TANBRIDGE HOUSE SCHOOL

HEALTH AND SAFETY POLICY

RATIONALE
The Health and Safety of all at Tanbridge House School is of paramount importance.  The aim is to ensure that the well being of pupils, staff and visitors to Tanbridge House School is actively sought.  The Health and Safety Policy seeks to promote best practice and present correct modes of operations in certain circumstances.  The benefit of such an approach includes:
· compliance with the laws governing Health and Safety
· ensuring that teachers and others in school follow best practice at all times when working with children  
· reductions in accidents – most accidents can be avoided if proper risk assessment is undertaken and the results implemented
· improvement of conditions for teachers and others in the school

PREFACE
This policy supplements the West Sussex County Council’s Health and Safety policy.  It sets out the arrangements by which the Governing Body of Tanbridge House School shall assist in ensuring the health and safety of all persons using the school.

RESPONSIBILITIES
It is the responsibility of the Governors to:-
· develop, authorise and maintain this policy
· monitor the implementation and effectiveness of this policy
· maintain an understanding of the LA’s Health and Safety Policy
· implement the LA’s recommendations and initiatives
but it is clearly the responsibility of everyone to promote a safe and secure learning environment and all should feel they have a part to play.

SCOPE
This policy applies to all users of the school premises. It also embraces activities taking place outside the school premises led by school staff.

OTHER RELATED POLICIES
This policy needs to be considered as an addition to all legal requirements, the West Sussex County Council’s Health and Safety Policy, all County regulations and guidelines and to all Tanbridge House School Policies which contribute to the Health and Safety of the pupils, staff and visitors in any way. These policies include:
· Anti bullying
· Attendance
· Behaviour
· Careers Education and Guidance
· Code of conduct for staff
· Confidential Reporting 
· Discipline for Learning 
· Drugs Policy
· Equal opportunities 
· Home School Partnership
· Induction 
· Learning Environment 
· The use of force to control or restrain pupils
· Off site trips and visits 
· Performance Management 
· Racial equality 
· Security 
· Sex and Relationships 
· Staff conditions of Service

THE LAW
All policy documents should relate to good practice within the framework of existing legislation.

All schools are subject to Employment law and Health and Safety law in the same way as businesses or any organisations that employ people.

There is a need therefore to be aware of Employment legislation since it is inherent within this that employees are employed in safe and healthy working environments.

Health and Safety at Work Act 1974 - this act puts the onus of the Health and Safety of all staff on the employer.  Employers have a duty to inform and train staff, to supervise staff where necessary and to maintain the premises to ensure there is no risk to health.

Health and Safety Display Screen Equipment Regulation 1992 - this regulation lays down the working conditions for people who work with display screens.

Health and Safety (Young persons) regulation 1997 - these regulations place duties on employers of people aged under 18.  They also apply to pupils on work experience.

Management of Health and Safety at Work Regulations 1992 (updated 1999) - it is an absolute duty under these regulations for employers to carry out assessment of the risks to a person in workplaces under their control.

Manual Handling Operations Regulations 1992 - this regulation governs the transportation of heavy objects.

Occupiers’ Liability Act 1957 - under this act the School has an obligation to ensure that everyone on the premises is safe.

Personal Protective Equipment at Work Regulations 1992 - relates to people working on the site but can also relate to work in specific lessons.

Provision and Use of Work Equipment Regulations 1998 - requires employers to risk assess equipment used and ensure that safe working practices are implemented and proper training undertaken.

Workplace Health Safety and Welfare Regulations 1992 - requires employers to ensure that the workplace is a safe place to work for everyone employed there. 

HEALTH AND SAFETY POLICY

ISSUED BY THE GOVERNORS OF TANBRIDGE HOUSE SCHOOL

Section A – Governing Body’s Statement of Intent

DECLARATION 
The governing body fully support the aims and objectives of the West Sussex County Council and the Director of Education to achieve Health and Safety at work. This document is supplemental to the Education Authority's policy statement and aims to set out the arrangements by which the governing body will assist in achieving safe work. 

The governing body will, under Section 4 of the Health and Safety at Work Act etc. 1974, be treated as the person who has control of the school premises. 

It will be the governors' policy to encourage, where practicable, the co-operation of all users of the establishment by discussion and consultation to promote and develop measures that ensure Health and Safety at Work. 

The governing body recognises and accepts its responsibility for the maintenance of safe egress and access, the maintenance of the premises, and minimising risks to health arising from plant or substances used on the premises, in so far as they are competent under the scheme for Local Management of Schools. 

Every possible assistance will be given to the Director of Education in his/her legal responsibility to achieve a safe working environment for employees. 

