        
KING EDWARD VI HUMANITIES COLLEGE, SPILSBYPRIVATE 
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This statement covers the activities of King Edward VI Humanities College. It is to be read in conjunction with the general statement of health and safety policy issued by Lincolnshire County Council and the Education Department's Health & Safety Policy.

King Edward VI Humanities College recognises the importance of safety, health and welfare, in the successful operation of all its activities.  It believes in the active participation of every person within the organisation, in order to achieve and maintain the highest practicable standards of accident prevention.  Success relies on the initiative, teamwork and the co-operation of all staff.

Appropriate health and safety standards will be applied to all activities and deviations from these will not be tolerated.  Any uncertainty regarding health and safety is to be raised through normal managerial channels and where necessary specialist advice and assistance will be obtained.
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KING EDWARD VI HUMANITIES COLLEGE, SPILSBY

Health & Safety Policy
General Statement of Safety Policy
In the interests of the health, safety and welfare of all its employees and of any other persons who may be affected by its activities, Lincolnshire County Council commits itself to the implementation of the Health & Safety at Work etc Act 1974 and related legislation.  The Governors seek to work within the guidelines set by the County Council by:

i)
recognising their corporate responsibility as an employer to provide a safe and healthy environment for the teaching and non-teaching staff, the students and other people who come onto the premises.

ii)
taking all reasonably practicable steps within their power to fulfil this responsibility including preparation of a Health & Safety Policy.

iii)
operating within the structure and framework of Lincolnshire County Council and will apply all health and safety instructions and advice issued by the Education Department.

 iv)
requiring the Headteacher or his delegate to draw up the necessary arrangements to secure compliance with all health and safety requirements, to write them down and to circulate this information to all staff and to the Governing Body and subsequently to monitor implementation of the arrangements.

This policy will be reviewed on an annual basis.

A full policy document is held by the following:



Chair of Governors



Members of  Senior Management Team



College Office



Health & Safety Representatives of Professional Associations



College Kitchen



Staffroom Board, Health & Safety Section

A Health & Safety Policy and specific departmental procedures is held by all Heads of Department.

A. RESPONSIBILITIES OF THE HEADTEACHER:

The Headteacher is responsible to the Governing Body for ensuring that:

 Hazards are identified and that the significant risks are assessed.
 Relevant health and safety legislation is identified.
 Arrangements are made and implemented to control the significant risks and comply with the relevant Health & Safety legislation.

 These arrangements are recorded in the Health & Safety Policy.

 These arrangements are monitored to ensure they are working.

 Staff are capable of dealing with the health and safety requirements of their work.

 Any problems in achieving the intentions of the College’s general statement of health and safety policy are reported to the Governing Body.

 Any problems in achieving the intentions of the College's general statement of health and safety policy are reported to the Governing Body.

 Specialist help and assistance are obtained where necessary.

 The results of health and safety monitoring are reported to the Governing Body along with details of any major injuries to staff or students.

The Headteacher with Safety Representatives should review from time to time:


a)
the provision of First Aid in College


b)
fire and evacuation procedures.

The Headteacher may delegate specific duties to members of staff, ie Personnel Support Manager, Mrs M Jarvis, who is the College’s Health and Safety Representative, responsible for oversight of Health & Safety within the College through liaison with the Governor responsible for Health & Safety, Mr J Ely, Union Representatives and Heads of Department.
B. RESPONSIBILITIES OF PERSONNEL SUPPORT MANAGER – MRS M JARVIS:
 To be responsible for co-ordinating all contractual work and maintenance carried out on College premises, liaising with the Site Manager, Mr S Jackson.  To liaise with Heads of Department and to ensure safety procedures and policy agreements are adhered to.

 To ensure strict procedures are laid down for building work such as roofing, excavation and drainage, alterations to building structures, refurbishments and renovations or remodelling schemes.

 To be responsible for health and safety matters regarding 'Grounds Maintenance Service Contracts.'

 To be responsible for compiling a College 'Buildings Register' identifying known hazardous substances and materials (eg asbestos, lead, flammables, etc)

 To be known as the College’s Health and Safety Representative

C. RESPONSIBILITIES OF HEADS OF DEPARTMENT
It is the responsibility of the Heads of Department to ensure that they:

a)
liaise with  Mrs  M Jarvis (Health and Safety Representative)    


b)
disseminate Health & Safety matters to the whole department;

c)
to act on reports as directed by Mrs M Jarvis (Health and Safety Representative) and to communicate any problems in implementing the reports;

d)
bring any problems or hazards to the attention of Mr S Jackson (Health and Safety Representative) via Appendix A

e)
identify Health & Safety training needs of the Department;

f)
monitor Health, Safety & Welfare of the members of their Department.

A detailed example of a departmental policy is given in Appendix B.

D. RESPONSIBILITIES OF TEACHERS & TUTORS


 Taking reasonable care for their own health and safety and that of others who may 

be affected by their acts or omissions.

 Co-operating with the management of the College to implement the requirements of health and safety legislation and the College's Health & Safety Policy.

 Using all equipment and substances in accordance with training and instructions received and following the systems of work and procedures laid down in the College's Health & Safety Policy.

 Not misusing anything provided in the interests in health and safety.

 Reporting to the Site Manager or Head of Department any health and safety matter they cannot deal with themselves or any perceived shortcoming in the health and safety arrangements.

E. DEPARTMENT HEALTH & SAFETY REPORTING IN SUMMARY
The extent to which anyone is responsible for health and safety matters is effectively limited by his or her own contract of employment.  However, every employee while at work should take all reasonable steps to protect others and themselves from potential risks.  'Others' includes fellow employees, students, visitors and members of the public whom you may reasonably expect to be on the premises.

Headteachers are responsible for everything over which they have control and where they do not have such control they are expected to take all reasonable measures within their executive authority to avoid or minimise the problem.

A Head of Department is responsible for health and safety within the department, while class teachers are responsible for the immediate area of their work.  If class teachers do discover a hazard the law requires them to take all reasonable steps within their executive authority to eliminate it and to refer the matter to their Head of Department.

Therefore the normal route of reporting would be:

Members of Department


|

Head of Department


|

Personnel Support Manager, Mrs M Jarvis
to liaise with Mr S Jackson

|

Termly Health & Safety Inspection


|

College's Governing Body

NB
In the case of immediate concerns these should be reported directly to Mrs M Jarvis.
The termly Health & Safety Inspection provides consultation between management and employees and governors representative for Health and Safety.    

F. COMPETENT PERSONS
A safety professional from Personnel Services has been appointed by the Education Department to act as a competent person, as required under the Health & Safety Management Regulations 1992.  Personnel Services are available for advice and guidance on hazards and legislation affecting the activities of education establishments.  They will also carry out safety inspections of education establishments as directed by the Director of Education.

The College Liaison Officer is Mr David Hortop on 01522 836717, or in his absence Mr Paul Office on 01522 836712.
G. COLLEGE ARRANGEMENTS FOR COMPLYING WITH HEALTH & SAFETY LEGISLATION
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F.1 - GENERAL SAFE WORKING PRACTICES AND PROCEDURES
Proper access equipment is provided and should be used where necessary to reach items on shelves and racks above eye level.  Staff are not to use chairs, boxes or similar items to reach items stored in this way, and must not climb up the face of cupboards or storage racks.  Heavy objects should be stored at a low level to reduce the risk of injury from falling.

Specific attention should be given to wires trailing from computers and other electrical equipment, particularly in classrooms.  Trailing leads should be channelled through purpose designed equipment.

Special care should be taken when asking students to manoeuvre heavy objects. The member of staff should assess the risk in asking children to perform manual handling tasks, ie moving pianos, manoeuvring mats etc.

Certain activities require their own written procedural policy and risk assessments.  These activities are listed in departmental policies and procedural advice should be read before carrying out such duties.   

F.2  - DISPLAY SCREEN EQUIPMENT
The Headteacher will arrange to assess 'users' and 'work stations' under the Display Screen Equipment Regulations 1992.  Once the assessments are complete arrangements will be made to reduce any risks which are highlighted from the assessments.

The Headteacher will plan display screen equipment work so there are breaks or changes of activity and provide information, instruction and training for the usage of display screen equipment.  See Appendix C for detailed regulations on display screen equipment.

F.3  - WORKPLACE (HEALTH SAFETY AND WELFARE)
The Governors and Headteacher will review the College in line with the Workplace (Health, Safety and Welfare) Regulations 1992.

F.4  - MANUAL HANDLING
The Headteacher will assess all manual handling operations (lifting loads, lowering loads, pushing, pulling, carrying etc).  Wherever possible manual handling operations will be eliminated.  If this is not possible then suitable arrangements will be made to reduce the risk of injury as a result of a manual handling operation.  The significant findings from these manual handling assessments are included in departmental safety policies.

The Headteacher will arrange for the provision of manual handling equipment where necessary and will arrange for appropriate training of personnel involved in manual handling operations.
F.5  - PERSONAL PROTECTIVE EQUIPMENT
The Headteacher will provide personal protective equipment where risks cannot be controlled at source.  Personal protective equipment will only be used when other methods of controlling risks to health are not reasonably practicable.  All personal protective equipment which is provided will be to the relevant safety standard.  Instructions on the use, maintenance and cleaning of the equipment will be issued to all staff.  Departmental safety policies make note of any such equipment needed.

F.6  - CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)
The Headteacher will ensure that all work involving hazardous substances has been assessed.  The assessment must be formally recorded where there is a significant risk to health.  The Headteacher will ensure that the relevant safe systems of work, appropriate control measures and monitoring systems are in place and working.  The individual departmental arrangements for dealing with COSHH are outlined in each departmental safety policy.  These procedures are reviewed annually in the spring term.  An annual log is to be kept by Mrs C Robinson. 
The Headteacher must ensure that sufficient information, instructions and training is provided to all persons handling hazardous substances.

F.7  - MACHINERY AND ELECTRICAL EQUIPMENT
The Headteacher will ensure that all work equipment purchased meets the relevant safety standard required and is suitable for the intended task.  In addition sufficient instruction, information and training will be provided to all operators of equipment.

Staff must ensure that all safety guarding is present, serviceable and utilised when machinery is used.

Staff shall not attempt repairs or make modifications to machinery other than those normally associated with daily operations.  Any defects or malfunctions must be immediately reported to the Heads of Department.

Electrical equipment and systems are subject to the Electricity at Work Regulation 1989.  Mr S Jackson is responsible for arranging the routine testing of the sockets to ensure proper earth continuity and correct phase/neutral connections.  This testing will be carried out every five years.
Mr S Jackson is responsible for maintaining an up-to-date inventory of all portable electrical equipment and general inventory books.

