aim of the Health and Safety policy:
We aim to provide a safe and secure environment in which our children can learn, explore and develop into responsible members of society. In order to do this, our staff, employees and stakeholders must take collective responsibility for the health and safety of all who use or visit the school premises.  

The Governors recognise that on behalf of the employer, they have overall responsibility for certain aspects of the organisation and implementation of a Health and Safety Policy and aim to ensure a safe and healthy environment for all those concerned with the school.

Key personnel are identified as having a health and safety role within the school appropriate to the contract of employment, but it is vital that all staff, children, parents/carers and visitors support this policy and recognise that they have a collective responsibility for its implementation.

This includes:

· The ability of each individual to protect him/herself 
· Concern and consideration for the safety of others 

· Knowledge of what to do in certain situations 

· Alertness and control 

· Cultivation of good habits

For children, good safety habits are taught as part of the whole curriculum.  This can be through topics, for instance, a safe place to play which could include Science, English or Technology, and the involvement of outside agencies such as the police, fire brigade, road safety officer etc.  It might also be through a health-related topic such as smoking.

At Eslington children are encouraged to develop healthy habits through good health and hygiene routines, for example regular exercise or care of themselves, personal hygiene etc. 

A positive policy for healthy eating is maintained at school, with an extended healthy option menu at lunchtime, and no break time snacks.  Healthy snacks are given in the classroom in the form of fruit or appropriate alternatives.
We believe that children learn best through practical experiences and active involvement in all areas of the curriculum. Children are taught to have care and consideration for themselves and others:

· In the classroom
· When using equipment e.g. scissors, tools, PE apparatus
· When moving around school
· When carrying out investigations e.g. pond, pollution or soil studies
· When on educational visits

Designated persons of responsibility: See Appendix 1
The member of staff with responsibility for each area as designated above in appendix, will ensure that, where applicable, all statutory notices are displayed, safety posters are in a prominent position and the relevant registers kept up to date and available for inspection.

Members of staff with a specific responsibility will be responsible for maintaining good health and safety practices in these areas and for ensuring that all staff working within their area of responsibility are properly trained, having regard to the hazards of the activities involved and for advising the Headteacher of any subsequent specialist requirements for the health and safety of staff or children.

All staff will ensure that areas under their supervision or control are kept in a clean and tidy manner and that any articles or substances are properly stored, clearly labelled and used in a manner not likely to result in harm.  They will be responsible for reporting to the Headteacher all accidents or injuries and any faults or damage to their area or the equipment they use, which may be potentially hazardous.

Mr. Donkin, Mrs Recchia and Mrs Smith are responsible for First Aid and will ensure that provisions conform to the Health and Safety (First Aid) Regulations and the revised approved code of practice issued by the HSE.  Miss Griffiths and Mrs Recchia will ensure that all staff are aware of and that they conform to the guidelines on the dispensing and storage of medicines in school (see Medicine Policy).
Allocated tasks
The Headteacher is responsible for:
· Ensuring that the policy is implemented on a day-to- day basis and that the statutory obligations with respect to the health, safety and welfare of staff, children and others is fulfilled

· Bringing the contents of this policy and associated documentation to the notice of all members of staff and making arrangements for the regular review and monitoring of this policy, and the arrangements and procedures it contains, including regular audits, inspections and safety tours

· Ensuring that adequate resources, financial and otherwise, are made available for the provision and maintenance of health, safety and welfare within the school

· Appointing a responsible person to co-ordinate the actions of staff and children in the event of a fire

· Ensuring that suitable arrangements are in force and adequate equipment made available for dealing with emergencies (e.g. fire) and that sufficient competent persons responsible for evacuation of the premises in the event of such an emergency have been appointed and their identities made known to all other staff and children

· Identifying and making arrangements for training all staff, including induction of new staff and where necessary, retraining of existing staff with respect to health and safety as and when the need arises

· Consulting with safety representatives, members of staff and others, where necessary on matters of implementation and review of this policy and any procedures it contains

· Making full use of the services of members of the Governing Body competent to assist and advise on matters relating to statutory obligations under health and safety legislation as required by the provision of the Management of Health and Safety at Work Regulations
· Taking responsibility for conforming to the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)

· Reporting and investigating all accidents, injuries and 'near misses', in accordance with school procedures

· Ensuring that all manufacturers and suppliers provide information on any dangerous substances and hazardous processes used on the school site and that this information is made available to all users and persons exposed to the hazard

· Designating and monitoring the performance of staff with responsibility for supervision, training and the day- to- day implementation of this safety policy and the procedures it contains
· The security of the premises during the school day

· Performing the functions of the Site Manager if he or she is absent. 

The Deputy Headteacher is responsible for all of the above actions if these tasks are delegated by or in the absence of the Headteacher.
Site Manager
It is the responsibility of the Site Manager to check daily that:

· All locks and catches are in working order 

· The emergency lighting is working 

· The fire alarm has no faults 

· The security system is working properly

· That the premises are safe for occupation

Before leaving the premises, to check:

· All the windows are closed 

· All electrical equipment (with the exception of refrigerators and low voltage chargers) is switched off at the wall socket

· The doors are locked and secure 

· The security alarm is set 

· All gates are locked.
The Site Manager is also responsible for the day- to- day health and safety needs raised by staff in their working environment e.g. ensuring work equipment is safe to use, playground are clear of rubbish and debris and disposing of broken equipment.
The Site Manager is the designated Fire Officer and liaises closely with the Headteacher, Deputy Headteacher to carry out the necessary fire drills and safety checks of fire equipment on the premises. 

It is the responsibility of the Headteacher or Deputy Headteacher to perform the above functions in the absence of the Site Manager.
Health and Safety Reviewing and Monitoring:
The Governing Body in consultation with the staff of Eslington Primary School will undertake to review the Health and Safety policy and the arrangements for Health and Safety on an annual basis or more frequently should the need arise.  The form of this review will be through Audit, Inspections and Tours.  The LA’s Health and Safety inspection will also be used to monitor the success of this policy and all LA recommendations will be implemented.   Health and Safety will be an agenda item at the meeting of the governing body on an annual basis.

In addition:

· The Site Manager reviews the Health and Safety of the immediate environment and grounds of the school on a daily basis and a termly Health and Safety Inspection is also carried out with a member of the Senior Leadership Team.  Concerns will then be reported immediately to the Headteacher and appropriate action taken.   The Site Manager also checks the outdoor environment every morning at each site beginning at 6.45am and will report immediately to the Headteacher if there are changes in the weather conditions that could affect access to the premises or pose significant risk to the Health and Safety of children and staff e.g. snow, ice, floodwater. 
· Day to day Health and Safety issues are reviewed at Staff and Debrief meetings.  Risk assessment reviews are also shared with staff so that appropriate action can be taken.  This will reduce a reoccurrence of any incidents whilst on school premises or during educational visits/social time activities. 

· Monitoring of equipment should take place before use.  Play equipment is monitored before children are allowed to use it and a termly check is also conducted by Mr. Shaun Fenton and reviewed with the Headteacher or Deputy Headteacher. 
· Health and Safety issues are also discussed where appropriate at Senior Leadership Team meetings and appropriate action plans put into place as a result.
· This Health and Safety policy will be brought to the attention of all members of staff and copies will be distributed and displayed on relevant notice boards.  Health and Safety information is obtained and communicated to all members of the staff on notice boards in various locations: 

· Weekly checks on Site Manager’s and cleaners’ cupboards - Hazardous substances, lifting, PPE. 

