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As an Academy, we continue to buy into the Local Authority Health & Safety supportand guidelines.

1 STATEMENT OF GENERAL POLICY

1.1 Acorn Education Trust is responsible for setting out the overall policy for the school.
1.2 The planning and implementation of that policy is the direct responsibility of the Headteacher.

1.3 Theaim isto ensure that all the proper precautions are takento prevent personal injury, health hazards
and damage to property. This protection is extended to staff, students, contractors and members of the
public.

1.4 Acorn Education Trust recognise theirresponsibility under the Health & Safety at Work etc Act so far as
isreasonably practicable to:
a) Provide plant, equipment and systems of work which are safe and without risks to health.
b) Make arrangementsforensuringsofar as is reasonably practicable and without risks to health,
the handling, storage and transportation of articles and substances.
c) Provide adequate training, information, instruction and supervision sofaras is reasonably
practicable, to enable all staff employed in the school and pupils/students to perform their work
safely and efficiently.
d) To promote the development and maintenance of sound safety, health and welfare practices.
e) To maintain the premisesin acondition thatis safe and without risks to health and maintenance
of accessto and egress from the premises.
f) To provide and maintain a working environment thatis so far as is reasonably practicable, safe
without risks to health and adequate as regards welfare facilities for staff and pupils/students.
g) To ensure sufficientfunds are available to provide as necessary, protective clothing/equipment
to all staff employedinthe school, forthe safe use of machinery, equipment and substances.
h) Maintain a close interestin all health and safety mattersinsofaras they affect activitiesin the
premises underthe control of the school.

1.5 This policy will be reviewed annually by Acorn Education Trust who will require the Headteacher to

presentan annual managementaudit on health and safety matters so as to determine the strengths and
weaknesses of the system and to determine furtherimprovements.

1.6 Nothinginthis policy documentisintended to alterthe legal requirements pertainingto Health &
Safety matters within the school.

2 ORGANISATION

2.1 School Staff

2.1.1 All staff are to be aware of what is expected of theminrelation to theirrole and place of work.
Applicable procedures are to be clearly defined, with adequateinstruction and training provided as
necessary. Co-operation onthe partof all employeesisvital to the success of the school’s Health and Safety
Policy.



2.1.2 All staff have responsibilities under the Health & Safety Act and must reportany possible hazardsto
the Headteacher, through their line manager, as well as ensuring they conduct themselves in asafe manner
and do notsubject themselves to unnecessary risks.

2.1.3 All staff will be given access to the school’s Health & Safety Policy and are required to make
themselves familiar with the Health & Safety documents held by the school.

2.1.4 Copiesof the Health & Safety Policy will be available in the main office(hard copy) and on the school’s
shared drive (electroniccopy).

2.2 Acorn Education Trust recognise the need to identify organisationalarrangementsin the schools for
implementing, monitoring and controlling health and safety matters. Acorn Education Trust will also ensure
that the school budgets reflect the finance necessary in terms of short, medium and long-term allocations,
to implement health and safety imperatives. In addition to the basicrequirements placed on all staff under
the Health & Safety Act 1974, additional responsibilities, including reporting arrangements, are summarised
as follows:

2.3 The Headteacher

2.3.1 The Headteacherisresponsibleand accountable to the governors for the implementing of the health
and safety policy and for all matters relatingto health, safety and welfare within the school.

2.3.2 The day to day management of health and safety matters will be delegated to the member of staff
responsible for health and safety in conjunction with the otherindividualsinrelated roles across the MAT.

2.3.3 Acorn Education Trust will require the Headteacherto ensure the school’s safety policy is effectively
implemented and understood. The policyisto be regularly monitored, effectively controlled and revised to
meet changingrequirements and circumstances.

2.3.4 The Headteacherisresponsibleforensuringthatall new, amended and updated materialregarding
Health & Safety mattersis broughtto the attention of the relevant staffimmediately upon receipt.

2.3.5 The Headteacheristo ensure that the agreed procedure forreporting all defects, hazards and
problems functions effectively.