All items of portable electrical equipment (including those which do not belong to the College) must be inspected and tested by a competent person on an annual basis in accordance with the Electricity at Work Regulations . This work is carried out on a rolling programme ensuring all tests are carried out at least annually. All portable electrical equipment should be fitted with safety type plug heads BS1363.

F.8  - CONTRACTORS
All contractors must report to the College Office on arrival and departure from the College.  This is to ensure that the Headteacher can make any necessary arrangements to ensure the safety of staff and students.  When contractors are working at the College Mr S Jackson will liaise with the contractor and his/her supervising officer to make them aware of the College rules, any particular hazards which may be present and any temporary rules which apply during the contractors' presence. (See Appendix E)

Mrs M Jarvis will ensure that all temporary rules such as exclusion from the premises or parts thereof are made known to all staff, students and visitors to the premises whilst contractors are working in the College.

F.9  - VISITORS
All visitors to the site should report to the College Office to be entered in the visitors' log book.  Signature of the log will be deemed to be acceptance of agreement to abide by LEA and College Health & Safety Policy.  Visitors will be informed by office staff of any known current hazard.

F.10 - FIRE PRECAUTIONS
Fire prevention is part of everyone's duties.  In particular, attention should be paid to checking the premises before leaving at night to ensure nothing has been left which could lead to a fire developing whilst the premises are unoccupied.  All electrical equipment that need not be left on such as  computers, printers, photocopiers and kettles are to be switched off. Equipment needed to be left on should be kept clear of combustible material in case of a fault developing when unattended.

The volume of combustible rubbish must be kept to a minimum in order to reduce the risk of fire.  Arrangements must be made to have any large amounts of combustible rubbish removed from the building.

The Headteacher is responsible for ensuring:

A.
that all corridors, and circulation areas remain free from obstructions and are available for easy access and exit.  This responsibility extends to ensuring all doors and routes designated as "Fire Exit" are readily available at all times to staff and students on the premises; and

B.   
that termly fire evacuation practices are carried out, fire extinguishers and blankets are in the correct place and that fire alarms are tested on a weekly basis on a rolling programme.  Any emergency lighting system should be tested on an annual basis.

These tests must be recorded and Mrs M Jarvis  is responsible for the recording of these inspections.

F.11 - FIRE DRILL
On hearing the fire alarm all students will stand and form a line to leave the working area.  The person in charge of the students will instruct the students to leave by the nearest safe exit, follow behind and close all windows and doors behind them, switching off any electrical equipment where possible.  The students must make their way to the fire evacuation point in an orderly manner.

Delegated Members of staff are responsible for checking toilet areas on the way out from the building to ensure that no children are left behind, ie


Ms L Brittain



Art Room


Mrs K Rogers


Humanities Block toilets

Mr  L Crossland


Junior Boys’ toilets – main block + male staff


Mrs M  Jarvis


Junior Girls’ toilets – main block + female staff






Girls’ toilets – main block


Mr D Holiday



Senior Boys’ toilets – main block

Mrs A Clark



Kitchen and Gino’s

Mr M Irving & Mrs A Walsh
Boys’ & Girls’ Changing Rooms

Full evacuation procedures are detailed in Appendix F.  These arrangements are available to all staff and are displayed in every room in the building.  

Subject teachers will take registers to the evacuation point.  The members of staff in charge of the students take the register and report to the Assistant Headteacher either that all students are present or report any missing students.

On hearing the fire alarm the College Office will immediately telephone the Fire Brigade.

*Open Evening/Parents' Evening - fire arrangements will be conveyed to all parents upon entry to the building.  On hearing the fire alarm, staff should escort visitors to nearest fire exit and assemble on the playing field until danger has been established.

All fire incidents should be referred to County Offices using the P03 system.

F.12 - BOMB THREATS
The Bomb Threat Co-ordinator is Mrs M Reeve.  Bomb threat  procedures are detailed in Appendix G. 

F.13 - FIRST AID ARRANGEMENTS


All First Aiders (Mrs J Robson,  Mrs C Hunter, Ms L Brittain, Mrs A Walsh and Mrs C Guest) are responsible for maintaining the first aid boxes in accordance with the First Aid At Work Approved Code of Practice 1990.  The required list of contents if listed in the Education Health & Safety Manual.  Only the listed contents should be used in the First Aid Boxes and no other items ie Antiseptic Creams are not listed and should not be present in the First Aid Box.

Staff or students requiring first aid are seen by a First Aider.  In case of difficulty a First Aider may be contacted by calling the College Office.

First Aid Boxes - Location:


Science Prep


T1 (Technology)


T2 (Food)


College Office



Gino’s



Office next to L1


Eco Barn (in kitchen area)
Responsibility for:

Replenishment of First Aid Kits:

All First Aiders (as named above)
Accident Sheets:



Mrs M Jarvis
Riddor Reports:



Mrs M Jarvis
First Aid Administration Book:

All First Aiders (as named above)
Record of Medicines taken in College:
All First Aiders (as named above)
Record of Medication Requirements:
All First Aiders (as named above)








First Aid materials must be taken on all College trips. First Aiders going on trip to prepare first aid boxes. The Headteacher is responsible for ensuring that there are adequate numbers of staff trained in First Aid.  

F.14 - REPORTING OF ACCIDENTS

Accident Report Forms are obtainable from the College Office.  Accident forms should not be completed by the injured person.  

If in doubt see Mrs Jarvis.  In cases of serious injury or death County and Health & Safety Executive must be informed.   Completed accident report forms should be returned to the College Office.

F.15 - SAFETY REPRESENTATIVES
The staff may elect one of their number to act as a Trade Union safety representative who must be a member of, and appointed by, a recognised trade union.  Any member of staff has the right to take up an issue on health and safety with his/her safety representative.  Safety representatives will be given copies of all health and safety material and information received by the Governing Body from outside agencies ie Health & Safety Executive and County Council, or produced by the College.  Safety representatives shall be consulted by the Governing Body on all health and safety matters.  
F.16 - INDUCTION TRAINING
All new members of staff must be given a copy of the Health & Safety Policy. Their duties under the Policy must be discussed and understood.  New members of staff should be made aware of any special responsibilities under the Health & Safety Policy.  The Assistant Headteachers are responsible for the induction training of new members of staff.

Supply teachers must be fully aware of any local arrangements for emergency action, ie fire evacuation, accident procedures and reporting, and any other safety arrangements which may affect them whilst in the College.  It is recommended that brief notes be given to supply teachers on arrival. The Personnel Support Manager is responsible for supplying the relevant information.

F.17 - MONITORING AND REVIEW OF PERFORMANCE
Regular monitoring of these arrangements is the responsibility of the Governors.  Regular monitoring of the safety within the College will be carried out by the Headteacher through the normal managerial arrangements within the College.
The Headteacher will carry out a safety inspection of the premises annually with a representative of the Governors, and the Personnel Support Manager will carry out  termly inspections with the Site Manager. The local arrangements will be reviewed annually taking into account the findings of any safety inspections and changes in Health & Safety legislation and amended where necessary.

F.18 - GRIEVANCE AND DISCIPLINARY
All matters concerning Health & Safety matters will be dealt with under the procedures laid down in the appropriate terms and conditions of employment.

F.19 - VEHICLES ON SITE
Vehicle movement on site is restricted to car park and roadway. Some vehicles have access to these areas during College hours for delivery.   

Staff should, where possible, arrive and park before students in the morning and leave after they have left the site in the afternoon.

Access to other areas of the College is restricted to visitors, ground maintenance staff and building contractors.  It is expected that this will be occasional rather than regular traffic during College hours.

Students should be encouraged to stay away from grass cutters when on site and when delivery or collection vehicles are on site, eg refuse, ESPO, Library Service etc.

Parents collecting students should wait in the turning circle.  Taxis may wait inside the main car entrance for Special Needs students who may be released early from class.

F.20 - STAFF WORKING IN COLLEGE OUTSIDE NORMAL WORKING HOURS
 Staff should inform Site Manager, Personnel Support Manager, or administration staff, if available, when coming onto site and when leaving site.  This is particularly vital in case of fire.

 Person on site alone should inform partner/neighbour or other responsible person the time they intend to be on site.

 The maximum number of outside doors should be kept locked to restrict access to inside of building.

 Staff should have access to an outside telephone if an emergency arises.

 Staff on site should not try to do tasks of an unsafe nature by themselves.

 Staff must not do handling tasks beyond their safe capability.

 Staff must not use any machinery especially if in
workshop areas by themselves.

 Staff should sign in and out of the building in the College Office.

 Preferably staff on the site should park their vehicles on the main car park.

 If staff encounter strangers on the site they may ask them their business and ask them to leave if appropriate. If in doubt do not approach the strangers but seek help either in the College or through the Police.

 In the case of fire an alarm bell will sound.  Staff must evacuate the building and assemble on the front car park where a check will be made to ensure that all persons are accounted for.

F.21 - SMOKING
King Edward VI Humanities College is a Non-Smoking Environment.  Any person wishing to smoke must leave the premises. Smoking is not allowed on the school site.
F.22 - SITE MANAGEMENT
The following list indicates the guidance and legislation that should be taken into account when drafting departmental safety policies.  See summary of EC Regulations for further guidance.

· The Control of Substances Hazardous to Health Regulations 1988(COSHH) state arrangements for complying with COSHH in this work area.

· The Manual Handling Operations Regulations 1992 - it is necessary to record any manual handling assessments which have been carried out within this section of the Safety Policy.

· Working at Heights - identify rules and safe working practices.

· General Duties and Responsibilities.

COSHH REGULATIONS


The Site Manager is responsible for using all cleaning chemicals in accordance with the manufacturers' instructions.  It is necessary to ensure that information, instruction and training including safe working methods and COSHH assessments for hazardous substances are provided for all cleaning products used within the College.  The Site Manager must use these chemicals in accordance with this information, instruction and training.  Full product information, safe working methods and COSHH assessments have been provided for all Premier Products used within the College. These safe working methods and COSHH assessments are concluded to a suitable assessment to the risk to health if used in accordance with the instructions and training provided.  If alternatives to Premier Products are used then the Headteacher must make an adequate COSHH assessment on all hazardous products before they are used.  If not the product must be disposed of.

The Site Manager is responsible for storing cleaning materials in a safe manner and ensuring that they are locked away out of children's reach. The Site Manager's storage cupboard will be locked at all times during College hours. Cleaning materials will NOT be left in classroom or toilet areas.