· Weekly checks on Staffroom - General Health and Safety information, First Aid, Food Safety and Food Hygiene notices and equipment up to date.
· Weekly H & S visual checks of building to include - Electrical and Fire equipment.
Training of staff:

The Headteacher will ensure that appropriate training is undertaken on a whole school basis or an individual basis to ensure that staff are kept up to date with relevant Health and Safety procedures.  

The following training should be undertaken as a whole staff:
· Fire safety training will be undertaken through a staff meeting once a year
· First Aid training to be undertaken as required depending on certification
· Team Teach – positive handling strategies to be updated regularly and a register of staff accreditation is available
· Safeguarding training to be undertaken every two years
The following training should be undertaken by designated individuals:

· First Aid Officer training 

· Dispensing of medication

· Educational Visits

· Food handling and hygiene
· Child Protection and Safeguarding 
· Risk Assessments

· Health and Safety procedures

· Manual Handling

· Working at heights and ladder safety

· British Institute of Cleaning Sciences training

· COSHH training

· Fire Warden

· Asbestos

· Midas

The Headteacher will also ensure that staff attend additional training on Health and Safety issues as and when appropriate.
Off-site Visits
All pupils at Eslington Primary will have the opportunity to participate in visits away from the school premises.  These will include PE activities at local schools and local swimming baths as well as visits to museums, art galleries and local parks or farms.  Insurance for these visits is covered by Gateshead LA under the terms of their council insurance policy.  Comprehensive guidance is available to members of staff arranging visits and Mr Luke Fowler, the Educational Visits Coordinator monitors, assisted by Ms. M Murray, and reviews visits with staff.  

Residential visits are arranged in consultation with the LA and usually occur on a yearly basis.  Detailed Risk Assessments for Adventure or Residential visits must be completed well in advance of the visit – forms are available online.  These must then be shared with the LA at least 4 weeks before the visit. 
Additional information:

· Transport: staff usually use their own cars or one of the school minibuses to transport children.  It is the individual member of staff’s responsibility to ensure that they have adequate personal insurance cover for this purpose.  A copy of this insurance must be given to Mrs. Forster – the Business Manager before allowing children to be transported in staff cars.  Only designated drivers who have attended MIDAS training can use school minibuses. There must be sufficient seat belts for the number of children in the car and these must be worn at all times.  Young children should only sit in the rear seat of the car and a suitable child car safety seat should be used.  Children should use the height chart in school to indicate whether they need a child car safety seat or not.
· Rigorous Risk Assessments should be carried out prior to the visit and signed by the Headteacher or Deputy Headteacher. These should then be taken with the leader of the activity so that any notes can be made on the form during the visit.   The review should then be shared with the Headteacher or Deputy Headteacher and staff at the earliest available opportunity (usually during a staff debrief).  All Risk Assessments should be signed off by the Headteacher or  Deputy Headteacher on return from any visit even if the visit has gone well as a comment to that effect will indicate that the visit was successful and provide corroboration in the event of any future safeguarding query.  The Headteacher, Deputy Headteacher will monitor Risk Assessments to ensure procedures are followed.
· Staff should take with them their Gateshead Staff ID cards.
Positive Handling Strategies outside of school premises

Appropriate Risk Assessments must have been completed before children are taken out of school e.g. for PE activities at another school, curriculum visits or social time activities.  If there is a high risk that a pupil may need physical intervention whilst off the school premises, then the child should not be taken out of school on that occasion.  This is due to the unacceptable effect on the health and safety of staff and other pupils involved in the visit.  There will be situations that arise where a physical restraint is necessary, and which could not reasonably have been foreseen.  On these occasions, the leader of the activity should take responsibility to ensure that the appropriate de-escalation techniques are employed before handling strategies are used.  The health and safety of staff, other pupils, members of the public and the child concerned all need to be considered.  Appropriate measures should be taken to ensure incidents are dealt with calmly and with the correct use of Team Teach techniques.  Where necessary, the school should immediately be informed by phone and additional support requested.  
The following should also be noted:

· Positive Handling in public places should be avoided at all costs but if necessary, the above procedures used to minimise impact on staff, pupils and public.
· Use of Positive Handling Strategies in transit: if a child’s behaviour becomes physically or verbally challenging and there are concerns as to the safety of other pupils or staff in the car or minibus, then the driver of the vehicle should pull over to the side of the road as soon as it is safe to do so.  Members of staff in the vehicle should proceed to make the situation safe using appropriate positive handling techniques.  Assistance should be sought from the school as necessary.
· On returning to school, the incident must be recorded on the correct format and the risk assessment sheet reviewed with any relevant action plan put in place.  This should be shared with staff at the earliest opportunity and the Headteacher should counter sign the record of risk assessment when the appropriate measures have been put in place.
(See School Policy for Positive Handling Strategies)
Selecting and Controlling Contractors

Eslington Primary School selects and controls contractors in accordance with the Construction (Design and Management) Regulations 2015.  The Headteacher uses the appropriate format to note relevant information e.g. Liability Insurance, DBS checks etc. 

All contractors, delivery people, inspectors and other trades people will be expected to comply with the Visitors Policy and its arrangements.  In addition, all contractors and trades people involved in repair, maintenance or installation work which involves the building, grounds or other facilities will be asked to provide written or other evidence of their competence to complete such work. 

In some instances, it will be necessary for the contractor to deposit with the Headteacher/Site Manager/Business Manager a copy of the company's Health & Safety Policy, and any risk assessments or method statements relevant to the work being performed by them, in so far as the work may affect the staff and/or pupils of the school.

When a contractor is likely to disrupt the teaching of pupils, then prior notice will be required before the work is commenced.  
When a contractor is likely to disrupt, hinder or work in conflict with any element of the school’s emergency plan, then prior notice will be required before the work is commenced.

Certain activities carried out by contractors on site will require a 'permit to work'.  This will include all work involving naked flame, electricity, gas, poisonous substances, structural repairs, working at height and construction plant and machinery.

First Aid and supporting the medical needs of all pupils:
We promote the health, safety and welfare of all our pupils, staff and visitors to our school through provision of appropriate first aid equipment and rigorous training for all staff and for designated First Aid officers.   This is in accordance with the requirements of the Health and Safety (First Aid) Regulations.  

The designated First Aid Officers are Mr. Ian Donkin, Mrs Kirsty Recchia, Mr. Shaun Fenton and Ms Mandy Jones who have completed in depth training which will be renewed as necessary.  The majority of the staff have also completed First Aid training which will be renewed as required.  Notification of who the main First Aid officers are can be found near the main entrance door and outside the staffroom on both sites.

Defibrillators are in the staffroom at Hazel Road, in the office at Rose Street.  Any member of staff can use these defibrillators.  First responders should perform a primary survey, and  if the casualty is unresponsive and not breathing normally they should ask a helper to call 999 for emergency help and return with the defibrillator while they start CPR. Advice should be taken from the emergency operator and the instructions on the defibrillator followed.  The defibrillators will be checked weekly by the Site Manager, any defects brought to the attention of the Business Manager immediately and a record kept in the office at each site.  
First Aid is necessary to save lives and to ensure that minor injuries are treated effectively.  To ensure this happens:

· A designated member of staff checks first aid stock on a regular basis and orders additional supplies whenever necessary.
· First aid containers clearly labelled with a white cross on a green background and adequately stocked in accordance with HSE recommendations are available in the staff room.
· All staff are fully informed as to First Aid arrangements and policy.
· All staff are aware of hygiene procedures and take appropriate precautions with pupils. 