2.3.6 The Headteacheristobe a memberof the school’s Health & Safety committee. Regular Health &
Safety committee meetings are to be arranged to resolve uncertain areas of responsibility, consider
problems orrecommendations, review procedures, accidents and their outcomes and prepare referrals to
the Governing Body in addition to liaising with the HSE as necessary.

2.3.7 The Headteacherwill seek advice, when and where appropriate, from outside agencies who are able
to offerexpertadvice.

2.3.8 The Headteachershall have the right to stop what is considered unsafe practice, orthe use of any
plant, tools, equipment or machinery which they ortheiradvisors deem unsafe.



2.3.9 The Headteacheris to make arrangements forimprovementto premisesand, in concert with the
appropriate members of staff, this also extends to plant, tools and equipment which are the responsibility
of the school.

2.3.10 The Headteacher, in conjunction with the Health & Safety committee, isto revie w regularly the
provision of the first aid and fire evacuation procedures within the school.

2.3.11 The Headteacheristo monitorand inform Acorn Education Trust that appropriate training has been
or will be given to staff to enable themto fulfiltheir responsibilities safely.

2.3.12 The Headteacher will ensure thatin all schemes of work for pupils areinplace to ensure adequate
information, instruction, training and supervision for health and safety matters.

2.3.13 If necessary, the Headteacher will consult with trade union representatives on all health, safety and
welfare matters and co-operate withthem.

2.3.14 The Headteacheristoensure that all relevant records are completed and available forinspection as
required.

2.3.15 The Headteacheristo be aware of all contractors and third parties entering the school to undertake
maintenance, service or works contracts.

2.4 Health & Safety Manager

2.4.1 The Health & Safety Manager will ensure good communication exists within th e school adhering to
principlesaslaid downinthe 1992 Health and Safety Regulations.

2.4.2 The Health & Safety Manager will work with the Headteacherto plan and execute emergency
procedures, bomb warnings and evacuation of school premises.

2.4.3 The Health & Safety Manager must be aware of all contractorsand/or third parties enteringthe
school to undertake maintenance, service, or works contracts. When building or plant maintenance work is
carried out by contractors, it is the employer’s responsibilityto ensure that a competent contractoris
employed andto oversee the planning and safe execution of the work.

2.4.4 The Health & Safety Manager will be responsiblefor ensuring that competent person(s) orspecialists
are consulted as necessary, to advise on health and safety matters. Areas of concern are likely to be
technical issues, sampling, monitoring and auditing requirements.

2.4.5 The Health and Safety Manager will be responsible forensuring that regular termly inspections are
completed of the whole site, with defects reported accordingly.

2.4.6 The Health and Safety Manager will ensure that regularannual inspections are carried out of teaching
and associated areas and that defects are reported promptly to the appropriate staff orthe He alth & Safety
committee.



2.4.7 The Health and Safety Managerwill refer Health & Safety matters to the Health & Safety committee
for advice and action as necessary.

2.4.8 Under COSHH regulations all staff responsible for ordering materials are responsible for ensuring that
everything received from suppliers —machinery, equipment, substance, etc... -is accompanied by adequate
information and instruction priorto use. (N.B. Use of Manufacturers Data Sheets). All relevantinformation
must be forwarded to the Health & Safety Managerfor action.

2.4.9 The Health and Safety Manager will be responsible for co-ordinating all contractual work and
maintenance carried out on school premises. They will ensure that all contractors present Methods
Statements and Risk Assessments before commencement of work. They will liaise with other members of
staff and ensure that safety procedures and policy agreements are adhered to.

2.4.10 The Health and Safety Manager will be responsible for Health & Safety matters regardingany
Grounds Maintenance Service Contracts.

2.4.11 The Health and Safety Manager will be responsible for compiling a school ‘Buildings Register’
identifying known hazardous substances and materials (e.g. asbestos, lead, flammables, etc...)

2.4.12 The Health and Safety Managerare to ensure thatall records pertaining to the site are completed
and available forinspection as required.