SAFETY DUTIES 
To achieve the objectives laid down above, the governing body accepts the following duties:

a. To participate in and/or arrange for inspection of the school premises in order to identify any risks to health and safety arising from the buildings and grounds, any fixtures or contents, the uses to which they are placed, and arrangements for safe access and egress. The inspection report shall be considered by the governing body who shall determine any follow-up inspection which is required. 

b. To take reasonable steps to ensure when employing a contractor at the premises that work is undertaken in a safe manner, so that they do not expose County Council employees or persons using the premises to health and safety risks.  To ensure contractors work safely, the governing body shall follow the guidelines 'Contractors on School Premises', issued by the Authority. 

c. To ensure that any defect in the premises etc., when reported, is rectified and/or action taken to prevent persons being affected by that defect. 

d. To record and report any defect or concern together with the action taken to rectify the situation.  This would include any minutes of any meeting, and of discussions with employees, the Headteacher or members of the governing body. 

e. To ensure that an item entitled 'Health and Safety etc.' is included on the agenda for termly meetings of the governing body or its sub-committee.

f. To co-operate with the Director of Education to achieve his/her legal obligations as specified in the Health and Safety at Work Act, the Management of Health and Safety at Work Regulations and other statutory orders and in particular to: 

· Undertake Risk Assessments in accordance with Departmental Policy and record any actions/plans consequent to their assessments
· Provide training for safety
· Disseminate information
· Provide adequate supervision
· Monitor Health and Safety standards and systems of management

The governing body will abide by any instructions and take heed of any information issued by the Director of Education and will enhance this where necessary with local rules and procedures to take account of its own responsibilities. 

The organisation of the system for internal communications, delegation of specific functions and arrangements particular to occupational hazards, staff welfare and the safety of pupils are outlined later in this document. 







Signed ………………………………..  			Date ………………….
(Chair of Governors)




Section B - Organisation of the Health and Safety System in Tanbridge House School

ORGANISATION
		
The Chair of Governors is Mr Bob Dulieu

The Governor with nominated responsibilities for Health and Safety is Mr Stuart Barnes

The responsibility for day to day oversight of the governor’s responsibility is vested in Mr Jules White (Headteacher).  

The Headteacher will be assisted by Mrs Anna Zazzaro-Francis (Assistant Headteacher), Mrs Jill Friese-Greene (Head of Resources) and Mr Keith Gardner (Premises Manager).

Staff interests are represented by Mrs Jill Friese-Greene (Safety Representative/Staff appointee). 

Child interests are recognised by Mrs Anna Zazzaro-Francis.

Particular responsibilities for the management of safety/welfare matters are listed below: 

	Cleaning / Caretaking Duties
	Keith Gardner

	Contractors on Site
	Keith Gardner

	Control of Substances Hazardous to Health
	Keith Gardner

	Day to Day H&S related to students
	Anna Zazzaro-Francis

	Display Screen Equipment
	Simon Harding

	Drama/Theatre Arts
	Head of Department / Keith Gardner

	Electricity at Work Regulations
	Keith Gardner

	Fire Safety (site)
	Keith Gardner

	Fire Safety (students)
	Anna Zazzaro-Francis

	First Aid
	Pam Leadbeater

	Health and Safety in the School Development Plan

	Jill Friese-Greene

	Hiring Premises
	Keith Gardner 

	Induction of Staff
	Jill Friese-Greene

	Manual Handling
	Keith Gardner

	Off-Site Activities
	Jill Friese-Greene

	Physical Education
	Peter Marshallsay / Leader of PE – Karen Atkins

	Premises Maintenance
	Keith Gardner

	Reporting / Recording Incidents
	Pam Leadbeater if First Aid, or
Keith Gardner


	Risk Education
	Keith Gardner – Building
Head of Department - Lesson


	Science Curriculum
	Simon Liley / Leader of Science - Vicky Edwards

	Security
	Keith Gardner

	Staff Welfare
	Anna Zazzaro-Francis
and Jill Friese-Greene

	Technology Curriculum
	Anna Zazzaro-Francis / Leader of Design Technology – Nick Boldison-Smith

	Training / INSET
	Simon Liley





Section C- Particular arrangements including monitoring procedure

ARRANGEMENTS
The Governing Body has adopted the West Sussex Health and Safety Information System. Wherever practicable the Authority will have addressed many of the major risks that this School may face and will have issued policies and codes of practice. This section makes it clear how this information and advice is effectively implemented, considering in particular access to this information by all who need to use it and any training needs.