· Accidents, dangerous situations, and injuries are reported as appropriate and written records kept.
· First aid arrangements, training and policy are reviewed regularly. 

· Parents/carers are kept informed if their child has required first aid at school or whilst in the care of staff.  This takes the form of written notes in the home-school contact books, an email, a letter to inform parents/carers of bumps to the head and phone calls home if injuries are of a more serious nature.
First Aid provision and procedures:

· First aid provision must always be available to all pupils and staff.  When pupils are out of school on a PE, educational or social activity, staff must make sure that they always have portable first aid kits in the cars and minibuses and carry the kits with them.
· If First Aid is required, staff and pupils should contact the named First Aid officers, ensure that details of any accident have been passed on and that staff are available to support if necessary.
· All medical incidents such as fainting, sickness, epileptic seizure, asthma attacks that are not controlled by the child’s usual inhaler dosage are reported to the Headteacher and parents or carers informed and asked to collect their child.  The First Aid officers or another suitably qualified member of staff must ensure that pupils are cared for in an appropriate fashion.  This will involve the continuous observation of the pupil while awaiting the arrival of the parent or carer. 
· Staff should always wear disposable gloves when treating any accidents or incidents, which involve body fluids.  Make sure any waste (wipes, pads, paper towels etc) are placed in a disposable bag, fastened securely and disposed of appropriately.  Any children’s clothes should be placed in a plastic bag and fastened securely ready to take home.
· The School Nurse and other Health professionals are in regular contact with the school to monitor the health and well being of the children and offer advice to staff and parents and carers on such health issues as asthma, head lice, scabies and childhood illnesses.  Should there be an outbreak of an infectious disease in school, medical advice would be sought immediately and parents and carers informed of the action to be taken.  Staff will liaise with medical officers and follow the LA strategic plan in the event of a pandemic such as swine flu or COVID. In these cases, a separate Risk assessment would be written and implemented.
· Members of staff may occasionally help a parent or carer in transporting a child home or to a hospital emergency unit; this should not be seen as the sole responsibility of the school. The emergency services should be called immediately if the First Aider considers a child or member of staff to be seriously injured or ill.
· PLEASE NOTE THAT THERE IS ADDITIONAL PPE EQUIPMENT IN SCHOOLS FOR STAFF TO USE SHOULD IT BE REQUIRED. ALL STAFF HAVE ACCESS TO APRONS, GLOVES AND FACE MASKS IF REQUIRED AND 2 FACE VISORS ARE BEING DELIVERED TO SCHOOL FOR USE IF PUPILS SPIT AT STAFF.
Supporting medical needs of pupils and staff:

A significant number of pupils who attend Eslington Primary School have additional medical needs such as ADHD, ASC, Epilepsy etc.  Where medication needs to be administered on the school premises, a medical form must be filled out and signed by parents giving authorisation for medicines to be administered to their children and instructions regarding the quantity and frequency of administration.  A copy of this form is kept in the office and updated whenever necessary.  The medicines must be brought into school in a properly labelled container which states: 

1). The name of the medicine

2). The dosage

3). The time of administration

Parents are responsible for giving the medication to an adult (e.g. on the taxi) which will then be handed to members of staff on arrival at school.  It is never appropriate for pupils to bring their own medication into school.   Mrs Recchia and Mr. Donkin are the designated medical officers in school and, with the assistance of other staff where necessary, administer medication at specified times according to the medical needs of children.  
Where a child has a significant medical need such as severe asthma or allergies, inhalers, Epi pens and other necessary medications, will be readily available in the classroom and will be taken with the child for PE lessons or whenever the child is away from school premises with staff.
In terms of staff needs, individual risk assessments are completed and where appropriate, whole staff meetings and school assemblies are held to ensure that both staff (and pupils if indicated) 

Additional information:

· Medication is kept in a locked cabinet in the staff room at Hazel Road and in the safe in the office at Rose Street and the key is kept in the office.
· When out on a school visit or activity, staff will ensure that the correct dose of medication is taken with them in a sealed envelope, labelled with the child’s first name and initial, the dosage and the time, if the child is going to be off the school premises when medication would normally be dispensed. Medication taken off site will be recorded as ‘removed’ on the child’s medication record and as ‘given’ on the risk assessment form.
· If staff or pupils are engaged in an out of school activity and have specific health needs or disability, the contents of the First aid kit will include the appropriate resources to meet that need.
· Staff regularly liaise with medical professionals to ensure that medication given to pupils is at the right dose and effective.  This may be through Annual Reviews or on occasion, staff will attend medical appointments with pupils if invited to share views with professionals.
(See also Administration of Medication policy)
School security:

Premises
The gates into the school grounds at Hazel Road are always locked when the school is closed, and the Site Manager makes regular checks of the perimeter fence.  The gates to the Rose Street site remain open to allow access to the other buildings at that site.  The Site Manager does checks of the perimeter, playgrounds, car parks and buildings daily. Vehicle access at Hazel Road is restricted and staff and visitors should only park in the designated car park and not in the taxi drop off area. Staff will escort pupils to and from taxis which deliver and collect pupils from the taxi access.  Staff will ensure that the gate to the yard is closed once all the pupils have arrived, Staff will then lock the outer gate to the taxi access. Vehicle access to Rose Street is through a shared carpark, staff are asked to use the first car park and leave the car park behind the sports hall clear.  Staff will collect children from and deliver them to taxis, which park across the hatched delivery area and along the back of the sports hall.  All delivery/collection vehicles should be fitted with an audible warning reversing system.  
All external doors are fitted with security locks which are magnetically controlled.  Members of staff will be given a magnetic fob when employed by the school and must take responsibility to keep this secure.  It is the responsibility of the class teacher to make sure that their classroom is secure, windows closed, and equipment switched off at the socket before leaving the premises, the Site Manager will check at the end of each day.  Children must not be left alone in classrooms, corridors or un-supervised in the school even for short periods of time.
When a visitor is given access to school, they will be asked to state their business at the school and to sign the visitor’s log.  The Business Manager / Administration staff will then escort them to the appropriate area of the school.  Visitors to the school will not be left with pupils unsupported at any time, (unless they are there for the purpose of 1-1 time with a child).  Visitors should be escorted around school by an adult.  When leaving the premises, the visitor must sign out so that in the event of an emergency, the Headteacher or Deputy Headteachers are aware of all the staff, pupils and visitors on the premises at any given time.

Council employees will be expected to show identification on entering the school building and to sign the appropriate log to show when they are on the premises.  
The school has electronic shutters on some of the external windows and an alarm system which is linked to Status Security Company.  At the end of each working day, the Site Manager tours the school internally and externally to ensure that all windows and doors are secured and blinds, curtains drawn and shutters where installed are down and electrical equipment switched off at the socket.  
The alarm system is always activated when the premises are unoccupied.  In the event of an alarm being activated, RMS (Remote Monitoring Services) will notify the key holder (currently AMULET out of hours).  The key holder is the Site Manager, he will proceed to the site if within hours, he will then decide on the appropriate course of action and who should be informed.  If out of hours AMULET attend and leave a report of the reason and action taken on site.  They have relevant contact numbers for leadership staff if it is necessary to call them.  All staff should ensure that furniture/displays do not obscure the sensor beam or create the possibility of a false alarm to avoid unnecessary call outs. 