2.5 The Care-Taker

2.5.1 The Care-Taker mustensure thatthey are familiar with the school’s Health & Safety Policy and that
contractual cleaning staff are equally aware of any implications of the policy as it affects their work
activities (e.g. storage arrangements, materials, equipment, substances, etc...)

2.5.2 The Care-Taker must use the school’s procedure when dealing with defects, hazards, etc...thatare
broughtto theirnotice, by informing the Health and Safety Manager, who will use the school procedureto

logthese.

2.5.3 The Care-Taker mustadhere to the Wiltshire Council’s Guidelines on working at height using the most
appropriate type of access equipment.

2.5.4 The Care-Taker mustinform the Health & Safety Manager whenever contractors are due to enterthe
school to undertake maintenance, service or works contracts.

2.5.5 The Care-Takerwill ensure good communication exists between the school and visiting contractors.

2.6 Teaching Staff and TAs

2.6.1 Teachingstaff and TAs are responsible forthe implementation of the school’s Health & Safety policy
during the performance of theirduties.



2.6.2 Theyare to be familiar with the school’s safety policy, the implications of that policy and their
responsibilities to that policy and any procedures, arrangements and practices relatingto their role and the
Asbestos Register.

2.6.3 They are to conformto responsibilities as laid downin this policy and/orrisk assessments and/or
guidelines forsafe working arrangements.

2.6.4 Teachers are to ensure that where conditions apply, all pupils under their care receive instruction and
are provided withonthe job trainingto enable themto operate in a safe manner.

2.6.5 All problems, defects and hazards are to be broughtto the attention of the Health and Safety
Manager, usingthe stipulated reporting procedure.

2.6.6 Supply teachers are to be made aware of the Health & Safety policy and of any special arrangements
or proceduresrelating to theirwork before commencing work.

2.6.7 They are to ensure thatall fire drill regulations and assembly pointinformationis prominently
displayedinthe roomsand areasfor which they are responsible.

2.6.8 The Teachingstaff and TAs are to ensure that all relevantrecords are completed and availablefor
inspection as required.

2.7 Admin Staff

2.7.1 Admin Staff are responsibleand accountable to the Headteacherforall matters relating to health,
safety and welfare within theirareas of work. They are to be familiar with the school policy and ensure that
all staff are also aware. They are to ensure that:

2.10.1.1 Departmental procedures are to be clearly defined with adequateinstruction and training
provided.

2.10.1.2 Staff are to report all defects and hazards to the Health and Safety Manager as applicable.

2.11 All staff
It isthe responsibility of the individual to adhere to the Health and Safety policy and the Asbestos Register.

2.12 Role of Specialist Advisers

Acorn Education Trust recognise thatthere will be occasions when the school will require specialist advice
on sirmonitoring, local exhaust ventilation systems (LEV) specificinspections, etc... The procedures to be
adopted and recommendations for outside advice will be decided and clarified between the Health &
Safety Managerand the Headteacher.

3 ARRANGEMENTS

3.1 Acorn Education Trust and Keevil Academy recognise that the way forward to achieve effective
management of the school’s Health & Safety policy and the arrangements necessary to fulfil its obligations,
isthrough the school Health & Safety committee.



The Health & Safety committee willinclude:

Headteacher

Deputy Headteacher

Health and Safety Manager (Admin Officer)

As required:

any otherco-opted memberasrequired by the Headteacher or Health & Safety Committee.

3.2 General Matters

3.2.1 Accident Reporting/Investigation
The reporting procedure isto be in accordance with the school’s procedure (see Appendix 1).

3.2.2 First Aid Provision

The arrangements forfirstaid in school isto be in accordance with agreed policy determined by the school
Health & Safety committee with firstaid boxes located across the school. See appendix 2 for full list of
locations of First Aid boxes.

In addition, the followingfirstaid cover should be in place:

3.2.2.1 First Aiders

The Health and Safety Manageris the appointed personin charge of First Aid Cover. See appendix3for full
list of First Aiders

3.2.2.2 First Aid Qualification
All First Aiders have an approved national qualification. First Aiders up-date theirtraining every 3years.
See appendix 3forfull list of First Aiders and their qualification.