New products to the College must be risk assessed by Mr S Jackson where necessary.  

MANUAL HANDLING - SAFE WORKING METHODS
When moving chairs the chair trolley will be used where practicable.  The chair trolley will be loaded with a maximum of eight chairs at any one time.

When moving dining tables only one table will be moved at once. 

During holiday times, the Site Manager should ensure that any task involving a serious element of risk is only carried out when more than one person is present.

Manual handling carried out by all staff is reviewed as part of an annual review by Mrs M Jarvis.  Applicants to see Mrs M Jarvis to arrange.

WORKING AT HEIGHTS

The Site Manager will ensure that the following safe working practices are carried out when working at heights:

· Only specially designed access equipment will be used ie ladders, steps and scaffolds.  Ladders should not be used by anyone working alone.
· Regular checks MUST be carried out on all access equipment to ensure its safety.  These checks are to be recorded by Mr S Jackson.
· Access equipment must be long enough to reach the place of work without the user having to over-reach in any direction.

· Only appropriate access equipment will be used ie steps must never be used unless the legs can be opened to their widest extent.

· Only authorised persons should erect scaffolds.  It is recommended that personnel should be trained in the safe erection and use of tower scaffolds and any other types of scaffold that may be used in a College.

If the Site Manager does not have the correct equipment to carry out the required task then he must inform the Personnel Support Manager/Headteacher immediately, who in turn will make adequate arrangements for the work to be carried out safely (this may require a written risk assessment in some cases).

GENERAL DUTIES & RESPONSIBILITIES
The Site Manager is responsible for the maintenance of floor surfaces to ensure that there are no tripping hazards or slippery surfaces.  In the event of a floor surface becoming dangerous it must be reported to Mr S Jackson immediately.

The Site Manager is also responsible for the maintenance of fixtures and fittings, ie replacing light bulbs, and broken door handles etc.  When working with electrical systems ie changing light bulbs, it is necessary to ensure that the electrical supply is isolated before carrying out any work. If there is doubt over any task, expert advice should be sought.

The Site Manager is responsible for the maintenance of the battery bank for the fire alarm and emergency lighting system.
The Site Manager is responsible for the boiler house.  The plant rooms must be clean and tidy and free of all flammable and combustible materials.  The air ventilators must be open and never obstructed.  Cleaning and servicing of electrical or moving parts must never be carried out without isolating first. A warning sign must be attached to the switches and equipment that are isolated and if repairs are being carried out the warning signs must remain until all repairs are complete.

All instructions issued for boiler or plant must be displayed on a wall adjacent to the system to which it refers.

The Site Manager must use the appropriate gloves and litter picking equipment when removing rubbish from the site.

F.23

Radioactive Substances
The use of ionising radiations and radioactive materials is governed by the Radioactive Substances Act 1960 and the Ionising Radiations Regulations 1985 (SI 1985 No. 1333).

Use in educational establishments is dealt with in administrative memorandum 2/76.  The use of ionising radiations in educational establishments and its accompany notes.  A copy of this is available in the Science Department.  
PRECAUTIONS


Sources must be kept securely in a labelled cupboard in a space not normally a work place, ie prep room.  This cupboard must be locked.

The international sign for radioactivity must be clearly displayed next to the cabinet.

Sources must be logged in and out in the note book provided.

The Fire Service should be informed of the presence of radioactive sources.

There are a set of local rules regarding the use of sources which the Head of Science should ensure is known by all users.

A proper handling tool (a pair of tongs) is supplied.  This enables distance to be kept between the demonstrator and the source.  (At least 10cm from the fingers.)

NO STUDENT under 16 should be allowed to use sources.
The RPA (Radiation Protection Adviser) in this authority is the Science Inspector.
Mr L Crossland has completed a one day training course for Radiation Protection Supervisors.
Instructions have been given in the event of disposal of sources being necessary.

In the event of a source being lost the following must be informed:



1.
The Police



2.
The Department



3.
HM Inspectorate of Pollution



4.
Health & Safety Executive

Trainee teachers using the sources must be accompanied by a regular member of the Science teaching staff.
F.24

KING EDWARD VI HUMANITIES COLLEGE POLICY FOR


EDUCATIONAL VISITS, COLLEGE JOURNEYS & OUTDOOR ACTIVITIES
The College encourages educational visits, College journeys and outdoor activities and seeks to ensure that good practice is followed in the organisation and conduct of such activities.

The following general requirements apply to all visits at all times:

 a visit in College time should be of real educational value and should be suitable for all students participating according to their age, aptitude and physical ability. Undue interference with the normal running of the College day should be avoided.  


 activities arranged off site should not involve party political activities or otherwise promote objectives which are inappropriate.

 any visit must have due regard to advice laid down by Lincolnshire County Council and the Department for Education and all visit organisers must have read and followed the College practice and guidelines in the College Visit Handbook. This includes risk assessments which should include short-term medical conditions which may make full or partial participation in planned activities unacceptable.

 no child eligible for an educational visit (as opposed to a holiday) should be excluded by reason of inability to pay.

 all College parties should have a qualified First Aider as a member and will have access to basic first aid equipment.

 mixed groups of boys and girls must have male and female staff accompanying the visit.

 the Headteacher may veto any child who it is felt will not conform to behavioural standards and to basic safety principles.

 the Activity Leader has full responsibility for the safe running of the activity including prior agreement for the activity to take place.

 the Activity Leader should take a copy of ‘Emergency Procedures and the Media’ on each visit.

 all staff to carry cards detailing emergency procedures.

All staff planning an educational visit must follow the guidance laid down in the College Visit Handbook and pay particular attention to risk assessment, charging and accounting for College visits, emergency procedures, Insurance cover and first aid requirements.  

Mrs M Reeve
Headteacher
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Ancillary Staff Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  

1. Cleaning Staff

Mr S Jackson
 
See F22 for Dept Policy

2. Administrative Staff
Mrs M Jarvis


See F26 for Dept Policy

3. SEN Staff


Mrs M Reeve/Student Progress Co-ordinators
4. First Aiders

Mrs M Jarvis
5. College Technicians
Mrs M Jarvis

6. College Meals Asst's    
Mrs M Jarvis
1.
Organisation


It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Site Manager via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements


Each member of the department will:

· check that their work areas are safe this may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.
· check that all equipment is safe before using it or allowing another person to use it

· ensure that safe procedures are followed when using equipment

· make use of any personal or other protective equipment or clothing where appropriate

· participate in inspections

· bring problems or hazards to the attention of the Departmental Representative

· read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1
· undertake risk assessment of all activities within the department
· undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific

Support Staff working with individuals

a)
Staff should be aware of departmental Health & Safety Policy


b)
Staff should ensure that set tasks do not cause risk to themselves or others in 
                       their charge.  To this end staff should undertake appropriate lifting and                   

                       handling courses.

c) In laboratories or workshops, staff should be aware of CLEAPPS guidance, 
           available from Heads of Department.  New products should be risk assessed 
                      by Mrs C Robinson where necessary.


First Aiders
 Staff should follow advice of St John's training in conjunction with County Guidelines and should not undertake procedures for which they are untrained.

 Procedures for disposal of blood and bodily waste must be closely followed.

 Staff should be aware of infectious diseases and feel comfortable that adequate steps are taken to limit the spread of same (Appendix K).


College Technicians
 All College technicians should work within CLEAPPS guidelines in conjunction with Departmental policies.

 Protective clothing should be worn at all times with due regard for personal safety.

 Technicians should not attempt to perform any task of significant risk whilst working alone.

 Technicians should not attempt or be asked to attempt any task for which they have not been given adequate training.

4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards
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Office Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Personnel Support Manager:

Mrs M Jarvis

Departmental Rep:



As above

Head of Department:


Mrs M Jarvis

1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A 
 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections  as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific
 Make sure that parcels which are delivered to the College are not placed in the College Office in places where they could cause an accident: any unknown parcels/baggage are attended to.  Wherever possible parcels should be delivered on to the parcel table.

 Make sure that the staff kitchen is not used for any purpose other than the preparation of food and beverages eg no storage of parcels, College bags, bicycles, etc.

 Make sure that computer cables are not hanging dangerously over desks or left loose on top of carpets across walkway.
 Make sure that all shared areas are kept free of boxes, bags, and any items which could cause a hazard to others

 Make sure that papers are stacked safely on shelves – no overhanging boxes.
 Extra vigilance over safety when using the shredder.

 Ensure that any repairs to electrical equipment are only attempted by technician or if major problems by a qualified repairman.

4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored.

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards.
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College Kitchen Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy

there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies

and procedures concerning health and safety and to review them

annually.  (Sect C).

Head of Department:

Mrs A Clark
Departmental Rep:


As above

Head of Department:

Mrs M Jarvis
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Health and Safety Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their work area is safe.  This may include covers on electric sockets, broken glass, damaged flooring or any other checks as staff feel needs completing for his/her peace of mind
 Ensure that the correct clothing is worn, including shoes, and that hair is tied back at all times.
 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and knives

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific

Slips & Falls: 

Whenever possible flooring should remain clean and dry. This may be possible by ensuring adequate heating and ventilation to reduce condensation problems.

Any spillage of food or liquid must be cleaned up immediately and the final floor washing at the end of the day should be organised so that no-one needs to walk on wet areas.


Staff should ensure that equipment is stored safely and not left on the kitchen floor eg plate racks, pans, bowls etc.

The use of non-slip tape on the floor should be considered where slips could have serious consequences eg around fat fryers or sterilisers.

Catering Staff are normally expected to wear 'sensible' shoes for work with a high slip resistance if possible.  

Catering staff should not place objects on the kitchen floor where they can present a hazard to others.

In the event of ice and snow the need to keep access to the kitchen and from the kitchen to dustbins in a safe condition must be considered.


Gas Appliances:


Gas appliances must be serviced regularly to ensure that they remain in a safe condition and are operating efficiently.  There must be an annual check by a CORGI Engineer on all appliances Mr S Jackson to arrange.


If a pilot light failure device is not in use, staff should open the oven door and prepare    

           a match for lighting before the gas is turned on.


Food Preparation Machines:

S19 of the Offices, Shops & Railway Premises Act 1963, which covers canteen kitchens clearly states that no-one may be put to work on 'specified dangerous machines' unless fully instructed in the dangers and precautions to be observed.  Every person should receive training in work at the machine or work under competent and experienced supervision.