School equipment and personal belongings
Secure cupboards are situated throughout the school and staff should use these to keep personal belongings safe. Children are encouraged not to bring valuable items to school and to give any money to a member of staff for safe keeping.  The office, staff room and meeting room are not generally locked and should therefore not be seen as a safe place to store valuables.
Occupational Health services, consultation with staff and work-related stress:

Workplace stress is recognised as a legitimate issue affecting staff and one which needs careful and sympathetic management.  It is recognised and accepted that undue stress can lead to adverse effects on the emotional and physical well-being of staff and consequently to the efficiency of the organisation as a whole.

Whilst individual reactions to stress vary widely, the need to recognise and act upon potentially stressful situations is essential.  The collaborative management strategies in operation at Eslington Primary School are designed to give all members of staff regardless of their status or experience a voice in the decision-making process.  This collegiate approach is intended to foster a pro-active approach on a continuing basis and encourage all staff to be able to share responsibility, discuss concerns and resolve difficulties.  It is accepted that major changes in working practices or management structures within any organisation can be stressful and therefore, it is our aim to effect school improvement with the involvement of all staff and develop whole school policies which reflect a consensus of ideas and opinions.

Members of staff are always encouraged to seek advice from the Headteacher or Deputy Headteachers regarding any situation they feel is causing them undue stress, such consultations will be treated without prejudice and in the strictest confidence.  Where necessary, a referral may be made to LA Occupational Health services.  This may also occur to facilitate the return to work of any member of staff after a long period of illness.  If appropriate, a risk assessment will be carried out to ensure that correct measures are put into place to reduce the possibility of a stress related illness re-occurring.

New & Expectant mothers Policy:

Guidance is taken from Gateshead Council’s document CSG-HS-33 and HS-RA-55 which states “There is specific mention in the Management of Health and Safety at Work Regulations, 1999, of the need to protect the health and safety of new and expectant mothers. In the workplace there are risks which may affect the health and safety of new and expectant mothers and that of their child. Working conditions generally considered acceptable may no longer be so during pregnancy and whilst breastfeeding.” Managers must carry out an individual risk assessment immediately after notification of the pregnancy in conjunction with the employee. If there is a significant risk at work to the new or expectant mother, steps must be taken to remove her from the risk.
Workplace safety for teachers, pupils and visitors:

The following procedures are designed to increase the workplace safety for all staff, pupils and visitors to Eslington Primary school.

Mains Electricity (240/110 volt)
It is strictly forbidden for any work to be conducted on any live electrical circuits by any member of staff.  Any work of an electrical nature on any conductors or circuit shall be carried out only by competent and qualified electricians.

All installations and electrically operated tools and equipment will be maintained in good order and subject to regular inspection and testing as appropriate by a competent person.

A record of all such tests and inspections shall be kept in the safety manual alongside all recognised and authorised safe working practices identified.

If any item of electrical equipment fails to function properly, the user shall immediately report the fact to the Site Manager, Headteacher, Deputy Headteacher.  On no account will amateur fault-finding be attempted, even after switching off and disconnection from the power supply.  Under no circumstances will working on live circuits be allowed.  
VDU Operation
Any assessments carried out pursuant to the Health and Safety (Display Screen Equipment) regulations will be kept in the Health and Safety file.  Staff using or involved in the use of VDU equipment will be asked to assist in the undertaking of workplace risk assessments, and upon request, will be offered a free eye test for the purposes of working with display screen equipment.  Workstation risk assessments will include consideration of all users (staff, children and others), the working environment as a whole.  Copies of these risk assessments will be kept in the office.
Machinery and Equipment
Each item is recorded in the school stock book.  All electrical items must be PAT tested every year and be clearly identified as having passed.  Any electrical items brought into school by staff must be PAT tested as soon as practically possible.  Staff must make a visual inspection of electrical equipment before use to ensure there are no obvious defects that would affect the safe use.
All machinery and equipment is maintained in good working order at all times, or otherwise clearly marked by securely fixed notices, to indicate when such machinery or equipment is unfit for use.  It is the responsibility of staff when using equipment to check for obvious signs of damage and report any defects found.

Full and suitable assessments are made of the hazards and risks involved in the use of all machinery and these are recorded, along with arrangements for the scheduled servicing, lists of authorised users and training records.

Care is taken over the use, installation and/or siting of new equipment and LA advice requested as necessary.

Purchases and Gifts
All purchases and gifts must be considered in terms of whether they present a hazard to children and staff or not.  While the schools risk assessment and COSHH management procedures identify the major hazards, the school actively reviews, in terms of health and safety, each proposed purchase or gift.

To assist in this procedure persons ordering any substances for use in the workplace will ensure that suppliers are able to provide all necessary product safety data sheets and any other relevant information as required by their duty as a supplier under the various relevant statutory provisions.  Each new purchase or gift is monitored, and its use reviewed in terms of its safe operation.

Heating
All classroom areas should be a minimum temperature of 16 degrees C.  Although this temperature is subject to central control by the Architects Department in the Civic Centre, the Site Manager will endeavor to monitor the heating situation in the building to ensure a comfortable working environment, whilst minimising energy consumption.  Air-conditioning should be used only with the windows closed.  
Lighting
All areas of the school have an adequate level of natural and artificial lighting and most areas are fitted with blinds to eliminate glare.  Staff and children are asked to consider energy consumption in their use of artificial lighting and to switch off lights when they are unnecessary.

Ventilation and Humidity
All classrooms have windows which can be opened for ventilation.  Some classrooms have access to air-conditioning, staff are encouraged to keep the windows closed if the air-conditioning system is in operation.  During the height of a Covid Pandemic, as many windows as possible are kept open to ensure the free flow of air due to Covid19, staff and pupils are encouraged to wear suitable clothing to ensure they are comfortable.
Water hygiene
Water hygiene checks are made by the Site Managers in accordance with guidance provided by the LA. 

Cleaning and General Maintenance

Most of the cleaning work is carried out by a contractor.  Gateshead Council Transport and Cleansing Department at present have the contract to clean the school building.  This contract is supervised and monitored by the LA.  All cleaning or maintenance work carried out under contract or by the Site Manager is subject to risk assessment and appropriate control measures being put into operation.