3.2.3 Fire Precautions

The arrangements for general fire safety and evacuation should be in accordance with the school’s fire and
evacuation procedures. See Emergency Evacuation Plan and Appendix5.

3.2.4 Other Disaster Precautions

The arrangements forthe management of otherdisasters relatingto bomb warnings, flood, lighting, etc...
are contained within the school’s approved procedures. See Emergency Evacuation Policy and Criticial
Incidents Policy.

3.2.5 Post Disaster Recovery
The arrangements for the recovery of the school following any disasteris contained within the school’s
approved procedures.

3.2.5 Near Miss
Followingrecommended guidelines, any ‘near miss’ incidents will be reported to Wiltshire Council.



3.3 Training Arrangements

3.3.1 Induction Training

This will apply to new employees. Staff are to be made aware of policies and procedures, fire precautions,
firstaid and welfare arrangements. The policy will be agreed by the Health & Safety committee with the
training carried out by designated individuals.

3.4 Risk Assessments

3.4.1 Acorn Education Trust recognise theirresponsibilities asan employerto ensure that risk assessments
are carried out forall areas of the school in accordance with both the COSHH regulations 1988 and the
mandatory requirements issued undervarious national and EC regulations which came intoforce on 1
January 1993 (and as subsequentlyamended). The Governors are committed to the institution of hazard
elimination by asystem of monitoring and review and the setting up of appropriate control procedures.

3.4.2 In fulfilling these responsibilities, they require the Headteacher or delegated member of the
leadership group, to manage the requirements of the above mentioned regulations.

3.4.3 Members of staff will be invited to assistin the process of risk assessmentin areas which they
oversee. Acorn Education Trust alsorecognise the need foranyone assistinginthe process of risk
assessmentto have the necessary training and experience and knowledge and other qualities to do soand
will provide adequate and appropriate training forsuch a task. ? will also ensure that there is sufficient time
available and adequate means at the disposal of anyone assistingin such tasks.

3.4.4 Riskassessment willbe formally adopted by ? in orderto emphasise that ? responsibility forthe
assessments has been recognised and re-affirmed and that the risk assessments themselves are the
property of Acorn Education Trust as employer.

3.5 COSHH
A central register of COSHH assessmentsis held by the Health & Safety Manager.

3.6 Checking of Portable Electrical Equipment
Kingdown Policy to be adopted

3.7 Plant Machinery/Equipment

3.7.1 Regularinspections of all areas within the school are to take place at frequencies determined by the
Health & Safety Committee.

3.7.2 ltisrecognised that certain items of machinery/equipment are required to be checked and certified
by external contractors. Those areas to be subject to this procedure will be determined by the Health &
Safety Committee with appropriate budgetary allocation.

3.7.3 Members of staff responsiblefor otherareas are responsible for defining safe systems orwork for
cleaning and maintaining plant/machinery as determined in conjunction with the Health & Safety
Committee.



3.7.4 members of staff responsible for otherareas are responsible forthe selection and provision of
suitable protective clothing/equipmentinthe areas of work and as determined in conjunction with the
Health & Safety Committee.

3.8 Contractors on Site
3.8.1 All contractors entering or working on school premises will be the responsibility of amember of the
Health and Safety committee.

3.8.2 All contractors are to be informed of their point of contact at the school and the safe working
arrangements, including the Health & Safety policy applicableto them and the Asbestos Register.

3.9 Arrangements for Health & Safety Committee Members

3.9.1 The arrangements for Health & Safety Committee members are as outlined in paragraph 3.1 to this
policy.

3.11 Medicationfor Pupils
All staff are to follow the school’s Medicine Protocol.

3.12 Field Trips

3.12.1 Procedures fortrips and activities off the main school site are outlined in the school’s Learning
Outside Of The Classroom Policy.

3.12.2 Activities which falloutside the scope of thisdocument will be discussed in house with written
instructions and arrangements conveyed to all interested parties.

