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m) develop and maintain a positive and proactive health and safety culture; ensure
that adequate mechanisms are in place to effectively consult with employees and
their representatives on health and safety matters.

AST and the School recognises health and safety as an integral element of its organisation,
and it will be given equal status alongside other management functions. The School is
committed to continuous improvement in health and safety performance and to th



Organisational Responsibilities for Health and Safety

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

Organisation Chart Overview

Refer to the health and safety management plan for the organisation chart of the health
and safety management committee.









All School employees are directly responsible for:

1l

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

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

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

Reporting promptly, in the first instance to their manager or Responsible

Person, any accidents, injury, significant near miss, incident of violence and
aggression, cases of work-related ill.

Reporting to the relevant manager, any defect, hazard, damage or unsafe

practices or other items that could give rise to an unsafe place of work or cause
injury or ill health to others.

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

Observing safety rules, complying with codes of practice, corporate and
departmental health and safety policies and guidance, and adhering to safe working
procedures at all times.
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chemicals, hot water, sharp tools, etc. Where these risks cannot be eliminated then a
suitable and sufficient risk assessment will be conducted to manage that risk.

I resolving health, safety and welfare problems referred to them by members of their
staff or referring to the Principal or line manager any problems they are unable to
resolve within the resources available to them;

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

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

f obtaining relevant advice and guidance on health and safety matters.

Special Obligations of Any Class Teacher

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

I raise any health and safety concerns outside their control related to their class
area with their immediate line manager;

I exercise effective supervision of pupils and know the emergency procedures in
respect of fire, first aid and other emergencies, and to carry them out;

f know the particular health and safety measures to be adopted in their own teaching
areas and to ensure that they are applied;

f give clear instructions and warnings to pupils as often as necessary; (this may be
something that overlaps into behaviour policy and, in the event of an accident to a
pupil, may help defend a claim)

I detail safe methods and controls to be followed in their written lesson plans
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To minimise risk from asbestos containing materials on the School site, AST and the School
maintains a safe and healthy environment by:
I Comissioning a full Asbestos Managenent Survey for each site with ACM
I Creating a Local Asbestos Management Plan (LAMP)for each site with ACM to reflect
the findings of themanagement survey
Monitor the condition of ACM on a quarterly basis
Photograph ACM annumally to track any changes in condition
Ensure all contractors read and sign the schools LAMP
Ensure ACM or suspected ACM is clearly labelled
Review the LAMP and asbestos register.

= —a —a _—_a _—a

The LAMP template can be found in appendix 1

Communicable Diseases

Due to the age and number of children present in educational establishments it is not
uncommon for them to contract a variety of communicable diseases.

The Public Health Agency has produced guidance in the form of a poster titled “Guidance on
Infection Control in Schools and other Childcare Settings”.

This document provides guidance on the prevention and spread of communicable diseases
and promotes a co-ordinated approach to the management of communicable disease in
schools, colleges and nurseries.

The exclusion periods for common infectious diseases and skin infections are also included
in this document.

COVID 19

The School has made best endeavours to comply with the requirements of the guidance and
legislation issued by UK Government.

When COVID 19 outbreaks occur within the school, we will seek advice from the local UK

Health Security Agency and put into practise their local outbreak management plan as
advised.

Contractors

The appointment and subsequent management of contractors will be in line with
the Trust’s Managing Contractors Plan which can be found in Appendix 2.

The plan outlines the checks needed to ensure requires skill and compentency
levels are met and contractors are managed appropriately to ensure the safety of
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all pupils, visitors and staff. The management of contractors will be conducted by
Site staff and overseen by the Central Estates Team.

AST and The School recognises its responsibilities in relation to the use of contractors.

In any client/contractor relationship, both parties will have duties under health and safety
law. Similarly, if the contractor employs sub-contractors, to carry out some or all of the
work, all parties will have some health and safety responsibilities. The client in these
circumstances is either AST or the School.

15









School.
It is usually necessary to ensure that there is at least one first aider available at all times,
taking into consideration staff absence, holidays, lunch breaks, before and after hours, etc.

Staff nominated to administer first aid will attend one of the following courses: first aid at
work, emergency first aid, and paediatric first aid or equivalents. (Whichever is deemed most
appropriate). This training will be monitored and refresher training provided at the required
intervals.