Recycled materials
The school collects a range of items which are useful across the curriculum.  Parents and carers are asked to ensure that items sent to school are clean, have not contained a harmful substance and do not have sharp edges.   
Smoking Policy

It is the policy of the Governing Body that Eslington Primary School is a no-smoking school.  Smoking or Vaping is not permitted in any area of the school or it’s grounds by staff, parents or visitors to the school.  No-smoking signs are clearly displayed around the building.
Policy on Children Leaving School Premises

There are occasions when pupils may become upset or distressed and may attempt to leave the school buildings or grounds. On no account should staff run after or pursue children.  The incident should be reported to the senior member of staff on site and the agreed procedures will be followed.  A record of this procedure is kept in the main office.
Personal Hygiene
Toilet facilities are provided for all children and staff, male and female, throughout the school.  All toilet areas have hot and cold facilities for washing.  Toilet tissue and soap should be available at all times and children are encouraged to wash their hands after using the toilet and before eating.  Arrangements for sanitary disposal are available in the staff toilets and an emergency supply of sanitary towels is kept in the female staff toilets.  Staff should be aware that the use of spray deodorant or perfume is restricted to the adult toilet areas only.
During the height of a Covid Pandemic, additional handwashing advice relating to Covid19 is displayed throughout school and children are reminded regularly of the need for extra attention to cleanliness.  Hand sanitizer stations and bottles of sanitizer are located thought out the school, pupils and staff are encouraged to use them regularly.  Cleaning equipment is also available in toilet areas along with advice on its use.  Further hygiene advice and guidance is on the Whole School Covid19 Risk Assessment.
Food Hygiene
The preparation of school meals takes place in separate facilities within the school premises and is not the responsibility of the Governors or teaching staff.  Meals for the staff and children at Rose Street are prepared at Hazel Road and transported to Rose Street by the Site Manager in a private vehicle as agreed with a representative from the catering department.  It was also agreed that staff not trained in Food Hygiene would be allowed to assist with serving school lunches daily.
However, there are occasions when children and staff will be handling food as part of the curriculum.  It is recommended that all staff working with food are aware of the following:

· Potential allergens

· knowledge of the ways and conditions that bacteria grow and multiply

· knowledge of the ways of preventing food poisoning and contamination

· knowledge of cleaning methods

· knowledge of the effect of food poisoning

· knowledge of pest control

· knowledge on the correct storage of food and the health and safety regulations that apply to the disposal of cookery ingredients (See Food Handling and Hygiene regulations)

Staff undertaking food-based work with children should be mindful of the above aspects and be alert to the difficulties associated with the need for bowls etc to be exposed to temperatures in excess of 60 degrees during the washing up procedure and the hygienic storage or eating of prepared food.  Only very small quantities of food are stored in appropriate sealed containers and maintained at the correct temperature.  Sell by and opening dates should be monitored carefully.  
Cotton cookery aprons are worn by staff and pupils and these are washed at 60 degrees each time they are used.  Children are taught to wash their hands, cover any cuts and scratches with blue waterproof dressings, tie back long hair and rewash their hands after breaks or visits to the toilet.  All surfaces are cleaned using a recognised, safe cleaning agent according to the directions on the product.
Violence towards staff:

Violence against staff whether it takes the form of abusive, threatening or violent behavior should never be tolerated.  

Violence, or the risk of violence to any member of staff is considered a very serious matter, and the Governors and Senior Leadership Team will give all support necessary to any member of staff who reports any such incident, actual or perceived, whatever the circumstances. An HS20 reporting form is available online for completion.
All reports of violent or abusive conduct will be fully investigated, and the necessary disciplinary action taken.  Any member of staff who has been the subject of violent or abusive behaviour during the course of their employment will be offered legal advice and representation, and counselling as appropriate.

Following due consultation with any member of staff affected, persons making threats or verbally abusing staff may be sent a formal letter of warning, indicating that legal action may be taken should the behaviour continue.  In cases of actual physical abuse or property damage, then the matter will be referred to the local police for investigation and action.

Additional information:

· The pupils who attend Eslington Primary school all have significant and challenging behavior difficulties.  These sometimes result in verbal or physical outbursts.  Staff are rigorously trained in the use of positive handling techniques (Team Teach) and will use these to de-escalate situations quickly and appropriately (see Positive Handling Strategies Policy)

· In the event of a member of staff or child being hurt as a result of violence by other pupils or adults, the Headteacher or Deputy Headteachers must be informed immediately, medical attention will be sought if applicable on the school premises or at the nearest medical facility and the perpetrator will receive appropriate consequences for their behaviour. The appropriate documentation must then be completed.
· When a member of staff has been the victim of a violent attack, an Incident Report and Investigation Form must be completed, and a copy will be forwarded to the LA using the online accident reporting procedure.
Lifting and Manual Handling:
The risk of injury due to the manual handling of loads is recognised by the Governors and all measures will be taken as necessary to reduce such risks through individual risk assessments.

Training in proper handling techniques will be given as appropriate and only those persons so trained should be asked to move heavy weights.  

As a guide, for an adult, 20 Kg will be the maximum weight (held close to the body).

If the load is held at arms length, then this limit will be reduced by 50%. If the lifting involves twisting, then the limit will be reduced by 20%.

Loads lifted above shoulder height or below knee level will be reduced by 50%.

For fuller details, more comprehensive details refer to the Manual Handling Regulations.  

Under no circumstances will children be allowed to lift or move heavy or awkward weights.

Consideration will be given to pregnant workers in line with the Manual Handling Operations Regulations.

Guidelines for implementation will follow the 'ergonomic' approach which encourages assessment and quantifying of risk factors with the task in hand within an occupational setting. The lifter or handler will be seen as being at the centre of a system.  Staff should always use appropriate equipment for lifting and handling, including the use of trolleys and step ladders.  Regular training on Manual Handling should form part of the cycle of Staff Training through staff meetings or designated time.  The frequency of this will be monitored by the Headteacher, Deputy Headteacher and Site Manager.
Policy on Children Moving Equipment

In the normal day to day running of the school, there are certain situations where children will need to move equipment or items of furniture. 
For example:

· Chairs and/or tables
· Sports equipment
· Small items of equipment
Children must always be supervised when moving any equipment or item of furniture.  Some items they need to move may be heavy or awkward to handle.  Children need to be shown how to lift and carry safely.  This needs reinforcing on regular occasions. (NB see below for measures during COVID-19).
PE and Sports Equipment

When using large apparatus, children must be trained in how to move, lift and set out each piece of apparatus.  This includes how to lift correctly, and how many children are needed for moving each piece of equipment.  This should include how to bend at the knees to reduce the stress on the back muscles, and where children should stand to lift equipment.
Furniture
Chairs should be moved one at a time, and children must be shown how to carry them correctly. They may carry single chairs on their own.  If a large number of chairs are needed, then the Site Managers will supervise.  When moving tables, one child should stand at each end, a child must not attempt to lift a table on his or her own.

Small items of equipment including tape players, CD players, PE trolleys etc. These can be moved freely by the children.  Staff should always make sure that when any item of equipment or furniture is being moved from one room to another, that there is another child available to open and close doors.

Items Children Should Not Move

· Computers – monitors can easily fall off trolleys, or wires get caught

· Piano – although on wheels, it can tip, and feet or fingers become trapped

· Cooker – too heavy and awkward

· Paper cutters – sharp blade which could potentially hurt a child
Slips and Trips:
All staff and visitors should take responsibility to remain vigilant as to potential hazards caused by trailing wires, unsecured equipment and any other potential risks that could cause injury through slips or trips.  Any potential hazard should be immediately reported to the Site Manager, Deputy Headteacher or the Headteacher, and steps taken to remove the potential hazard.