3.13 Emergency Procedures
In the event of accidents, fires, explosions, spillage orany otherincident which has aHealth & Safety
impact, the details should be notified to a member of the Health and Safety Committee without delay.

3.14 Workplace Transport
See the school’s Private Car Transport Policy.

3.15 Volunteersin School
Regularvolunteersin school are required toread, sign and abide by the Staff Code of Conduct. Separate
risk assessmentguidance are alsoin place.

3.16 Use of School Premises Outside Hours
Specificproceduresarein place to coverthis practice.

3.17 Working with VDU

3.17.1 All staff are to be aware of current guidelines, includingthe use of VDUs, issued by the HSE whenin
the office environment.



3.17.2 Work stations are to be assessed forany risks to Health & Safety and should comply with the
standards prevailing at the time.

3.17.3 Work is to be plannedin such a way as to ensure adequate breaks and changesin activity, again,
withregardto VDU operation.

3.18 Noise and Vibration

3.18.1 Acorn Education Trust recognise thatthere may be several problems experienced with noiseand
vibration. Members of staff will report all such cases, whenif required necessary specialist advice will be
soughtto monitorthe hazard.

4 MONITORING PERFORMANCE

4.1 In the annual report Acorn Education Trust will require confirmation by the Headteacher that
inspections have been carried out and that the monitoringto confirm the actions has been undertaken and
suitably qualified or experienced person.

4.2 AcornEducation Trust, together with the Headteacher, willidentify from the report the strengths and
weaknessesinthe conduct of area inspectionsin orderto remedy situations and to plan, in conjunction
with the Health & Safety Committee, future objectives regarding Health & Safety policy and activities.

5 AUDITING
5.1 Acorn Education Trust will require in the annual reportan audit on Health & Safety matters, an

objective assessment concerning records and monitoring procedures as well ascomme nting on the
effectiveness of the policy and itsimplementation.



Appendix 1

HEALTH & SAFETY REPORTING PROCEDURE FOR ACCIDENTS/INCIDENTS TO STAFF

Procedure following an accident/incident/near miss involving a member of staff.

1. Ensure thata Wiltshire CouncilIncident Report & Investigation Form has been completed. Available from
http://services.wiltshire.gov.uk/Forms/hr/incident report investigation2.php

2. HSE to beinformedimmediately in the event of a‘majorinjury’ (see attached list) orinjury leading to
incapacity/absence for more than 3 days.
If HSE propose tovisitsite, H& S Adviserat County Hall to be informed.
WAYS TO REPORT TO HSE
Online —www.riddor.gov.uk
Phone —0845 300 9923
Post - Incident Contact Centre Caerphilly Business Park Caerphilly CF83 3GG
H & S Adviserat County Hall - 01225 713567

3. Afterdiscussion with the injured party, an appropriate level of investigationinto the incident will be
carried out.

4. Form to be sentto Headteacherforcomments & signature and then on to Health & Safety Adviser at
County Hall. Copy to be keptin school forour records.

5. Health & Safety Managerto ensure that preventative actionidentified at the investigation stage is
carried out and he will report when this has been completed.

6. Level of staff incidents to be monitored.


http://services.wiltshire.gov.uk/Forms/hr/incident_report_investigation2.php
http://www.riddor.gov.uk/

Appendix 2

FIRST AID BOXES ON SCHOOL SITE

PLEASE BE AWARE OF THE LOCATION OF THE NEAREST ONETO YOUR WORKING AREA.

First Aid Boxes are located in the following places:
Winter Classroom
Spring Classroom
Summer Classroom
Autumn Classroom
Main Corridor (between doorand adult toilets)
Staff Room — portable ones for off-site activities

The contents of all First Aid Boxes and the expiry dates of any medication heldin school is checkedona
monthly basis. The logdetailingthesechecksin keptinthe School’s Medication Folderin the office.