Details of the nominated persons with first aid responsibilities are on prominent display
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All glass in doors and side panels must be safety glass and all replacement glass is to be
of safety standard. The condition of glass is monitored by premises staff and any glass in
a dangerous condition must be immediately replaced. Any single glazed units are
checked regularly by premises staff and high-risk areas filmed or replaced with laminated
glass as deemed necessary. A regular glass and glazing survey will be carried out by a
competent contractor and records kept up to date.

Hazardous Substances (COSHH)

The Control of Substances Hazardous to Health (COSHH) Regulations 2002 impose duties on
employers to protect employees who may be exposed to substances hazardous to health at
work, and others who may be affected by such work.

COSHH covers chemicals, products containing chemicals, fumes, dusts, vapours, mists,
gases, and biological agents (bacteria, fungi and viruses). If there is a hazard symbol
displayed on the packaging, then the contents are classed as a hazardous substance. COSHH
also covers asphyxiating gases, biological agents that cause diseases such as Leptospirosis or
Legionnaires Disease; and biological agents used in laboratories.

COSHH doesn’t cover lead, asbestos or radioactive substances because they have their own
specific regulations.

The School will ensure that COSHH assessments are carried out on all hazardous substances
prior to use. The COSHH assessment, which provides information on specific hazards, first
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and personal responsibility by all for keeping our schools clean and tidy is essential to this)
from outside bodies via an annual Service Level

Agreement or oversees cleaning “in house”, on a day-to-day basis, premises staff will:

ensure that cleaning is done to a high standard and that rubbish is kept to a
minimum and is cleared away.

ensure that wet floor warnings are in place to minimise risk of slips and falls.
All areas are dry mopped to prevent any risk of slips.

dispose of glass and sharp objects safely.

put in place arrangements for snow shifting (see also Bad Weather Conditions
document).

ensure, as far as possible, that waste and recycling bins are at safe distance
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Lifting Operations and Lifting Equipment

The Lifting Operations and Lifting Equipment Regulations 1998 (LOLER) apply to any item of
lifting equipment including new or existing equipment, second-hand or leased equipment
and the accessories used for lifting.

I Lifting equipment is work equipment designed and used for lifting and lowering
loads; such as cranes, lifts, and hoist; and includes its attachments used for
anchoring, fixing or supporting it.

I Accessories for lifting are work equipment for attaching loads to machinery for
lifting, such as chains, ropes, slings, hooks, shackles and eyebolts.

f Load includes a person.

Generally, LOLER requires that lifting equipment provided for use at work is:

f Strong and stable enough for the particular use and marked to indicate safe working
loads;

f Positioned and installed to minimise any risks;

I Used safely, i.e. the work is planned, organized and performed by competent people;
and

f  Subject to ongoing thorough examination and, where appropriate, inspection by
competent people.

AST requires that all lifting equipment installed or in use in its schools is clearly marked to
indicate the safe working load. Where the safe working load is affected by the configuration
of the equipment, then the equipment must be marked to indicate its safe working load in
each configuration. Accessories for lifting, such as slings, must also be marked with their
safe working load.

AST also requires that all lifting operations are properly planned by a competent person,
appropriately supervised and carried out safely. This includes undertaking either a generic
or specific risk assessment of the operation, as appropriate.

Staff must not use lifting equipment unless they have received appropriate training. Staff
must use the equipment in an appropriate manner, according to the information received in
training and from their line manager.

AST requires that all lifting equipment undergoes a thorough examination by a competent
person before it is first put into use, unless the equipment has an EC declaration of
conformity made not more than 12 months before the equipment is put into service or it is
accompanied by physical evidence of its last thorough examination. AST will ensure that a
competent person is appointed for this purpose.

Ongoing thorough examination must be undertaken to ensure that lifting equipment
remains safe for use. In the case of lifting equipment for the lifting of persons or an
accessory, a thorough examination is required at least every 6 months, for other lifting
equipment a thorough examination is required at least every 12 months.

The School will ensure that the following documentation (where available) is kept:
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I An EC Declaration of conformity to be kept for the life of the equipment.
f  Examination reports to be kept for the following periods of time:

0 Before first use, the examination reports of the lifting equipment should be kept
until the equipment is no longer in use. This applies to both installed and
freestanding equipment.