Where water or other liquids have been spilt on the floor, an appropriate sign should be placed by the area of wet floor and steps taken to clean up the liquid.  Slips and trips should be immediately reported to the Headteacher, Deputy Headteacher and appropriate first aid or medical treatment sought from the First Aid officers or a medical facility.  An HS20 should be completed in the event of an accident or near miss, these are available on-line.
Staff should always use a step ladder or stool when putting displays up at a height.  Standing on tables or chairs is not permitted due to unacceptable health and safety risks.  
On site vehicle movements:
Access to the Hazel Road site is via a back lane which is clearly signposted from the main road.  All staff and visitors to the school should take extra care when approaching the school car park there is an advisory speed limit of 10 mph, taking into consideration the width of the lane and any oncoming vehicles.  
Access to the Rose St site is through a shared car park which is signposted and has a speed limit of 5 mph.  Other users have access to this car park, so staff and visitors should be considerate when moving and parking vehicles.  Staff and visitors are being asked to use the first car park to leave the car park behind the sports hall for pupils’ activities.
The car parks are clearly delineated with disabled parking close to the entrance.  Cars should never be double parked as this causes a health and safety risk in the event of a fire and could hinder access for fire engines.
As part of the prior risk assessment, when taking children into the car park in order to use the minibus or staff cars, children should be reminded of the appropriate precautions in walking across an area when vehicles could be exiting and entering.  Children must be escorted at all times, and walk in a sensible line, keeping watch for moving vehicles.

At Hazel Road, taxis should enter the grounds via the designated taxi area.  At Rose Street taxis should enter and make a circle of the carpark to the rear of the sports hall then park in the loading bay and around the sports hall.  

Children do not enter or exit these areas without a member of staff being present.  Staff must remain vigilant and ensure that children are reminded repeatedly of the Green Cross Code when approaching areas of the school grounds where vehicles may be present.  Staff should also wear high visibility jackets when escorting children to and from taxis.
Management of asbestos:
Inspectors from the LA review the presence of asbestos in the school building.  An asbestos register is kept in the main office.  This is signed by contractors who may come into contact with areas that contain asbestos.  The document must be signed to say that they have read it and noted its contents.  Staff training on the presence of and risk associated with asbestos has been carried out recently and will be reviewed annually.   Asbestos management is included in the Site-Specific Management Plan and signed off by the Headteacher, Business Manager, Deputy Headteacher.
Control of Hazardous substances:

The use of any material or substance within the school is subject to prior assessment and its consequent use is, in accordance with any controls and training requirements, identified and recorded as part of a COSHH programme, the details of which are kept for reference in each of the storage areas.

The school recognises the requirement as a result of COSHH (Control of Substances Hazardous to Health Regulations) to:

· Undertake assessment of all hazardous materials with respect to usage and risk;

· assemble relevant information in order that measures can be taken to control the use of hazardous substances;

· make arrangements for ensuring that copies of all relevant information are readily available to users of hazardous materials;

· make arrangements for the issue and use of Personal Protective Equipment, including checking, maintenance and training as appropriate;

· store materials and hazardous substances safely. 

The Site Manager’s cupboards and cleaner’s cupboards may contain hazardous substances.  These cupboards are kept locked at all times during the school day and access can only be gained by a member of staff.  Children are not allowed access to these cupboards.  Substances stored in the staff room that could be injurious to health are kept in a locked cupboard above child level.
Personal Protective Equipment (P.P.E)
Protective clothing and equipment will be issued and used whenever processes and systems at work present a hazard which cannot be satisfactorily controlled by other reasonably practicable means, or where it is required by certain specific legislation.

Where statutory provision or detailed assessment of the task or substance involved indicates that such PPE will be required then the Headteacher will ensure that it is made available.

All PPE used will be of a type approved for the purpose and conform to the relevant British or European standards.

All PPE will be regularly inspected and kept in good order.

It is the responsibility of all staff to wear such PPE as required, to use it in the proper manner, and report any defects immediately.   
Eye Protection
It is a statutory requirement under the Personal Protective Equipment Regulations to wear eye protection when an assessment shows that a risk of injury which cannot be otherwise eliminated exists.

Staff will wear eye protection when involved in any of the following operations:

· Using or dispensing liquids which could cause injury;

· When breaking, cutting, dressing, carving, stone, metal and glass;

· Any other process involving the production of fine particles;

· Any work which involves the use of sharp pointed materials.

Eye protectors will be readily available, well maintained and conform to EC standards and carry the relevant code for the type of protection offered. (1/2 = grade 1/2 Impact resistance, 

C = chemical, D = dust, M= molten metal etc.)
Children may only engage in activities which necessitates the wearing of eye protection if the appropriate equipment is provided before the activity takes place.

Gloves
Suitable hand protection shall be worn whenever the relevant risk assessment indicates e.g. rubber gloves will be worn when washing items in hot water or when using certain cleaning agents or carrying out certain science experiments.  Staff may also need to wear gloves in the event of dealing with bodily fluids e.g. a pupil’s nosebleed.  Ribbed or similar gloves will be used when a risk of injury from the handling of sharp or abrasive objects is present.

Protective Clothing
Appropriate protective clothing will be worn by staff involved in activities which could lead to entanglement, be subject to harmful liquid spillage, or high temperatures including naked flames.  The premises officer and certain other caretaking staff will be required to wear protective shoes whenever the activity involves lifting and moving of heavy items.

Training 

All relevant staff must be trained in the correct selection, wearing and use of P.P.E.

Waste Disposal

The school ensure that all waste produced is disposed of in accordance with the requirements of the Environmental Protection Act 1990 (Duty of Care) to a licensed waste disposal site via a registered carrier.  All waste (particularly food) is put into polythene bags and sealed.  

All sharp instruments, broken glassware and other sharp waste material are labelled appropriately prior to disposal.  Waste is removed on a weekly basis; General waste one week and Recycling the following week.
Maintenance and examination of equipment:

The Site Manager and Facilities Management are responsible for the maintenance and examination of pressure systems, gas appliances, local exhaust ventilation, lifting equipment and glazing safety.   Where staff have concerns or have identified related health and safety issues, they should raise them with the Site Manager who will take appropriate action.
Accidents – reporting and recording:

An accident can be described as

· Fatal

· Causing major injury

· Resulting in employees having more than 3 days consecutive absence 

· Minor accidents

Accidents that are fatal or that cause major injury should be reported immediately to the Health and Safety Executive and Gateshead LA using the correct format and where appropriate the additional section outlining steps that will seek to prevent a reoccurrence of the accident.   

Major injuries include the following:

· Fracture of the skull, spine or pelvis

· Fracture of any bone in the arm other than one in the wrist or hand

· Fracture of any bone in the leg other than a bone in the ankle or foot

· Amputation of a hand or foot

· Loss of the sight of an eye

· Any other injury which results in the injured party remaining in hospital as an inpatient for more than 24hrs unless just for observation

Fatal and major injuries to pupils that occur on a school activity that takes place away from the premises must be reported if it arose as a result/in connection with the activity undertaken.

Full guidance is given in the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

Where an accident has occurred on the premises, immediate First Aid should be given by appropriate members of staff and if necessary, further medical attention should be sought.  The Headteacher, Deputy Headteacher should be notified if the accident has caused injury to staff, pupils or visitors.  Where the accident has resulted in serious injury, an ambulance should be called and the injured taken to the nearest hospital.  If the injured party is a pupil, parents or carers should be contacted as soon as possible to inform them of the circumstances and severity of the accident.

If the full extent of the injury is not apparent at the time, but later results in medical attention being sought and a stay of longer than 24hrs in hospital, then it must be reported as a major injury.
Accidents to pupils are logged in an accident book, a copy of which is sent home with the pupil and the main copy kept in the office.  Injuries to pupils arising from slips or falls in the playground are not reportable unless they are caused by a lack of supervision or the condition of the playground/play equipment.  Minor grazes or cuts do not need to be recorded in the accident book, but parents may still be informed through the Home School Contact book or email.