The machines include the following:

 powered worm type mincing machines

 powered rotary knife bowl type chopping machines

 powered dough brakes and mixers

 powered mixing machines when used with attachments for mincing, slicing, chipping or any 


other cutting operation, as for crumbling

 powered vegetable slicing machines

 potato chipping machines, whether or not powered

 circular blade slicing machines, whether or not powered.  Particular care is necessary when cleaning the blades of slicing machines and when feeding food into machine hoppers.


Effective earthing of electrically powered equipment relies on the cable being in good condition.  Staff must report any damaged cabling as a matter of urgency.


Food Hygiene Regulations:

Many of the regulations are basic minimum hygiene standards which apply to every  

           food business.  (Ref: Dept of Health 195
Food Safety).

A copy of the regulation is displayed in the kitchen and should be read by every member of the Catering Staff.


Skin Problems:

Irritant contact dermatitis is a frequent but preventable problem amongst catering staff.

Staff should take care of their hands at home and follow the guidelines listed when working with any liquid.

 dilute products to the strength recommended by the manufacturer

 wear impervious gloves with sleeves long enough to prevent the liquid getting inside


 use a barrier cream for wet work if it is impractical to wear gloves

 rinse detergent from the skin with clean water and dry carefully

At the end of each working day hands should be washed thoroughly with mild soap and water and carefully rinsed and dried.  A skin conditioning cream should then be applied.


Lifting & Handling:

Staff should be aware of the contents of the HASAM No.56 - Guidance Note for Lifting and Handling.  

Sack barrows and trolleys should be used to move heavy loads around the kitchen 

area.


Staff should seek the help of a colleague when handling particularly difficult or
weighty objects.

Pantries and storerooms should be organised so that heavy or awkward items are stored on lower shelves with suitable steps to give safe access to higher shelves.


Fire & First Aid:

The Kitchen must have a well stocked first aid box and with the appropriate means of dealing with small fires, 


ie 
a fire blanket



2.5 Kg CO2 extinguisher



2.5 Kg dry powder extinguisher

Catering Staff should be trained in the use of hand fire appliances and the safe and effective use of fire blankets.


Mrs M Jarvis to arrange annually.


First Aider –  as named above in policy
4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards
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Communal Areas Departmental Health & Safety Policy
Communal Areas includes all internal walkways and corridors, stairways, toilets including disabled toilet, pathways, driveways, field and garden areas, including entrances and exits to the building.

Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Site Manager:



Mr S Jackson, Site Manager
Departmental Rep:



As above

Head of Department:


Mrs M Jarvis

1.
Organisation

It is the responsibility of the Site Manager to:

 liaise with the College's Health & Safety Representative

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify any personal Health & Safety training 

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

The Site Manager will:

 check that all communal areas are safe.  This may include checking conditions of walkways and corridors, stairways, toilets including disabled toilet, pathways, driveways, field and garden areas, and entrances and exits to the building
 check that all equipment is safe before using it 
 ensure that safe procedures are followed when using equipment,
 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections  as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B
 be involved in any identified risk assessment within these areas
 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific
 Ensure that communal areas are kept free from materials and are accessible at all times

 Ensure that these areas are well maintained and identified hazards are discussed with Health & Safety Co-ordinator

 Ensure that correct procedures are followed when equipment is being used

 Ensure that necessary safety checks are carried out on any equipment used regularly 
 Ensure that any repairs to electrical equipment are only attempted by technician or if major problems by a qualified repairman.

4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters by discussion with Health & Safety Co-ordinator
 accident/incident reports are monitored.

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards.

F.29

RISK ASSESSMENT
The primary requirements of a risk assessment is the need to identify the measures that are required to comply with the general duties of the Health & Safety at Work Act 1974 and any specific duties imposed where special Regulations are required.  Where this has already been done and measures are in place, then no further action is required other than monitoring to ensure that the measures are working and that any changes or new projects are considered from a "Risk Assessment" point of view prior to the commencement of work.

An assessment of risk is nothing more than a careful examination of what could cause harm to people, so that if those risks cannot be eliminated it can be decided whether enough precautions have been taken or whether more are needed to prevent harm.  The aim is to make sure that no-one gets hurt or becomes ill.

 "Hazard" means anything that can cause harm (eg chemicals, electricity, working from ladders etc)

 "Risk" is the chance, great or small, that someone will be harmed by the hazard.

The important things to decide are whether a hazard is significant, and if it is, whether it is covered by satisfactory precautions so that the risk is small.


FIVE STEPS TO RISK ASSESSMENT


1.
Identify the hazards
Look out for hazards which could reasonably be expected to result in significant harm under the conditions in the workplace.  Use the following examples as a guide:

 Slipping/tripping hazards (eg poorly maintained floors or cables across walkways)

 Fire (eg from accumulations of rubbish)

 Electricity (eg poor wiring)

 Chemicals (eg cleaning substances)

 Dust (eg from grinding)

 Moving parts of machinery (eg pulleys, gearwheels, blades, drills)

 Fume (eg welding)

 Work at height (eg on roofs)

 Manual handling (eg moving equipment, assisting  dependent clients)

 Ejection of material (eg from machinery)

 Noise

 Pressure systems (eg air compressors or autoclaves)

 Poor lighting

 Vehicles (eg delivery lorries, car parking)

 Low temperature


 Repetitive or awkward movements

 Hand or arm vibrations

2.
Decide who might be harmed
There is no need to list individuals by name - just think about groups of people doing similar work or who may be affected, eg:

 Employees

 Maintenance personnel

 Cleaners

 Volunteers

 Contractors

 Members of the public

 People sharing the workplace

 Students/Clients

 Vulnerable persons (eg inexperienced, disabled person working alone)

3.
Evaluate the risks arising from the hazards
Have precautions been taken to guard against the risks from the hazards identified.  For example, are the following provided:

 Adequate information, instruction or training?

 Adequate systems or procedures?

Do the precautions:

 Meet the standards set by a legal requirement?

 Comply with a recognised industry standard?

 Represent good practice?

 Reduce risk as far as reasonably practicable?


If so, then the risks are adequately controlled.

4.
Record the Findings
An indication of the precautions in place must be recorded or referred to in departmental Health & Safety Policies.  This means writing down the significant findings and recording the most important conclusions, for example:

"Electrical equipment used outdoors is always connected to a socket protected by a residual current device" or


"Telephone cables across walkways are protected by covers".

There is no need to show how the assessment was done provided that it can be seen that:

 a proper check was made

 all those affected were identified

 obvious significant hazards have been dealt with and the number of people involved have been taken into account

 the precautions are reasonable, and the remaining risk low.


A Risk Assessment Form should be completed by Head of  Department and forwarded to Mrs M Jarvis.  This will then be actioned according to risk assessment.

5.
Review Assessment
The effectiveness of the measures in place to control risk is monitored on a termly basis and assessments reviewed in the 
light of the findings.  Sooner or later things will change and this could lead to new hazards.  Where new work introduces significant new hazards, these must be considered in their own right to ensure the risks are controlled, again in the first instance this will be done by the Head of Department.

Training in Risk Assessment is available on request to Mrs M Jarvis.  If any Head of Department feels incapable of assessing risks in their area this responsibility can be deferred to Mrs M Jarvis or Mrs M Reeve.


Risk  is the likelihood that a specified undesired event will occur due to the realisation of a hazard by or during work activities or by the products and services created by work activities.

Risk (Likelihood of Accident) Rating
Risks may be placed on a scale of 1-5 as shown below.

1
Very High/Likely
If the work continues as it is, there is almost 100% certainty that an accident will happen (eg bare electrical terminal, unstable stack of heavy articles)

2
High/Likely
An accident is unlikely to happen without an additional factor.  This could be effects of wind, vibration or human carelessness (eg moisture deposits on the floor, temporary electrical connection to a live supply)

3
Moderate/Quite Possible
An accident may happen if additional factors precipitate it, but is unlikely to happen without them.  This additional factor is more than a casual slip or nudge (eg leaving a welding torch alight on the bench, failing to replace a defective bulb in a store, defective unstable gym equipment, goal posts etc)

4
Low/Possible
Probability of accident is low.  Other factors must be present for an accident to occur (eg chipped electrical plug, guillotine not left secured by bolt/lock, gym equipment not stored correctly)

5
Not Likely/Significant
There is no risk present.  Only under freak conditions could there be any possibility of an accident or illness.

F.30

ELECTRICAL BREAKDOWN
In the event of an electrical power breakdown during College hours all electrically operated machines should be switched off.

In the event of an electrical power breakdown after College hours, the emergency lighting will be automatically activated.  All staff, students and visitors should leave the building by the nearest available route and only re-enter the buildings when normal lighting is resumed.

In all cases the College Office should make enquiries as to the cause of the breakdown and relay the information to all occupants as soon as possible.
F.31

WORK EXPERIENCE RISK ASSESSMENT
An EC Directive in March 1997 tightened up the requirements of existing regulations covering the health and safety of young people on work experience and the legal requirements for all employers to carry out risk assessments for their work places.

The implementation of this directive means that Colleges have 'duty of care' to ensure that such risk assessments have been carried out and satisfy themselves that placements used do not pose a danger to the health, safety and welfare of students.

Therefore:

i) Employers are asked to complete attached forms to be held on file by Work  

           Experience Co-ordinator (Mrs M Chambers)
 ii)
All ‘high risk’ placements will be pre-visited to ensure that  students are not placed in a dangerous environment.


iii)
Parents are made aware of identified risks on parents’ consent form (see attached).

 iv)
Parents will be advised to contact College with any query relating to health and safety issues during the Work Experience placement.
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	Premises – Nature of Concern

- General Maintenance
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	Priority Rating
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1 = Highest Priority
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	Health & Safety Issues – Nature of Concern


	Priority Rating
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APPENDIX B

Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mr Tom Taylor - ART
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative 

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Health and Safety Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate
 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Aims to:

 reduce the severity of ill health or injury in the case of an accident when using equipment or a process.

 minimise the circumstances in which an accident could occur by the removal of the factors that increase the likelihood of an accident occurring.


It is important that all staff and students have been instructed in the correct use of equipment and that staff have received safety training in those areas requiring it.  Art Room equipment should only be that which is approved by the appropriate authority.