The current Health and Safety Officer is Mrs Jill Friese-Greene

It is the responsibility of all Staff and Governors to consult the Health and Safety Officer in all matters that are or might be detrimental to the health and safety of staff, pupils and any visitors to the School.

It is the responsibility of all members of Staff and Governors to take steps to eliminate matters that are detrimental to the health and safety of themselves or others directly, if it is feasible so to do and then immediately report the matter to the Health and Safety Officer.  Should it not be feasible to report the matter to the Health and Safety Officer, it should be reported to the relevant Head of Department who must resolve the matter or report it to the Health and Safety Officer.

As on overriding rule, any dangerous occurrence must be reported to the Health and Safety Officer so that preventative action can be planned to avoid it happening again.  

Annual risk assessments will be carried out within the School by relevant staff, e.g. Head of Department, Premises Manager, in consultation with any outside experts if required. It is the Health and Safety Officer’s responsibility to oversee and monitor this process.

Accidents and First Aid 
It is our policy to provide a healthy and safe environment for staff, pupils, and visitors to the school. We expect that at all times our staff and pupils will cooperate fully in implementing health and safety initiatives, do everything possible to make sure injuries do not occur to themselves and others and take responsible care of their own health and safety.

It is our intention to ensure that there is a qualified first aider on the premises at all times. Details of the nominated first aiders are regularly published and are always available from the main office.

All accidents that occur on the School premises involving members of staff, pupils or persons not employed by the school must be recorded in the accident book held by the First Aider in the Medical room.

In the case of all accidents, the injured person should be advised to see their own doctor and this recommendation written in the accident book.

If a pupil becomes ill we will take every step possible to contact parents, but if this is not possible, we will take responsible measures to care for that pupil. 

In the event of an accident the following procedure will be adopted:
· If a pupil or a member of staff has an accident they will receive first aid from a member of staff or a first aider.
· Gloves will be worn when dealing with blood or any other bodily fluid. 
· If hospital attention is needed then a member of staff will make the decision and will take necessary action to get that person to hospital.
· If the accident has happened to a pupil the parents will be informed by a member of staff as soon as possible.
· The accident will be reported to the Health and Safety Officer and recorded in the accident book.

Fire
A fire drill will take place at the start of every School year in September at a time notified in advance to staff. In addition once a term a fire drill will take place without warning.

Fire alarms will be tested at regular intervals throughout the year by the appointed contractors. It is the responsibility of the Health and Safety Officer to ensure this process happens.

Fire extinguishers will be tested by a properly authorised firm once a year. The Premises Manager, in liaison with the Health and Safety Officer, will ensure any fire extinguishers needing replacing during the year will be dealt with as soon as is possible.

As a preventative measure all inflammable material should be locked away.

All fire exits must have a clear and direct passage to them.



In the event of a fire the following procedure will be adopted:
· On hearing the fire alarm the pupils in each classroom will be collected together and taken out of the nearest fire exit to the assembly point which is located on the large tennis court area. 
· The pupils will line up in their classes and the register will be taken.
· It is the duty of a member of the Senior Leadership Team to arrange for the Emergency services to be called if appropriate.
· Only the Headteacher, his Deputy or the Health and Safety Officer can decide if and when it is safe to re-enter the building.  This must be done in liaison with the emergency services. 
· Full information on fire procedures is given to all Staff in the Staff Handbook - updated each year. 

Critical Incidents
Critical incidents usually involve direct witnessing of a tragic or shocking event and will be managed at a local level by the Headteacher concerned, with support from specialist professionals in the Local Authority and possibly other agencies.  Debriefing will be a key part of the process in order to prevent the development of distressing reactions and post-traumatic disorder.

Tanbridge House School follows the guidance from the County Council in the booklet    Critical Incidents – Guidance for Schools.  It offers guidance to schools:
· in developing plans to respond to a critical incident
· on the immediate action to be taken
· on action to be taken within hours of the incident
· on action to be taken as soon as possible

The School will form a Critical Incident Management Team. It will be the duty of this team to ensure the School’s readiness to react to an incident. Whilst each critical incident is unique and all eventualities cannot be covered, if you plan ahead, you are more likely to handle the event in a more assured and effective manner.

As part of its emergency procedure there will be plans to evacuate the School should a major incident make this necessary. The details of this plan are shown in the separate Emergency Plan document.

Maintenance of Electrical, Gas and Mechanical appliances
All electrical, gas and mechanical appliances must be in good working order and must not pose any danger to pupils or staff.

The use of any appliances by pupils in classes should be carried out with proper instruction and supervision.  Where required, staff must be properly trained to use the equipment.