0 Before first use, examination reports of lifting accessories should be kept for a
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Lone working

The Health and Safety at Work Act 1974 places a duty on employers to ensure the health,
safety and welfare of employees. The Management of Health and Safety at Work
Regulations 1999 require employers to make a suitable and sufficient assessment of the
risks to health and safety of employees to which they are exposed whilst at work. This will
include the risks to staff from lone working.

Lone workers have been defined by the HSE as ‘those who work by themselves without
close or direct supervision”. Lone workers are found in a wide range of situations and can be
divided into those who work at fixed establishments (where only one person is on site,
where people work separately from others, or where people are working out of normal
working hours), and those who are mobile workers, working away from their main working
base.

The School will ensure that all lone working activities are identified, and the risks from such
lone working activities are assessed and control measures identified and implemented to
minimize the risk to the health and safety of staff.

All staff that work alone must be competent to carry out the activities they are engaged in
and must have received sufficient information to enable them work alone safely and to be
able to summon help and assistance if required.

It is the responsibility of all staff to follow the defined lone working procedures and safe
systems of work, and to report immediately any problems or concerns to their line manager.
Further guidance is available in the HSE document Working alone in Safety (INDG73).

All staff who work during school closure periods are required to sign in and out via the book
in the Site Office or at Reception. This means that Premises Team know who to account for
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undertake a suitable and sufficient assessment of the risks to the health and safety of their
employees to which they are exposed whilst at work in order to identify the measures that
need to be taken to comply with health and safety legislation.

In addition, the regulations identify two groups of workers; New mothers and Expectant
mothers; for whom a specific risk assessment must be undertaken, or an existing risk
assessment must be reviewed in order to identify any additional control measures that may
need to be taken.

A “new or expectant mother” is taken to mean an employee who is pregnant; who has given
birth within the previous six months; or who is breast-feeding.

When a member of staff notifies the School in writing that they are in any of the above
groups, then a specific risk assessment must be carried out by the BSM to cover the
activities and tasks that person undertakes and any specific hazards that may be involved
during the course of her work.

The main areas of concern for new and expectant mothers fall into three main categories of
physical, biological and chemical.

Further advice and Guidance is available:

HSE 122 —
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I Provide employees with hearing protection if the noise exposure cannot be reduced
enough by other methods;

f Make sure the legal limits on noise exposure are not exceeded,;

f  Provide employees with information, instruction, training and health surveillance

There should be consideration given to the effects of hand arm vibration caused by some
machinery / tools and an appropriate risk assessment should be carried out. More
information and a calculator can be found at:

https://www.hse.gov.uk/vibration/hav/vibrationcalc.htm

Some staff will be given particular consideration when making a noise risk assessment, for
example people with a pre-existing hearing condition, those with a family history of
deafness (if known), pregnant women.

Permit to work
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Playground / Play Equipment

The Health and Safety at Work Act 1974 requires employers to ensure, not only the health,
safety and welfare of employees, but also others who may be affected (i.e. pupils).

The Provision of Work Equipment Regulations 1998 requires all work equipment to be
suitable for purpose, maintained in a safe working order, and regularly inspected to ensure
it remains so.

AST recognises that it has a duty of care to all pupils and this includes ensuring that

playground equipment provided for their use is suitable, maintained in a safe working order,
and regularly inspected to ensure it remains so.

27



been significant changes in the matters to which it relates, or annually, whichever is the
sooner.

A Blank Risk Assessment Proforma is available to record risk assessments.

The School will be responsible for ensuring that risk assessments are undertaken, recorded
and reviewed within the establishment by appropriately qualified and identified staff.

Employees' have a duty to cooperate with their employer when they are conducting risk
assessments and for cooperating with them in implementing any remedial action or control
measures to reduce the risk.

Staff involvement and consultation will be ensured during the risk assessment process.
Note:

The regulations stipulate that a specific risk assessment must be undertaken for new and
expectant mothers, young persons (under 18 years of age).

28



The Provision and Use of Work Equipment Regulations 1998 set out specific requirements
for the selection, maintenance and inspection of work equipment, and the provision of
appropriate instruction, information and training, to ensure its safe use. These regulations
cover minibuses that the school either owns or hires.

Each minibus must have a Section 19 Permit disc displayed on the windscreen to enable its
use without having to comply with the full passenger carrying vehicle entitlement (PCV)
operator licensing requirements and without the need for their drivers to have PCV
entitlement.