Staff should ensure that:

 the height level is suitable for working, especially  where craft knives or sharp tools are used;

 there is adequate ventilation and/or heating in the workroom;

 the floor areas are clean, free of obstruction with walkways kept clear; students always work in view of the teacher and are not alone in the workroom;

 working areas to be kept free from excessive clutter  waste/reclaimed materials, work tops to be smooth and without sharp edges;

 completed work to be properly stored;

 any vapour dust or fumes be properly extracted and that blown  air heating is filtered;

 electrical equipment be regularly maintained and checked;

 washing facilities and towels are provided and are adequate;

 a first aid box be suitably stocked and sited;

 spraying of work with fixative or airbrush be carried out in a safe place with supervised use and adequate ventilation;

 use only non-toxic pigments and safe substances;

 solvents used as a medium be done under strict control;

 a fire extinguisher is located in a suitable place;

 flammables are stored in a purpose-built fire cabinet;

 craft knives be of the retractable type and that scissors and sharp tools be used and kept in a safe manner.

Scissors
· Kept safely in box in cupboard
Adhesives

· PVA medium or non-toxic fabric glue used

Batik wax pot
· Used occasionally on side bench with protection against hot wax.  These are temperature regulated to stop burns, otherwise kept in cupboard.
Computers

· All checked annually.  Keyboards and mice stored separately to monitor to stop any tampering.  Not used – kept in cupboard.
4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mrs P Prince – INFORMATION TECHNOLOGY
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.


 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate 

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific
 No student will move any of the computer equipment in rooms unless under direct supervision of a qualified member of staff.  (Qualified being defined as a member of staff who is either a member of the ICT Dept or the technician in charge of ICT support).

 Where students and staff are using VDU screens for more than a double period Anti-Glare Guards will be available.

 If students' behaviour is likely to cause damage to the computer equipment or potentially cause damage they will be initially barred from using the equipment for one lesson.  If the behaviour continues they will be removed from the computer rooms for a week and parents contacted.  If they continue to misuse the equipment then they will forfeit all rights to using such equipment.  These steps to ensure the safety of others in the immediate vicinity.
4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term  remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons within (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mr T Taylor – TECHNOLOGY
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative 

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections and in Health & Safety Committee meetings as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Specific Arrangements
 The core of any policy is of course Health, Safety and Welfare at Work Act 1993 (with regard to omissions for Colleges).  It is believed that for any policy to be effective it must follow the "spirit" of these regulations.

 Further distillation of policy takes the form of CLEAPPS and "Managing Health, & Safety in School Workshops".  Copies available in Technology Department

These notes serve merely to clarify points peculiar to the College and procedures therein.

 Risk assessments have been carried out on fixed plant and installations.  These should not be repeated annually unless the machine is modified, replaced or regulations regarding the equipment have changed. This must not be considered reason not to inspect such plant for defects on a regular basis as deterioration, if left unchecked, could lead to liability in the event of an accident.

 With regard to COSHH staff are advised to consult either CLEAPPS or COSHH information cards when unsure of the suitability of a substance.  The general rule of thumb must be - "If in doubt - don't"  Staff should also be aware of the need for adequate extraction when using any substance which could give off noxious vapour.

 Likewise dust control is of great important. Whilst EOL regulations are unlikely to be exceeded by staff or students it is important to check ventilation/filtration equipment is in operational order before starting work.  Note also that some woods produce noxious dust - the ingestion of which can be fatal eg MDF.  Check before you cut!

 It is the responsibility of staff to communicate safe working practices to students.  Safety glasses and aprons are provided and should be worn by all students as appropriate.  Students should be made aware that trainers, sandals, etc are potentially hazardous and unsuitable for workshop wear.



Students engaged in the following activities must not be wearing trainers:




Casting




Metal Machining




Brazing




Forgework




Wood Turning




Welding

 Students should be made aware that certain items of plant (which should if possible be locked off) are not for student use:




Circular Saw,  Bandsaws,




Offhand Grinding Machines

 In the case of all other machinery students should be instructed in the safe use of the equipment and their progress checked from time to time.

 It is wise to carry out a "safety audit" weekly to check the condition of flooring, benches and 

hand tools.  This will assist in a pro-active maintenance system.  Defective equipment should, where possible, be removed for repair or be condemned as soon as is practicable.

 The workshop power supply should only be live when a qualified practical teacher is present.  At all other times the room and power supply should be locked off. Likewise if staff are absent storerooms, power and tool cupboards, must be locked off to prevent unauthorised access or use.

The overriding desire of the policy should be "Safety - best obtained by you exercising care continually."
4.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored 

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mrs K Rogers - ENGLISH
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative 

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections and in Health & Safety Representative as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mr J Myhill-Johnson - HUMANITIES 
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements


Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.




 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored 

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually (Section C).

Head of Department:

Mrs N Dube - FOOD
Departmental Rep:


As above

Line Manager:


Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department


 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.




 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses 

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections and in Health & Safety committee meetings as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed..  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative


Non-specialist staff using the rooms:

All staff using the Food Rooms to be aware of responsibility when in the room and follow safety rules.  (Rules stuck on exit doors in all rooms.)

3.
Subject Specific

Hygiene - Food

 cleaning of utensils and equipment performed daily by students using either washing-up liquid or cream cleaner  not oven cleaners.

 cleaning of T towels/aprons etc performed daily by staff using standard powders.

 cleaning using dishwasher by staff only using non-toxic/non-corrosive powder when required.

 students wash hands before cooking.

 students encouraged to tie hair back to avoid contamination.

 aprons - always used when cooking.


Cookers 

 gas cookers  - our responsibility to service when required, through Mr S Jackson, checked by staff regularly.

 electric cookers on lease and are checked by staff regularly.

 all gas supplies are turned off at the wall at the end of each day and all electric cookers switched off at wall after use.

 Safety chains on gas cookers must be in place at all times.


Cupboards

 storage or large electrical equipment in lower cupboards.

 all heavy items to be set out as needed and returned after the lesson.


Knives & Utensils

 all utensils kept in labelled cupboards and knives, forks, spoons in racks.

 sharp knives are kept in the teacher's desk cupboard with access only by staff.  

 All equipment to be returned to correct storage areas at the end of the week.


Food Storage

 raw food  stored in fridges before students' lesson or dry food stored in students' bags in technology room prior to lesson.

 cooked food again is stored in the technology room or taken by students and kept in their bags.

 all food items to be checked at the end of the week and out of date food disposed of by an appropriate method.


Electrical Equipment

 all electrical equipment is checked annually and any problems reported immediately to Mr S Jackson
 kettles used away from electric cookers.


Fire Precaution

 fire blankets are installed in the food room and extinguisher near the door.

 bags and coats stored away from practical work where possible.
4.
Monitoring

Departmental Representatives shall ensure that:

· consideration of health, safety and welfare matters will form agenda items of each  department, where appropriate.

· accident/incident reports are monitored

· reports of inspections by the management are checked and are acted upon within specified time limits

· where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mrs M Reeve – SPECIAL NEEDS
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

· liaise with the College's Health & Safety Representative

· disseminate Health & Safety matters to the whole department

·    to act on reports as directed by the Health & Safety Representative and to    

           communicate any problems in implementing the reports

· bring any problems or hazards to the attention of the Senior Teacher via Appendix A

· identify Health & Safety training needs of the department

· monitor Health, Safety & Welfare of the members of their department

· review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.



· check that all equipment is safe before using it or allowing another person to use it

· ensure that safe procedures are followed when using equipment, such as scissors and compasses

· make use of any personal or other protective equipment or clothing where appropriate

· participate in inspections as appropriate

· bring problems or hazards to the attention of the Departmental Representative

· read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

· undertake risk assessment of all activities within the department

· undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Monitoring

Departmental Representatives shall ensure that:
· consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

· accident/incident reports are monitored

· reports of inspections by the management are checked and are acted upon within specified time limits

· where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

· APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mr N Padgett - MATHEMATICS
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

· liaise with the College's Health & Safety Representative 

· disseminate Health & Safety matters to the whole department

· to act on reports as directed by the Health & Safety Representative and to     

· communicate any problems in implementing the reports

· bring any problems or hazards to the attention of the Representative via Appendix A

· identify Health & Safety training needs of the department

· monitor Health, Safety & Welfare of the members of their department

· review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

· check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.




· check that all equipment is safe before using it or allowing another person to use it ensure that safe procedures are followed when using equipment, such as scissors and compasses

· make use of any personal or other protective equipment or clothing where appropriate

· participate in inspections as appropriate

· bring problems or hazards to the attention of the Departmental Representative

· read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

· undertake risk assessment of all activities within the department

· undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific

Use of Computers:

· Staff must ensure that they alone switch on the computers at source.

· Students must not remove mouse, monitor, etc from one computer to the next.  If a machine is not

· working student must seek assistance from the member of staff.

· Staff shall not attempt repairs or make modifications other than those normally associated with daily 
· operations.  If any machines are not working refer to the Network Manager.
4.
Monitoring

Departmental Representatives shall ensure that:

· consideration of health, safety and welfare matters will form agenda items of each department, where  appropriate.

· accident/incident reports are monitored

· reports of inspections by the management are checked and are acted upon within specified time limits where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mrs H Freeman - MODERN FOREIGN LANGUAGES
Departmental Rep:

As above

Line Manager:

Mrs M Reeve

1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

· liaise with the College's Health & Safety Representative 

· disseminate Health & Safety matters to the whole department to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

· bring any problems or hazards to the attention of the Representative via Appendix A

· identify Health & Safety training needs of the department

· monitor Health, Safety & Welfare of the members of their department

· review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

· check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels  needs completing for his/her peace of mind.


· check that all equipment is safe before using it or allowing another person to use it

· ensure that safe procedures are followed when using equipment, such as scissors and compasses

· make use of any personal or other protective equipment or clothing where appropriate

· participate in inspections as appropriate
· bring problems or hazards to the attention of the Departmental Representative

· read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has 
       been completed.  See Appendix B1

· undertake risk assessment of all activities within the department

· undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards


Teachers of MFL to take note of the following considerations:

Trailing leads from tape recorders/OHPs/TV should be covered with the appropriate rubber strip.  Ideally sockets should be situated where equipment can be used without leads trailing across the floor.


Students’ bags should not be in the ‘aisles’ between tables hampering movement   

           around the class.


Teachers must take charge of sockets.