STAFF HOLDING A CURRENT FIRST AID CERTIFICATE

NAME FIRST AID QUALIFICATION DATE

Jade Ashdown PaediatricFirst Aid 13-14.11.2016
Clare Ritchens Emergency First Aid at Work 11.11.2016
Purdie Stainer PaediatricFirst Aid 13.10.2017
Rachael Draper PaediatricFirst Aid 04.10.2017
Jess Draper Emergency First Aid at Work 11.11.2016




Appendix 3

LEGIONELLA MANAGEMENT STRUCTURE

Monthly watertemperature tests are carried out by the Health and Safety Manager, with results submitted
to Health and Safety/Premises Managers at Acorn Education Trust.

Yearly bacteriaand legionellasampling and inspection/servicing of equipmentis carried out by the
contractor Clear Water.

Health and Safety/Premises Managers at Acorn Education Trust oversee all management of actions arising
from test results.



Appendix 4
ASBESTOS MANAGEMENT

The Acorn Education Trust recognise theirresponsibility under the Control of Asbestos regulations 2012
and will adopt guidance provided in ACOP (approved code of practice) L 143
http://www.hse.gov.uk/pubns/books/1143.htm

The School Asbestos Survey contains details of all the locations and types of ACM (Asbestos Containing
Material) found on the school site. The Surveyincludes photographs of all locations.

On induction staff willbe made aware of the presence of ACMand controls measures necessary to ensure
that any ACMis not disturbed.

All Contractors on the school site will be shown the The School Asbestos Survey, and will be asked to sign
the School Log.

Responsibilities
Acorn Education Trust: Overall responsibility and ensure compliance with the Control of Asbestos
regulations 2012 and ACOP L143.

Health and Safety Manager: Induction training and review of documented procedures annually; updating
of building guides as necessary; ensuring contractors view guides during pre-contract meetings and before
any work commences; ensuring contractors sign the School Log prior to commencement of any works.


http://www.hse.gov.uk/pubns/books/l143.htm

Appendix 5

FIRE SAFETY GUIDELINES

Firedrills

A Fire Drill must be enacted at least 3 times a year, and dated onthe Inspection Record Sheet.
Each classroom has a Fire door or 2 entrances/exits should the need arise.
Pupils are to leave quickly and quietly with NO FUSS. Fire drills needto be variedi.e. the fire mustbeina
different place, sothat staff and pupils do not get complacent about how they exit the building.

Fire safety equipment

Fire extinguishers are located in the following areas.

Staffroom Blanket Winter Class Foam
Shangrila C0O2/foam Spring Class Foam

Hall Foam SummerClass CO2/Foam
Side Entrance (Church Lane) Foam Autumn Class CO2/Foam
Main Office C0o2 Outside staffroom Water / CO2
Security Entrance COo2 Boilerroom Powder
Main Entrance Foam

Fire notices are posted at various pointsinthe building.

Fire doors must be labelled clearly.

Emergency fire procedures:

Should there be a fire hazard in School, the alarm will be sounded by the alerting adult setting off the

nearestalarm aroundthe school. These are situated:

Outside admin office

By non-contactroom
outside door

By Church Lane exit

Nextto cupboard —
Spring Class

Inside main door off
playground

By fire extinguisher
Summer Class

By fire extinguisher
Autumn Class

By top juniorexit

All staff and pupils are to leave the building as quickly (without running) and QUIETLY as possible, from the
nearestavailable exit,and assemblein the school playground as far away from the buildings as possible, or
ina similarly safe place, eg. outside the church, whereupon aregisterwill be called by each teacherto
check that all pupils are present and a pencil mark will cross through the present slash foreach child for
that session. The Head Teacheror Deputy Head is required to be the Clearance Marshall and check that the
cloakrooms, hall and side rooms are clear. Class teachers are required to check that theirown classrooms

are clear.

The Admin Officer, isto call the fire service from the office if safe to do so, or using their mobile phone
once outside the building. The visitors’ book will be collected from the office and checked against those

who have assembled.




Allincidencesinvolvingfire, illegal entry, theft or vandalism must be reported to the

Chief Education Officer (form DP/G2/250) found in "Safer Schools SeminarJuly 1996 in the Fire Section of
the Health and Safetyfile, the Fire Brigade, the Police as appropriate.

See alsothe Emergency Evacuation Policy.