A check of all electrical equipment at the school will be completed once a year.  It is the responsibility of the Health and Safety officer to ensure this check is carried out. 

A register will be kept of all electrical appliances by the Health and Safety Officer by location, serial number/ ID, giving details of when last checked and by whom. All appliances checked will be labelled with above information.

Any item failing the check will be disconnected and labelled inoperable.  It should then be repaired as soon as is possible or if this is not possible the appliance should be disposed of.

Any temporary cabling used for a particular event and trailing over floors must be taped down securely.

Gas appliances must be safety checked in accordance with regulations.

Every member of staff is responsible for reporting known problems on electrical, gas or mechanical appliances discovered during the working day. 

Lifting / heavy work
No member of staff is required to lift, carry or move any item that is so heavy that it is likely to cause injury. The premises staff will assist in the movement of any heavy item.

Each year the Premises team and any other staff who might be required to lift items will be reminded of good practice by the Health and Safety Officer in lifting items, and the need to use specially provided equipment for heavier items.

No pupil must ever be requested to lift any item that they might find heavy. 

It is the responsibility of every member of staff to report to their Line Manager that they have an existing injury/illness that may be aggravated due to any part of their work duty.

The School environment (internal)
All members of staff are responsible for the cleanliness and good order of the school and will report to the Premises team any problems discovered.

We recognise that the interior decoration of the buildings can have a major impact on the well being of both staff and pupils and can affect their work performance.  Pupils and staff are encouraged to take pride and interest in the school environment.  Decoration will be kept to as high a standard as possible, any damage will be repaired and graffiti will be removed as quickly as possible.

Any problems with heating, ventilation or lighting must be reported to the Premises team immediately and action taken by the team as soon as is possible.

Running and pushing in the corridors and on the staircases is strictly forbidden. Any staff noting such occurrences must react to the problem.

It is the responsibility of everyone to leave the toilets in a way that is acceptable for the next person to use.  Any problems must be reported to the Premises team and rectified as quickly as is possible.

Each toilet has hand-washing facilities and electrical hand driers or paper towels provided for use.
 
All staff are responsible for locking cupboards and storerooms designated their responsibility, reporting broken locks or missing keys to the Premises team. 

A member of the Premises team is responsible for locking and unlocking and checking the buildings each day.

Security cameras are installed on the site to assist in the security of the premises. Warning signs are displayed.

The School environment (external)
All staff are responsible for the good order of the site and will report to the Premises team any problems discovered.

Staff maintaining the grounds will be expected to check for safety as a matter of routine and report any problems found.

When contractors are on site the Premises Manager will ensure they sign in to the contractor’s book and gain an agreement that no materials will be left unsecured at any time.  All work will be carried out with the safety of those using the site as first priority.

Visitors
All visitors will be expected to sign in and out of the school so that a record of their visit is logged.  Visitors will be issued with Identification Badges.

Parents driving onto the site will be regularly reminded of their responsibility to ensure the safety of everyone using the site by driving carefully and parking sensibly.

The Health and Safety Officer will review each year the issue of visitors (both welcome and unwelcome) coming to the school so that the right balance can be maintained between access and security.

The Health and Safety Officer will pay attention to signage around the school, particularly ensuring that genuine visitors will be able to find their way to reception.

Smoking
Tanbridge House School operates a no smoking policy. We have designated all the premises within the confines of the school and all school grounds as no smoking areas. No one (including visitors) is permitted to smoke at any time on school site.

Clear signs are stationed at the entrances to the school to remind everyone that the whole school area, including the grounds and car parks, are no smoking areas.

Pupils will be taught about the health risks in smoking as part of their health education lessons.

Bullying
Tanbridge House School recognises the absolute right of all pupils and staff to learn, teach and work in an environment that is free from any kind of bullying.

The school has in place an anti bullying policy.

Harassment
Tanbridge House School seeks to provide a work environment in which all employees, pupils and their parents are treated with respect and dignity that is free of harassment based upon religion, race, colour, sex, age, national origin, disability, sexual orientation or any other reason.  Staff and pupils must not harass or intimidate other staff or pupils on these or any other grounds. Such harassment not only contravenes the school’s policy but it may also constitute unlawful discrimination.

All members of staff and pupils are responsible for conducting themselves in accordance with this policy and the school will not condone any form of harassment, whether engaged in by members of staff, pupils or outside third parties who do business with the school.

Stress
It is the School’s duty in law to make sure that its employees aren’t made ill by their work.  Where stress caused or made worse by work could lead to ill health, the school must assess the risk.  A risk assessment for stress involves:
· looking for pressures at work that could cause high and long –lasting levels of  stress
· deciding who might be harmed by these 
· deciding whether the school is doing enough to prevent that harm
If necessary the school must then take reasonable steps to deal with those pressures.