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mrs K Walker (PERFORMING & EXPRESSIVE ARTS)
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:
 liaise with the College's Health & Safety Representative 

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate

 bring problems or hazards to the attention of the Departmental Representative 

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Monitoring

Departmental Representatives shall ensure that:

 consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

 accident/incident reports are monitored

 reports of inspections by the management are checked and are acted upon within specified time limits

 where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B

Departmental Health & Safety Policy

Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of  Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department
Mr M Irving - PHYSICAL EDUCATION
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses, plus PE gymnastic apparatus

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Specific Arrangements

The Learning Environment
An industrious working environment does not come about by chance: it is the responsibility of all teachers within the department to create such an environment.  In keeping with relevant College and departmental policies PE teachers should:

 maintain high standards of participation, dress and behaviour

 ensure that students are aware of and adhere to all health and safety regulations

 establish a system of care of equipment and the working environment

 encourage students to value and respect contributions from their peers.


Teaching of PE


Safe practice across the broad range of activities taught by the PE Dept is covered in detail by the BAALPE (1996) publication “Safe Practice in Physical Education”.  This publication is advisory in nature but where necessary interprets statutory and case law with regard to the Education Reform Act 1988.  The PE Dept has adopted the advice and recommendations of safe practice contained within the

publication.  Staff should also be aware of and confirm to County Guidelines and Governing Body activity specific regulations where appropriate.

Any teacher wishing to organise ‘off-site’ provision should make sure they are fully conversant with relevant current 
legislation.


Equipment & Facilities
All staff have a responsibility to check equipment/apparatus prior to its use by students.  Defects should be reported promptly to the Head of Dept and the equipment/apparatus taken out of use until the necessary repair has been completed.

All equipment should be collected from and returned to the appropriate locked storage location for use during lessons. Under no circumstances should students take out or put away equipment from any of the PE stores without supervision from a member of staff.  Throwing implements for athletics are stored in the outside brick store.

Teachers should only allow students to carry such equipment after clear instructions have been given.

Maintenance of gymnastic apparatus, both fixed and movable, is carried out annually under contract by Universal Services.  Equipment should be stored in the locked storeroom according to the plan on the wall.   



Hygiene
Showers - County Guidelines state the procedures to be adopted before using showers once the College has been closed for a period of over seven days. Mr J Ely is responsible for ensuring the guidelines are adhered to. Showers are run weekly by Mr J Ely.
Changing Rooms - Changing room floors should be kept as clean as is practically possible.  Footwear used outside should be removed before entering College.

Sports Hall/College Hall - To allow barefoot gymnastics to take place floors must be  kept scrupulously clean.  If training shoes are worn for other indoor activities then they should be clean and mud-free.  No food, drink or chewing gum should be consumed in teaching areas.


Students

Clothing - Inappropriate clothing should not be allowed.  Students should adhere to the regulation kit.  Particular attention should be paid to appropriate dress for gymnastics 

Footwear - Inappropriate footwear should not be allowed.  Students need to be made aware of the dangers in wearing the wrong type of footwear.


Jewellery - Jewellery should be removed for all activities.  Studs are permitted for recently pierced ears provided they are ‘taped’.


Accident Procedure
Accidents are to be reported to the office and the necessary accident report forms completed as soon as possible after the event (see Staff Guidance Document).

First aid boxes are located in the Medical Room. Staff are advised that a current First Aid Certificate is a valuable aid in the teaching of PE.

County Guidelines are available with regard to the risk of contracting HIV.  Plastic gloves are included in the First Aid Boxes for eliminating the risk of contact with blood.  Care should be taken in the disposal of contaminated wipes.

If in doubt with any injury/illness staff should err on the side of caution and seek appropriate medical advise (initially via College Medical Room and hospital if required.)


Extra-Curricular Activities

Extra-curricular activities should only take place under the supervision of an appropriate qualified member of staff.

County Guidelines on the supervision of extra-curricular activities are available and should be adhered to.

  4.
Monitoring

Departmental Representatives shall ensure that:

· consideration of health, safety and welfare matters will form agenda items of each department,where appropriate.

· accident/incident reports are monitored

· reports of inspections by the management are checked and are acted upon within specified time limits

· where deficiencies are identified or action is necessary the action is allocated to individuals, time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B


Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mrs J Robson - RELIGIOUS STUDIES

Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they
 liaise with the College's Health & Safety Representative

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:
· check that their classroom and work areas are safe.  This may include checking covers on electric sockets, door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.


· check that all equipment is safe before using it or allowing another person to use it ensure that safe procedures are followed when using equipment, such as scissors and compasses

· make use of any personal or other protective equipment or clothing where appropriate

· participate in inspections  as appropriate

· bring problems or hazards to the attention of the Departmental Representative

· read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

· undertake risk assessment of all activities within the department

· undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Monitoring

Departmental Representatives shall ensure that:

· consideration of health, safety and welfare matters will form agenda items of each department, where appropriate.

· accident/incident reports are monitored 

· reports of inspections by the management are checked and are acted upon within specified time limits
· where deficiencies are identified or action is necessary the action is allocated to individuals,  time limits are set and both immediate and long-term remedial action is identified in the case of hazards

APPENDIX B

Science Departmental Health & Safety Policy
Authorisation:  Under the main College Health & Safety Policy there is a duty placed upon delegated persons (normally Heads of Department) to draw up departmental policies and procedures concerning health and safety and to review them annually.  (Sect C)

Head of Department:
Mr M Irving - SCIENCE
Departmental Rep:

As above

Line Manager:

Mrs M Reeve
1.
Organisation

It is the responsibility of the Head of Department to ensure that they:

 liaise with the College's Health & Safety Representative 

 disseminate Health & Safety matters to the whole department

 to act on reports as directed by the Health & Safety Representative and to communicate any problems in implementing the reports

 bring any problems or hazards to the attention of the Representative via Appendix A

 identify Health & Safety training needs of the department

 monitor Health, Safety & Welfare of the members of their department

 review the policy on an annual basis or sooner if necessary

2.
Arrangements

Each member of the department will:

 check that their classroom and work areas are safe. This may include checking covers on electric sockets door/window closures, broken glass, ripped up carpet or any other checks as the teacher feels needs completing for his/her peace of mind.

 check that all equipment is safe before using it or allowing another person to use it

 ensure that safe procedures are followed when using equipment, such as scissors and compasses

 make use of any personal or other protective equipment or clothing where appropriate

 participate in inspections as appropriate

 bring problems or hazards to the attention of the Departmental Representative

 read and be familiar with the College's Health & Safety Policy and sign to acknowledge that this has been completed.  See Appendix B1

 undertake risk assessment of all activities within the department

 undertake action as deemed necessary by the departmental Health & Safety Representative

3.
Subject Specific

All Science teachers should:

· Work within the general duties and responsibilities guidelines.

 Be aware of the CLEAPPS documentation which includes current legislation with regard to 


health and safety.

 Be aware of COSHH regulations and their implications when handling/using hazardous substances.  (HAZCARD will be issued with relevant chemicals.)  New products to be risk assessed by Mr L Crossland/Mr C Willerton/Mrs C Robinson.

Also the following should be applied as a matter of routine:

 Students must be made aware of the rules of the laboratory which are displayed in each laboratory.

 Students must not be left in a laboratory, at work, except in an emergency.

 Students must not eat or drink in a laboratory.

 Laboratories should be kept tidy ie unused equipment should not be left on benches; students' bags etc should stored out of the way.

 Teachers, students and ancillaries must wear eye protection where the experiment demands it.

 Students must be dressed in a reasonable way – coats off, long hair tied out of the way etc.

 Spillages of water etc must be mopped up immediately.

 Fire-fighting equipment must be accessible and regularly checked.

 Students must not be allowed to use mains electrical equipment until it has been visually checked by the teacher.
 Excessive quantities of chemicals should not be supplied for an experiment keeping to correct bench strength.  This applies in particular to metals like sodium and magnesium, flammable liquids, caustic chemicals and acids.

 Bunsens should be turned off or to a low, luminous flame when not in use.

 Particular care should be taken when using the following, and safety screens must be used where necessary:



high voltage equipment;

radioactive materials (CLEAPSS procedures for handling and dealing with radioactive materials;




laser;




compressed gases and vacuum equipment;




microbiological colonies;




concentrated acids or alkali;




flammable liquids;




metals like sodium;




mercury.

 Experiments which involve the production of unpleasant or hazardous gases must be carried out in a fume cupboard or under a fume hood.

 Students must not be allowed to insert glass tubing, thermometers etc into corks or rubber bungs.

 Safety spectacles and mains electrical equipment should be checked at regular intervals by the senior technician.

 Staff must ensure that no apparatus, chemicals or materials are removed from the laboratories by students.

 Staff must carry out a risk assessment of all practical work to be carried out.

 Fire - Students must know the correct procedures in the event of a fire.

 Accidents - Accidents to teachers or students, other than the very trivial, must be reported to the Head of the Department, and a written report made out.

 Breakages - Broken equipment other than that of trivial items such as test tubes must be reported in writing to the Head of the Department.  NB: Cracked glassware should not be used.

 Hazards - Any potential hazard eg non-functioning fume cupboard, must not be used and must be reported to the Head of the Department.

 Disposal - Organic solvents, chemicals such as sodium etc, must be handed to the Technician for disposal.  Broken glass must not be placed in waste paper baskets but in a separate bin.

 Spillage - The immediate area or the whole room if necessary should be evacuated in the event of a spillage or mercury, other toxic substances, concentrated acids, organic solvent, micro-organism etc.  The Senior Technician should be notified in order that he/she can deal with the spillage.

 Storage - Records of the use and stocks of materials, especially of dangerous substances (corrosive, flammable, pathogenic, poisonous, radioactive, etc) shall be properly kept and be subject to annual audit.

 Apparatus - Apparatus, especially electrical equipment, must be connected and used in accordance with the  manufacturer's instructions.  Apparatus made in College must be tested, safe for use and provided with adequate instructions.  Such matters as electrical safety of equipment shall be the subject of annual checks.

 No more than 50 litres of flammable liquid to be stored in any room.

 Radioactive Substances - See F.23.


4.
Monitoring

Departmental Representatives shall ensure that:

a) consideration of health, safety and welfare matters will form agenda items of  

                      each department, where appropriate.


b)
accident/incident reports are monitored


c)
reports of inspections by the management are checked and are acted upon 
                       within specified time limits

d) where deficiencies are identified or action is necessary the action is allocated 
            to individuals, time limits are set and both immediate and long-term remedial 
                       action is identified in the case of hazards
APPENDIX C

HEALTH & SAFETY (DISPLAY SCREEN EQUIPMENT) REGULATIONS 1992


EEC DIRECTIONS ON DSE'S (VDU's)

These directions only apply to EMPLOYEES of the County


council NOT to students
They apply only to those persons who are designated 'USERS' by virtue of them using DSE's for at least ONE HOUR per day, every day, not necessarily in one session.