It is the responsibility of the School to ensure that a Section 19 Permit is displayed on the
minibus windscreen at all times.

Minibus drivers must be over the age of 21 and have received appropriate minibus training.
The School shall maintain a list of appropriately qualified minibus drivers.

All minibus drivers must complete the vehicle log each time the minibus is used and carry
out a pre-use check.

All vehicles must have:
' An MOT if over 1-year-old (13 or more passenger seats) or 3 years old (12 or less
passenger seats);
I Avalid certificate of insurance;
I Afire extinguisher complying with BS 5423;
1 Afirst aid kit.

The minibus must, as a minimum, be subject to the following:
I Pre-use checks by the driver (use of the Minibus Inspection Record sheet will assist
with this) ;
f Annual maintenance (including MOT);
I Two safety checks between annual maintenances (e.g. Autumn Term — Annual
Maintenance, Spring Term — Safety Check, Summer Term — Safety Check).

Alternatively, School transport is organized via the local county/city council who
appoint nominated companies which comply with the specified health and safety
guidelines.

School Security

Specific responsibility for School security is not set down in legislation. However, school
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premises both during school hours and out of school hours, and the personal safety of staff
and pupils.

There are a number of methods for enhancing security. Knowledge of previous incidents
and seeking advice from relevant internal and external agencies will be considered when
determining the most appropriate security measures.

Examples of security measures:
f  Controlled entry system at gates and main entrance.
Fencing around perimeter
Intruder alarm system
Visitors signing book and badge system
Procedures for dealing with trespassers
Appropriate recording procedures for incidents relating to security
Lockdown due to civil disturbances etc.

= —a —a _—_a _—_a _a

Internal/ External Agencies:
f Police —in particular, Crime Prevention and School Officers
I Fire and Rescue Services — in particular, Fire Safety Officers

Smoking

The school is a non-smoking site.

Staff Consultation and Communication

Any matters of health and safety raised by staff shall be communicated to their line
manager, BSM or the Principal of the School.

Stress and Staff Well-being

Teaching staff — all teaching staff have a clear line management structure within which
they work, and it is the responsibility of line managers to monitor stress levels and the
general well-being of staff in their team. In particular cases of stress or ilness, staff are
encouraged to raise any concerns with their line managers and ultimately the Principal.

Support staff — all support staff are responsible to the Business Manager, although the day-
to-
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of AST and it will explore all avenues to help ensure the happiness and security of its
employees.

Training and Development

AST and the School are committed to providing all staff with the appropriate information,
instruction, training and supervision to enable them to undertake their duties safely and
without risk to themselves or others.

Induction training will be provided to all new employees appropriate to their role.

Health and safety training, and refresher training will be organised for staff as appropriate,
and training records (including induction) will be kept. The School has access to the Educare
System for the provision of the majority of safety training. The School is also able to seek
specific safety training from other specialist providers as required or as mentioned in the
health and safety management plan.

Use of Display Screens / DSE

The Display Screen Equipment (DSE) Regulations 1992 require employers to minimise the
risks to employees who habitually use display screen equipment as a significant part of their
normal work.

Other people, who use DSE only occasionally, are not covered by the requirements of the
regulations, however, employers still have general duties under other health and safety at
work legislation.

Where users are identified, the following must be ensured:
f Workstations are assessed using an appropriate workstation assessment checklist
and the risks reduced, as applicable;

f Workstations meet the minimum requirements as outlined on the checklist;
' Work is planned to allow adequate breaks or changes of activity;

f Onrequest, eye tests are arranged, and a contribution made towards spectacles if
they are required for DSE use; and

f Health and safety training and information is provided.

Staff identified as responsible for carrying out DSE assessments will undertake a DSE
assessors training course.

Vehicles on site

The Workplace (Health, Safety and Welfare) Regulations 1992 require that workplaces are
organised to ensure that vehicles and pedestrians can move around safely. This includes
organisation of traffic routes to enable pedestrians and vehicles to circulate safely.

A risk assessment of traffic management within the school grounds and immediate vicinity
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should be carried out.