If a member of staff or visitor has an accident, the appropriate form is completed online and sent to the LA.   
Fire Safety:
To prevent loss of life or injury in the event of a fire, regular fire drills are conducted every half term to ensure that all staff and pupils know what to do in the event of the fire alarm being raised.  The alarm is tested every week by the Site Managers and every quarter by LES.  A log book indicating when the alarm has been tested is kept in the main office. At Hazel Rd the alarms can be found next to each of the main exits, near the kitchen and the library doors.  When the alarm is sounded, a flashing red light, a voice message as well as an alarm is activated in each room and corridor. At Rose St, the alarms can be found next to each of the main exits, Classrooms 6,7 & 8, reception, top & bottom of the stairwells, next to archive room, next Pastoral Lead’s office, main corridor, Sports Hall entrance, sports hall & main store. There are no alarms in the Bungalow although there are 3 smoke detectors.
In the event of a fire:
As soon as the fire alarm sounds, all children and adults must stop what they are doing and walk out of the building through the nearest exit and assemble in the playground near the gate leading to the taxi collection point at Hazel Road, or by the sign-posted fire assembly point in the car park area at Rose Street.  If the normal exit is blocked for any reason, then children and staff should use the nearest available exit.
The Fire Marshall, Mr Fenton is based at Hazel Road, (SLT/Fire Marshalls are allocated for times when the Site Manager is not available) and has the responsibility to ensure that all adults and children have exited the building by checking classrooms and toilets.  The Business Manager/School Administration will bring the registers from the office, the visitor signing in book and the Major Incident Kit onto the yard.  
The Headteacher or person designated will ask each child to answer their name and will seek visual confirmation.  Nobody should go back into the school building.  If a child is missing it must be reported to the Headteacher or person designated.  When all the registers and the visitor’s logs have been checked, the Business Manager or School Administration staff will collect the registers to return them to the office.  
Once the building has been secured and it is safe to go back into the school, the Headteacher or person designated will give permission for each class to return to their room.  Children should walk in and out of school sensibly and line up quietly.

Lunchtime Fire Procedure

· On hearing the fire alarm, the staff on duty in the playground will gather all children together away from the building in the designated fire assembly points and ensure no child re-enters the building

· Staff on duty in the dining area will evacuate all children from the building and ensure on the way out that any toilets are vacated
· The Headteacher or person designated will ensure, as far as it is reasonably practicable, that the rest of the building is vacated

Fire and Bomb Alerts

In the event of a fire or bomb alert the Headteacher or person designated must:

· Ring the fire alarm to activate the evacuation of the premises of all adults and children 

    (See fire drill procedure)

· Phone 999 for the fire brigade and police

· Check that the evacuation procedure has been followed

· Remain at the main entrance of the school to meet the fire brigade/police and direct them to the incident

· All children and adults must remain outside, and a register of adults and children taken

· Only when the all clear has been given will children and adults be able to re-enter the premises

If the alert is a practice, then the alarm monitoring company and the fire brigade must be informed before the evacuation of the premises takes place.

Emergency Health and Safety procedures:

In the event of an emergency staff and pupils should leave the building immediately following the correct procedures for evacuation.  The Major Incident Kit is kept in the main office and contains the phone numbers of the appropriate agencies and people to contact in a variety of situations.  It is the Business Manager’s/School Administration Officer’s or the Headteacher’s responsibility to ensure that this is kept up to date and that it is with them when staff evacuate the premises in the event of an emergency so that the appropriate measures can be followed.
Appendix 1

Hazel Road Site

Health and Safety Officer

Mr. Shaun Fenton

Site Manager
Health and Safety Manager

Mrs. Ruth Forster

Business Manager
Premises Officer


Mr. Shaun Fenton

Site Manager
Fire Officer



Mr. Shaun Fenton

Site Manager
First Aid


             Mr Ian Donkin                           Learning Mentor
                                                                  Mr. Shaun Fenton                    Site Manager
                                                                  Mrs. Kirsty Recchia                  Class Teacher

                                                                  Ms Mandy Jones                      Teaching Assistant


Medicines (dispensing)

Mrs. Kirsty Recchia
           
Class Teacher
Care and Welfare


Mrs Rachael Taplin

Pastoral Lead
Supervision (non-teaching)
           
Mrs. Ruth Forster

Business Manager





PE




Miss Kathryn Griffiths               PE Coordinator

Swimming



Miss Kathryn Griffiths

Deputy Head

Visits/activity holidays

Mr. Luke Fowler

Visit Coordinator 
Science     

 

Fay Weldon                 

Science Coordinator

Food Technology


Lea-Anne Palmer                     Food Tech Coordinator
Art & D & T



Miss Louise Fearon
            Art & D & T Coordinator

After School Club


Mrs. Rachael Taplin

Pastoral Lead





Mr. Matt Logan

Sports Coach

Fire Warden                                             Mr. Shaun Fenton

Site Manager

                                                                   Mrs. Rachael Taplin

Pastoral Lead

                                                                  Miss Hannah Heppell               Teacher
                                                                 Miss Fay Weldon                      Teacher
Rose Street Site

Health and Safety Officer

Mr. Shaun Fenton

Site Manager
Health and Safety Manager
              Mrs. Ruth Forster

Business Manager
Premises Officer


Mr. Shaun Fenton

Site Manager
Fire Officer



Mr. Shaun Fenton

Site Manager
First Aid



Mr. Ian Donkin

Learning Mentor
                                                                  Mrs. Kirsty Recchia                   Class Teacher






Mr. Shaun Fenton                    Site Manager
Medicines (dispensing)

Miss Kathryn Griffiths

Deputy Head

Care and Welfare


Mrs Rachael Taplin                   Pastoral Lead
Supervision (non-teaching)
            Mrs. Ruth Forster

Business Manager
PE and Swimming


Miss Kathryn Griffiths
           
Swimming Coach
Visits/activity holidays

Mr. Luke Fowler
              Class teacher





Ms. Rachael Taplin

Pastoral Lead





Science     

 

Miss Fay Weldon                
Science Coordinator

Food Technology


Lea-Anne Palmer

Food Tech Coordinator
Art & D & T



Miss Louise Fearon

Art & D & T Coordinator

After School Club


Mrs. Rachael Taplin

Pastoral Lead




Mr. Matt Logan
Fire Warden                                             Mr. Shaun Fenton

Site Manager

                                                                   Miss Kathryn Griffiths             Deputy Head

                                                                   Mrs. Rachael Taplin

Pastoral Lead

                                                                   Mrs. Ruth Forster

Business Manager

[image: image2.jpg]Health and Safety
Executive

allows the enforcing authorities to target their work and provide advice about how
to avoid work-related deaths, injuries, ill health and accidental loss.

What must be reported?

Work-related accidents

For the purposes of RIDDOR, an accident is a separate, identifiable, unintended
incident that causes physical injury. This specifically includes acts of non-
consensual violence to people at work.

Not all accidents need to be reported, a RIDDOR report is required only when:

m the accident is work-related; and
m it results in an injury of a type which is reportable (as listed under ‘Types of
reportable injuries’).

When deciding if the accident that led to the death or injury is work-related, the key
issues to consider are whether the accident was related to:

m the way the work was organised, carried out or supervised;
® any machinery, plant, substances or equipment used for work; and
m the condition of the site or premises where the accident happened.