These directives state:

A user must be given the opportunity, if required, to attend an annual eye test at an optician of their own choice at the expense of the employer.  They must take a form provided by the employer giving details of their use of VDU/DSE.  Should they be found to need special spectacles because of the nature of their job then they must supply the employer with a quotation of cost for that part of the prescription which is deemed necessary because of their use of DSE.  This part only will be paid for by the employer.  Normal spectacles DO NOT COME UNDER THIS REMIT, NEITHER DOES CHANGE OF EYE CONDITION NECESSITATING SPECTACLES THROUGH THE AGEING PROCESS.

Employers must ensure that all furniture and equipment is adjustable for the personal comfort of the individual user of the work station:

a)
Chairs must be adjustable in height, rake and height of back rest and footstools must be provided if requested.

b)
Monitor must be adjustable in height and angle of view.

c)
Keyboard must be adjustable in angle of slope and distance from screen.

d)
Glare on screen must be minimised as far as is practicable by shading windows/lights etc or re-siting equipment.

e)
Document holders must be provided close to the screen to avoid rapid eye focus changes.

Employers must assess all work stations to ascertain any deficiencies and apply these directives (four year implementation period).

Employees must have a daily work plan which includes natural breaks from work on a screen and are advised to avoid reading any small print during their breaks.

Regular resting of hands and wrists must be undertaken.

Software in use should be easily legible on screen and the screens must have both brightness and contract controls.

STAFF CONSIDERED TO BE CLASSED AS 'USERS' SHOULD INFORM DR C TAYLOR BY COMPLETING FORM SHOWN IN APPENDIX D WHO WILL REGISTER THE INFORMATION.

APPENDIX D


REGISTRATION AS A DSE USER UNDER EEC REGULATIONS 1992

NAME OF MEMBER OF STAFF: ....................................

CURRICULUM AREA:         ....................................

HOW MANY HOURS PER DAY DO YOU USE DSE's? ....................

DO YOU NORMALLY WEAR SPECTACLES? ............................

FOR HOW LONG HAVE YOU NEEDED SPECTACLES? ....................

SIGNATURE ............................ DATE .................

-----------------------------------------------------------------

FOR OFFICIAL USE ONLY
CONFIRMED AS A REGISTERED USER BY ............................

SIGNED ................................. HEADTEACHER
DATED  .................................

APPENDIX E

SITE RULES FOR CONTRACTORS
These rules are for the general guidance of Contractors and their employees including sub-contractors' staff working on the site.  Similarly they shall apply to service engineers, sub-contractors or other specialist personnel whilst on site (hereafter included under the term Contractor).

GENERAL
Contractors shall ensure that the utmost priority is given to Health & Safety of their own employees and all other people on the site.  This includes: staff, students, the public, and other contractors or manufacturers and their representatives.  Contractors must be aware that in addition to the normal College timetable much of the College is used by the community in the evenings and frequently there are functions and lettings at the weekends.  These lettings, particularly in the early evening, often include children's activities.  Similarly by the nature of the site other children are often around the site.  So in considering safety Contractors must make sure allowance for the potential presence of young children.

The safety of all these users must be paramount.

1.
Safety
The College staff are not experts in all the safety issues pertaining to the execution of each contract.
The College therefore relies upon the Contractor to ensure that all appropriate Health & Safety Acts, Regulations and Codes of Practice are observed and complied with.  This includes the provision of suitable protective equipment (where required), the inspection of and prescribed testing of all equipment and the proper training of the contractors' staff involved in the uses of such apparatus.  In particular all portable electric appliances must be operated on a 110v supply (the contractor will need to supply the necessary transformers).

2.
Dangerous Substances
Where a Contractor needs to bring any dangerous substances onto the site he must:

a)
Advise the Headteacher, Personnel Support Manager or Site Manager.

b)
Have the necessary COSHH sheets available.

c)
Ensure the safe storage of such materials AT ALL TIMES.

d)
Pay particular attention to barricades to ensure all other personnel are kept well clear, even in the eventuality of an accident discharge or a change in the weather (such as a gust of wind).

e)
In the event of a serious spillage or accident the Emergency Services must be

 summoned.  In the event of a minor spillage immediately all necessary measures must be taken to neutralise the substance and then to recover the waste materials.


ANY/ALL such incidents must forthwith be reported to the Headteacher.

f)
Ensure all of these substances (including any waste) are taken off site as soon as possible after the end of that phase of the job and that no toxic or harmful materials are allowed to enter the College drainage system.

3.
Fencing/Barricades
It is the responsibility of the Contractor to provide sufficient and appropriate fencing etc. and adequate warning signs.  Since the College is used extensively in the evenings, such warnings may need to include warning lights.

These arrangements must take account of pedestrian (including young children) as well as vehicular movements.

4.
Security
Where the nature of the contract requires that the security of the building(s) could be compromised, it is the duty of the contractor to arrange suitable and sufficient methods to render the building(s) secure from the outside.  It is also the Contractor's duty to ensure that these arrangements are properly in place before they leave the site at the end of each period of work.

During their presence on site the Contractor must use his vigilance to protect the College's property.  This shall include not allowing admittance to unauthorised persons.

The Contractor shall be held liable for any damage or loss of College property where this can reasonably be shown to have arisen from the Contractor's negligence.

5.
Inspection
The College staff are not experts in all aspects of building and allied trades and so they rely upon the Contractor to arrange sufficient and suitable inspection to ensure the work is being carried out to the required standards and in accordance with the contract.

Notwithstanding this the College's representative(s) and/or those  of the County Council may visit the work for the purposes of reviewing the work to date.  This shall not absolve the Contractor from his responsibilities.  Where the College finds reason to be dissatisfied with the quality of the work then, at his cost, the Contractor shall remedy the defect(s) forthwith.

In the event of a dispute on a claim for reworking then both parties shall agree to appoint an independent consultant to decide the validity of the claim and the costs of this advice shall 
be borne by the unsuccessful party.

6.
Time

Normally the College will agree the anticipated start and finish dates.  Often these are dependent on the College timetable and time will be of the essence of the contract.  Unless prior agreement has been granted by the College for an over-run of the contact period then the College may need to make alternative arrangements in the event of unauthorised delay.

7.
Quality
In preparing their quotation the Contractor shall take due notice of all the relevant Regulations, Codes of Practice and British Standards regarding the method of carrying out the project and the quality etc of the materials to be used.  If for any reason the quotation is not consistent with what is "best practice" in the trade concerned then this fact must be pointed out to the College at the time of the submission of the Quote.

8.
Variations
Where, during the course of a project or contract the Contractors discovers any problem that could not reasonably have been foreseen and allowed for at the time of tendering; or where either party feels that an alteration to the specification) even

where there is only a verbal specification) is necessary or desirable, then the Contractor shall propose a cost for the change and get the authorisation of the College (normally from the Headteacher) prior to making such variation(s).

Where the Contractor becomes aware of a problem or defect, whether or not it is directly connected with the job in hand he MUST bring it to the attention of the Headteacher (or, in his/her absence some other appropriate member of the College's Management Team).  It is not acceptable for the Contractor to ignore such defects and simply carry on regardless.

9.
Use of College Services
For minor works it may be possible for the Contractor to utilise the College's services of water, electricity etc.  However, this must not be taken for granted and permission must be obtained in advance; also to get agreement on which points may be used to access these services (all such services must be disconnected at any time when no member of the Contractor's team is in close proximity).  The College has a number of computer networks and sudden spikes in the electricity supply or trip-outs could lead to damage and/or loss of date.  Contractors must be particularly careful to avoid such problems.

Where plant using heavy current is to be run, the Contractor must make special arrangements.  Where the College services are to be utilised these will be supplied free of charge - providing the level of utilisation is minimal.  However, the College monitors weekly water and electrical use and is making strenuous efforts to minimise the use of those services and the Contractor is required to co-operate fully in this direction by avoiding all wastage.

10.
Other Facilities
For minor works agreement may be reached for Contractors to use College toilet and washing facilities (the Site manager will so direct).  Where the Contractors has more than five people on site he may be required to provide his own arrangements.

It will not be possible to provide the Contractor with a rest room or booth and the Contractor is responsible for making alternative arrangements for his gang during their rest periods.

Only in exceptional circumstances should the Site manager or the Headteacher be approached to use a College telephone (all extensions for which are monitored on a call-logger).  The only exception would be in an Emergency when any telephone may be used to summon the Emergency Services by dialling 999.

Incoming calls can be received at the College Office where a message will be taken.  However, such calls should be kept to a minimum and no responsibility can be taken for delays in the delivery of such messages.

11.
Rubbish
Throughout the life of the contract the Contractor must minimise the amount of rubbish and waste material kept on site.  As soon as the contract is completed the Contractor will ensure all equipment, unused materials, waste and rubbish is cleared up and taken off site, in a timely fashion.

Contractors must not utilise the College waste-bins for such disposal.  If it is necessary to bring a skip on site, to facilitate such removal, the rules regarding siting and warnings etc as in (3) and (12) shall apply.

12.
Storage
If it will be necessary to leave equipment and/or materials on site, including overnight, the Contractors must make suitable arrangements for their security.  The College is not insured for such materials or equipment and cannot accept any responsibility for damage or loss.

Before offloading any materials or equipment the Contractor must get approval from the Site Manager who will agree the site for such storage.

13.
Good Behaviour
Contractors are responsible for enforcing the good behaviour of all their employees (including sub-contractors).  This shall include such matters as:

a)
No radios or unnecessary noise that could distract student in their classes or cause a disturbance to the staff.

b)
No whistling at, calling to, making obscene gestures, or fraternising with any students.

c)
Great care before entering any toilets or changing area - most particularly for males entering female toilets.

d)
No unnecessary shouting or swearing.

e)
Suitable clothing.

f)
No vandalism or defacing of College property.

g)
Courteous behaviour around the site.

14.
Vehicular Movement
Any vehicle entering the site must drive carefully, observe all traffic signs and obey the general speed limit of 10 mph.

In the morning and evening there is particular congestion with the cars bringing/taking students.  Coaches always have priority.

There is a ban on all Contractor's vehicle movements in the term-time evenings as follows:

Monday to Friday 3.30 pm to 4.00 pm.  This is to apply to West End entrance if in use by students and staff.

15.
Parking
Staff have been allocated parking spaces.  Visitors have specified areas for their vehicles.

Certain temporary exceptions may be made for the purposes of unloading/loading or delivery but ONLY if agreed with the Headteacher.

a)
The driver remains close to vehicle throughout.

b)
He is prepared to move the vehicle forthwith in an emergency or on the instruction of a member of the College staff.

c)
The stop does not exceed 15 minutes.