The school recognises that good management at all levels will reduce work related stress where it is already occurring and can prevent it in the first place.

The school will attempt to prevent stress from becoming a problem by 
· showing that it takes stress seriously
· being understanding towards people who admit to being under too much pressure
· encouraging managers to have an open and understanding attitude to what people say to them about pressures of their work
· looking for signs of stress in their staff
· ensuring that staff have the skills, training and resources they need so they know what to do, are confident they can do it and receive credit for it
· ensuring people are treated fairly and consistently
· ensuring good two way communication

Child Protection
Tanbridge House School has a nominated Child Protection Officer who is currently Mrs Anna Zazzaro-Francis.  In her absence, the Child Protection Officer is Mrs Sarah Edwards, Mr Peter Marshallsay or Ms Sally Hawes.

All staff members should be aware of the definitions and recognition of abuse.

If any member of staff suspects that a pupil is in need of safeguarding from abuse they should report it immediately to the Child Protection Officer who will advise staff on the way forward and if further steps are needed will be responsible for those actions.

The school has a right to share any information regarding child protection with other childcare professionals but with this exception all information will be kept confidential.

Allegations made against staff by pupils, parents or other staff 
All such allegations are recorded and taken seriously. They will be brought to the attention of the Health and Safety Officer and the Headteacher immediately. They will decide on the action required. 

If the allegation is serious the Chair of Governors and/or County Council officials will be informed immediately.  For all allegations a formal decision will be taken and recorded in writing.

Under no circumstances should a complaint be considered by one person alone.

School trips and visits
There is an off site trips and visits policy which follows the West Sussex guidelines and procedures.  The School Policy sets out clearly all the regulations and procedures that must be followed for a trip to be authorised and take place.  This includes all considerations of health and safety issues.

Work experience
The Careers education and guidance policy sets out clearly the health and safety issues involved before and during any pupils work experience placement. 

Essential Health and Safety Records
The following records must be kept on the premises at all times:
· Name, home address and date of birth of each pupil registered
· Name, home address and telephone number of a parent/guardian of each pupil
· Name, home address and phone number of every Governor and of every person employed on the premises
· Details of any person who will be in unsupervised contact with pupils at any time
· Daily record of pupils attendance
· Details of school trips and visits
· Record of accidents
· Record of any medicine supplied to pupils at the request of parents/guardians
· Procedures and record of any fire or accident
· Procedures to follow in the event of a pupil missing through leaving the premises without permission
· Record of any complaints from a parent/guardian about the health and safety provision
· Procedures for the protection of pupils in the event of an allegation of abuse or neglect
· Copy of the Home School partnership
· Staff rotas and cover for staff illness 
· Qualifications of everyone employed
· Planning permission documents
· Environmental health and fire officer reports
· Maintenance and cleaning of premises and equipment log
· Gas and electrical safety check documents
· Collection of pupil’s procedures in the event of an emergency
	
Staff induction
Health and safety will be an element of any new member of staff’s induction programme.

Complaints relating to health and safety
In the event of a complaint from either staff or parents/guardians about any aspect of health and safety every effort will be made to respond quickly and appropriately.

Complaints must be noted in the ‘hazard’ book with full details. The Health and Safety Officer will be responsible for investigating and responding to any complaint.

Monitoring and evaluating
The Governing Body shall receive reports at each termly meeting on Health and Safety and shall institute regular inspection and monitoring of the premises.  Regular review of procedure shall be undertaken in the light of operational practice, new laws and new policy/directives of the LA.

The operational practice and procedure shall be constantly monitored by the Headteacher / Healthy and Safety Officer.

Accident / Incident report forms should be analysed as this may help identify any increase or trends in particular types of accident.

The Governing Body shall prepare an annual action plan to address deficiencies in Health and Safety. 

There is an ongoing Health and Safety Committee where a group of staff and a Governor meet regularly under the Chair of the Health and Safety Officer. This group has a responsibility to raise issues of health and safety and has an important role to play in monitoring and evaluating the policy.

The Health and Safety Officer is a member of the Senior Leadership team.

The Health and Safety Officer is a member of the Governor’s Resources committee and will be invited to any Governor meeting where health and safety issues are to be raised.

The Health and Safety Officer line manages the Premises Manager and their regular meetings will always have health and safety as an agenda item.

Review
The policy should be considered to be under constant review and improvements to procedure and policy will be implemented immediately a need is recognised.  There should be a formal review of the policy every two years. This review is to be led by the Health and Safety Officer.
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