If none of these factors are relevant to the incident, it is likely that a report will not
be required.

See www.hse.gov.uk/riddor/do-i-need-to-report.htm for examples of incidents that
do and do not have to be reported.

Types of reportable injury

Deaths

All deaths to workers and non-workers must be reported if they arise from a work-
related accident, including an act of physical violence to a worker. Suicides are not
reportable, as the death does not result from a work-related accident.

Specified injuries to workers

The list of ‘specified injuries’ in RIDDOR 2013 (regulation 4) includes:

a fracture, other than to fingers, thumbs and toes;

amputation of an arm, hand, finger, thumb, leg, foot or toe;

permanent loss of sight or reduction of sight;

crush injuries leading to internal organ damage;

serious burns (covering more than 10% of the body, or damaging the eyes,
respiratory system or other vital organs);

scalpings (separation of skin from the head) which require hospital treatment;
unconsciousness caused by head injury or asphyxia;

any other injury arising from working in an enclosed space, which leads to
hypothermia, heat-induced illness or requires resuscitation or admittance to
hospital for more than 24 hours.

Over-seven-day injuries to workers

This is where an employee, or self-employed person, is away from work or
unable to perform their normal work duties for more than seven consecutive
days (not counting the day of the accident).
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Injuries to non-workers

Work-related accidents involving members of the public or people who are not at
work must be reported if a person is injured, and is taken from the scene of the
accident to hospital for treatment to that injury. There is no requirement to establish
what hospital treatment was actually provided, and no need to report incidents where
people are taken to hospital purely as a precaution when no injury is apparent.

If the accident occurred at a hospital, the report only needs to be made if the injury
is a ‘specified injury’ (see above).

Reportable occupational diseases

Employers and self-employed people must report diagnoses of certain occupational
diseases, where these are likely to have been caused or made worse by their work.
These diseases include (regulations 8 and 9):

carpal tunnel syndrome;

severe cramp of the hand or forearm;

occupational dermatitis;

hand-arm vibration syndrome;

occupational asthma;

tendonitis or tenosynovitis of the hand or forearm;

any occupational cancer;

any disease attributed to an occupational exposure to a biological agent.

Reportable dangerous occurrences

Dangerous occurrences are certain, specified ‘near-miss’ events (incidents with the
potential to cause harm.) Not all such events require reporting. There are 27 categories
of dangerous occurrences that are relevant to most workplaces. For example:

m the collapse, overturning or failure of load-bearing parts of lifts and lifting
equipment;

m plant or equipment coming into contact with overhead power lines;

m explosions or fires causing work to be stopped for more than 24 hours.

Certain additional categories of dangerous occurrences apply to mines, quarries,
offshore workplaces and certain transport systems (railways etc). For a full, detailed
list, refer to the online guidance at: www.hse.gov.uk/riddor.

Reportable gas incidents

If you are a distributor, filler, importer or supplier of flammable gas and you learn,
either directly or indirectly, that someone has died, lost consciousness, or been
taken to hospital for treatment to an injury arising in connection with the gas you
distributed, filled, imported or supplied, this can be reported online.

If you are a gas engineer registered with the Gas Safe Register, you must provide
details of any gas appliances or fittings that you consider to be dangerous to the
extent that people could die, lose consciousness or require hospital treatment. This
may be due to the design, construction, installation, modification or servicing, and
could result in:

m an accidental leakage of gas;
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m inadequate combustion of gas; or
m inadequate removal of products of the combustion of gas.

You can report online.

Exemptions

In general, reports are not required (regulation 14) for deaths and injuries that result
from:

m medical or dental treatment, or an examination carried out by, or under the
supervision of, a doctor or registered dentist;
m the duties carried out by a member of the armed forces while on duty; or
m road traffic accidents, unless the accident involved:
= the loading or unloading of a vehicle;
= work alongside the road, eg construction or maintenance work;
= the escape of a substance being conveyed by the vehicle; or
= a train.

Recording requirements

Records of incidents covered by RIDDOR are also important. They ensure that you
collect sufficient information to allow you to properly manage health and safety
risks. This information is a valuable management tool that can be used as an aid to
risk assessment, helping to develop solutions to potential risks. In this way, records
also help to prevent injuries and ill health, and control costs from accidental loss.

You must keep a record of:

m any accident, occupational disease or dangerous occurrence which
requires reporting under RIDDOR; and

B any other occupational accident causing injuries that result in a worker being
away from work or incapacitated for more than three consecutive days (not
counting the day of the accident but including any weekends or other rest
days). You do not have to report over-three-day injuries, unless the
incapacitation period goes on to exceed seven days.

If you are an employer who has to keep an accident book, the record you make in
this will be enough.

You must produce RIDDOR records when asked by HSE, local authority or ORR
inspectors.

How to report

Online

Go to www.hse.gov.uk/riddor and complete the appropriate online report form. The
form will then be submitted directly to the RIDDOR database. You will receive a
copy for your records.

Telephone

All incidents can be reported online but a telephone service remains for reporting
fatal and specified injuries only. Call the Incident Contact Centre on

0845 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm).
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Reporting out of hours

HSE has an out-of-hours duty officer. Circumstances where HSE may need to
respond out of hours include:

m a work-related death or situation where there is a strong likelihood of death
following an incident at, or connected with, work;

® a serious accident at a workplace so that HSE can gather details of physical
evidence that would be lost with time; and

m following a major incident at a workplace where the severity of the incident, or
the degree of public concern, requires an immediate public statement from
either HSE or government ministers.

If you want to report less serious incidents out of normal working hours, you should
complete an online form at www.hse.gov.uk/riddor/report.htm#online.

You can find more information about contacting HSE out of hours at
www.hse.gov.uk/contact/outofhours.htm.

Industry-specific guidance

Accident book BL510 HSE Books 2012 ISBN 978 0 7176 6458 O
www.hse.gov.uk/pubns/books/accident-book.htm

Incident reporting in schools (accidents, diseases and dangerous occurrences)
Education Information Sheet EDIS1(rev3) HSE Books 2013
www.hse.gov.uk/pubns/edis1.htm

Reporting injuries, diseases and dangerous occurrences in health and social care:
Guidance for employers Health Services Information Sheet HSIS1(rev3)
HSE Books 2013 www.hse.gov.uk/pubns/hsisi.htm

Further information

For information about health and safety, or to report inconsistencies or inaccuracies
in this guidance, visit www.hse.gov.uk/. You can view HSE guidance online and
order priced publications from the website. HSE priced publications are also
available from bookshops.

This guidance is issued by the Health and Safety Executive. Following the guidance
is not compulsory, unless specifically stated, and you are free to take other action.
But if you do follow the guidance you will normally be doing enough to comply with
the law. Health and safety inspectors seek to secure compliance with the law and
may refer to this guidance.

This leaflet is available at: www.hse.gov.uk/pubns/indg453.htm.

© Crown copyright If you wish to reuse this information visit
www.hse.gov.uk/copyright.ntm for details. First published 10/13.
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RIDDOR Report form link www.hse.gov.uk/riddor
An HS20 Gateshead Accident reporting form can also be completed, see a member of SLT or complete on M drive and email to SLT and R Forster

(Gateshead LA Health and Safety policy has been adopted by Eslington Primary School) This policy is in addition to those guidelines and contains information pertinent to the school.
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