The following key issues should be considered when carrying out the traffic management
risk assessment:

1l

1l
1l

=

By law, pedestrians or vehicles must be able to use a traffic route without causing
danger to the health or safety of people working near it;

Roadways and footpaths should be separate whenever possible;

Protection for people who work near vehicle routes;

By law, traffic routes must also keep vehicle routes far enough away from doors or
gates that pedestrians use, or from pedestrian routes that lead on to them, so the
safety of pedestrians is not threatened,

As far as possible, parked vehicles are kept out of the flow of traffic and people;
Drivers are notified of designated parking areas on entering the site;
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consult with the competent person.

Further information can be found on HSE website www.hse.gov.uk
Legionnaires' disease - a guide for employers.

Work experience

Students on work placements/experience are regarded in health and safety law as
employees and therefore must be provided with the same health, safety and welfare
protection given to other employees.

Work experience may be defined as a placement on an employer’s premises in which a
student carries out a range of tasks or duties, more or less as an employee, but with the
emphasis on the learning aspects of the experience.
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contact with the child, the work is likely to be regulated activity. If so, the School will ask
the employer providing the work experience, to ensure that the person providing the
instruction or training is not a barred person.

Measuring Performance

f Itis essential that effective mechanisms exist to feedback performance information for

review in the continuous improvement cycle. Effective feedback is to be encouraged to

ensure that environment and safety policies, standards, arrangements and regulations
remain effective and that opportunities for improvement are identified and taken.

I All School departments shall measure how effectively environment and safety
requirements have been implemented and risks controlled across their area of
responsibility to contribute to the School picture. This shall include how well the
environment and safety culture is being developed and the currency of standards and
best practice. There are a wide range of techniques that can be applied to measuring
performance. These fall into two broad categories; active and reactive. The techniques
outhat(u)5(es )b09-3(t)-4(ec)11(h)-4(n)-4(i)10(q)-4(u)-4(es )]TIETGD.000008875 0 595.56 842.04 reW* nt
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Routine checking the implementation of environment and safety
requirements and procedures during all phases of acquisition activities.

Environmental monitoring and health surveillance to check the effectiveness
of health control measures and to detect early signs of harm to health.

Systematic direct observation of work and behaviour by first line
management to assess risk control strategies and associated procedures,
rules and constraints, particularly those directly concerned with risk control
using observational checklists.

The operation of audit systems relating to environment and safety.

Compilation and consideration of regular reports on environment and safety
performance by our safety committee, to include progress against the
relevant risk registers.
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Details of enforcement action from external regulators, including improvement and
prohibition notices and, where relevant, prosecutions.

Audits and Review

Audits

Audit is an essential part of AST safety management system. A useful definition of audit in
this context is “the structured process of collecting independent information on the
efficiency, effectiveness and reliability of the total environment and safety management
system and drawing up plans for corrective action”. It, therefore, involves making
judgments about the adequacy of performance. Audit shall aim at establishing that:

o0 Appropriate management arrangements are in place and effective

0 Adequate risk control systems exist, are implemented, and consistent with
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Hazard

Potential for harmful effects

Health & Safety Executive

Organisation responsible for proposing safety regulations through-out the UK. It is
responsible for enforcing, statute, regulations, approved codes of practice and guidance
Improvement Notice

A statutory notice that is issued by an authorising body such as Health and Safety Executive
(HSE), Environmental Health Officer (EHO) or Fire Officer on discovery of a breach of statute.
It states that an offence has been committed, what action needs to be taken, the reason for
the action and the time deadline by which it must be taken

Incident (or Near Miss)

A generic term for those events that do not cause significant harm but which might have
done so under different circumstances

Manual Handling Operations

Tasks that require a person to exert force in order to lift, lower, push, pull,
move, carry, hold or restrain an object

Near Miss

See “Incident”

Permit to Work

Formally delivered criteria for control/risk reduction when

undertaking pre-planned work that is hazardous, either because of its location or the
nature of the activity.

Policy

A statement of an organisation’s strategy for achieving a safe and healthy working
environment and the responsibility, organisation and arrangements for pursuing and
implementing the strategy

Prohibition Notice

A statutory notice that is issued by an authorising body such as
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The combination of equipment items that a user requires to fulfil their allotted tasks. In
Display Screen Equipment terms, the components might include: desk, chair, computer
monitor, keyboard, processing unit and such ancillary equipment as required by the work,
such as document holder or telephone.

Appendix 1 — Contractor Management Plan.docx

Appendix 2 — Local Asbestos Management Plan.docx

Appendix 3 — Legionella Written Scheme of Control.Nov 22.docx
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