16.
Arrival
On arrival at the commencement of a job the Contractor or the senior member of his gang must immediately report to the College Office and complete the "Booking in Form".  Each day, during the duration of the job on arrival he must also sign the Visitors Book (this is necessary not only for general safety, but in the event of a fire and/or evacuation then the Police/Fire Officer will require this - also it helps the Office to answer telephone enquiries from the Contractor's Office).

17.
Departure
The last of the Contractor's personnel to depart must similarly sign out each day.

18.
Hours
a)
During term-time the College is normally open weekdays from 7.30 am - 5.45 pm.  At weekends openings will depend on the letting programme.

b)
During College holidays (apart from statutory holidays) and including half-term the College is normally open from 8.30 am – 3.30 pm.

c)
During statutory holidays and certain directed days (usually the day immediately following a statutory holiday) the College will remain closed.

In exceptional circumstances (eg weekends) it may be possible to make special arrangements for additional opening.  All such requests must be made direct to the Headteacher and his/her decision is final.


APPENDIX F


F I R E    D R I L L
When the alarm sounds:

Routes to playing field:

SCIENCE

S1

Through FIRE EXIT and make way to playing field
S2  
Through the Preparation Room into S1, through FIRE EXIT and make way to playing field

S3   
Through the Preparation Room to S4, out through the FIRE EXIT, down the open staircase and make way to the playing field
S4   
Out through the FIRE EXIT, down the open staircase and make way to playing field
TECHNOLOGY
T1


Through the FIRE EXIT, into the quadrangle and then to playing field

T2
Out of entrance door, down the stairs, through foyer and make way to playing field

ICT1

Out of entrance door, down the stairs, through the Science corridor


FIRE EXIT and make way to playing field

ICT2

Out of entrance door, down the stairs, through the Science corridor



FIRE EXIT and make way to playing field

RESOURCE CENTRE -  Out of entrance door, down stairs, turn right and out of the



FIRE EXIT into staff car park, then make way to playing field
WORK RELATED LEARNING ROOM – Out of entrance door, down stairs, turn


left and out through the foyer, then to playing field

STUDENT SUPPORT CENTRE -  Out of entrance door door, down stairs, out of


FIRE EXIT into quadrangle, then make way to playing field
MATHS

M1
Out of entrance door, down stairs, out through the FIRE EXIT into


quadrangle, then make way to playing field
M2

Out of the entrance door, down stairs, turn left and out through the



foyer to playing field 
M3
Out of entrance door, through M4, down stairs, turn left and out

through foyer to playing field.  If M4 is not passable, then through


ICT1, down stairs, through the Science Corridor FIRE EXIT, and make


way to playing field
M4
Out of entrance door, down stairs, turn left and out through the foyer


to playing field

STAFFROOM  Out of entrance door, through the FIRE EXIT into quadrangle


and make way to playing field
MEDIA CENTRE  Out of entrance door, through the FIRE EXIT into quadrangle



and then to playing field
6th FORM BASE  -  Out of FIRE EXIT and to playing field
PHYSICAL EDUCATION

Boys’ Changing Rooms – Out through the FIRE EXIT and to playing field

Girls’ Changing Rooms – Out through the FIRE EXIT and to playing  field.

ASSEMBLY HALL AND STAGE – Out through the FIRE EXITS to playing field

ADMINISTRATION OFFICES – Out through the front door to playing field
GINO’S – 
Out through the nearest FIRE EXIT then to playing field
GINO’S KITCHEN – Out through entrance door or FIRE EXITS in eating area, then



to playing field
PERFORMING ARTS –  Out through the FIRE EXIT into the quadrangle, then to playing 
field

ART 1 & – 
Through entrance door then to playing field.  If this route is not
ARC 

available use FIRE EXIT in kiln room

ECO BARN – Out of entrance door, then to playing field

HUMANITIES BLOCK:

ENGLISH

E1
-
Out of the main entrance door and then to playing field

E2
-
Out of  FIRE EXIT and to playing field.
E3    - Out of the main entrance door and then to playing field
L1    - Down stairs, out of the main entrance and then to playing field

G1   - Down stairs, out of the main entrance and then to playing field

H1   - Down back stairs, out through the FIRE EXIT and then to playing field
R1 -   Down back stairs, out through the FIRE EXIT and then to playing field
N.B.
Exit must not involve entering another building.

 Teachers should check stores and clear rooms and accompany students to yard.  Indicate route to students before leaving.  Insist on quiet and good order.  Students should walk quickly.  THEY MUST NOT RUN.

 Kitchen staff/ancillaries/secretarial staff should assemble in yard.  Free staff should go to the yard to check all staff present.

 The teacher in charge will be the senior teacher present, normally, Mrs M Reeve.

 Mrs M Reeve or Senior Staff in charge will check with tutors, note any absentees and instigate a search if necessary.

 Mr S Jackson, having checked the alarm, and phoned for fire tender if appropriate, will notify Senior Staff in yard of fire or false alarm.

 Students will be dismissed from the playing field, when the all clear is given by Mrs M Reeve or senior staff in charge.  They will leave, row by row, and year by year.

 Broken fire glass to be replaced by Mr S Jackson.
 Mrs M Reeve or senior member of staff present will instigate a search for guilty parties, if applicable, and continue the search until the student is caught and punished.

F I R E    D R I L L Lunchtimes/Before College

All students must go to the playing field.  Staff on duty, supported by those on the premises if possible, supervise the students in the yard.

The Senior Teacher on duty should check the fire alarm panel and identify the area of the alarm.  This area should be searched thoroughly and fire brigade notified if necessary.  If there is no fire students can be released from the playing field.  If there is a fire all the entrances to the college should be closed and supervised, from the outside, by a senior student or member of staff.

When safe to do so the students should be released from the playing field by a senior member of staff although they may be told to keep away from the affected area until told it is completely safe.

IT IS ESSENTIAL STAFF TREAT ALL FIRE ALARMS AS GENUINE AND EVACUATE THE BUILDINGS.

APPENDIX G

KING EDWARD VI HUMANITIES COLLEGE, SPILSBY
BOMB THREAT PROCEDURE
If you find a suspect package  

 DO NOT TOUCH - Clear people away from the immediate vicinity including adjacent classrooms either side and classroom above or below, secure the area.  Inform the Headteacher who will consider evacuation and dial 999.

 If possible make sure students take their bags and coats.

 Leave any windows and doors open if safe to do so.

 Escort students out by the nearest safe exit on to the College field assembly point.

ON HEARING THE BOMB THREAT ALARM (A LONG RING, APPROX 10 SECONDS OF THE LESSON WARNING BELL FOLLOWED BY THE FIRE ALARM)

 Follow the instructions for evacuating the building.

 Take all bags and coats with you

 Wait at the Assembly Point on the College field for the register to be checked.

 Do not go back into the building without permission.

BOMB THREAT CO-ORDINATOR  -  MRS M REEVE
BOMB THREAT INFORMATION DO'S AND DON'TS

THE TELEPHONE THREAT
Anyone who receives a telephone threat or warning -


DO
Remain calm and try to obtain as much information as possible


DO
Inform the Headteacher immediately

BOMBS IN THE POST

Anyone who receives a suspect package -


DO
Isolate the package immediately in a locked room, away from the windows and 
                       thin partition walls, and inform the Police


DO
Inform the Headteacher 


DO
Evacuate people away from the immediate vicinity


DON’T Try to open the package


DON’T Try to move the package from the room


DO
Be readily available to talk to the Police on arrival

FINDING A SUSPICIOUS PACKAGE

DO
Clear people away from the immediate vicinity and secure the area


DO
Make sure people take their coats and bags with them


DO
Inform the Headteacher 


DO
Leave doors and windows open


DON’T Touch or try to move the package

	PRIVATE 


IF A SUSPICIOUS PACKAGE IS FOUND


FOLLOW THE GOLDEN RULE


DO NOT TOUCH

CLEAR PEOPLE AWAY FROM THE IMMEDIATE VICINITY


SECURE THE AREA AND INFORM THE HEADTEACHER



	PRIVATE 


SUSPICIOUS PACKAGES IN THE POST


ISOLATE PACKAGE IMMEDIATELY IN A LOCKED ROOM


AWAY FROM WINDOWS AND THIN PARTITION WALLS


INFORM THE POLICE AND HEADTEACHER 




	PRIVATE 


SUSPICIOUS OBJECTS MUST NOT BE HANDLED


THEY CAN MAIM OR DESTROY


APPENDIX H

POLICY ON THE USE OF A HIRED MINIBUS
The driving of a minibus is permissible for use with groups of 14 students or under and comes under the regulations covering the voluntary sector minibus as laid down in the 1985 Transport Act.

In theory, a minibus can be driven by any teacher over the age of 25 whom holds an ordinary Driver's Licence issued before 1 July 1996. Drivers who passed their test after that date will be limited to vehicles with up to 9 seats. Existing drivers will be allowed to drive vehicles with up to 17 seats provided that they are not used for hire or reward.  

However, any member of staff who wishes to drive a minibus should take a 'test' of competency by arrangement with Mrs M Reeve.  The test report covers driving and knowledge of driving matters.  The following areas are covered:


Use of vehicle controls eg clutch, gears, brakes, mirrors etc.


General driving ability eg observation, consideration, restraint etc.


Knowledge of motoring matters eg Highway Code, vehicle maintenance.

The written report is sent to the teacher concerned and to the Headteacher who will then decide whether approval for driving the minibus can be given.  A photocopy of a Driving Licence is also required.

The minibus driver is responsible for ensuring that the minibus is safe and roadworthy. 

The driver must check the following before a journey and record the check.  A copy of the form must be handed into the College Office: Lights, horn, indicators, brake lights, brakes, windscreen washers and wipers, type pressure and condition, including the depth of tread, wheel nuts for tightness, engine oil, fuel, water, reflectors, vehicle body for damage likely to cause injury, mirrors, fire extinguisher, First Aid kit, torch, warning triangle, fluorescent/reflective vest and mobile phone.  In addition driver

fitness should be checked.  A person is not fit to drive if they are tired, stressed or have a medical condition which could prove dangerous.

Drivers should also check the validity of driving licence, number of passengers, doors and windows all operating, insurance policy valid, breakdown cover and tachograph discs if travelling abroad.

Drivers must also insist that all passengers are wearing seat belts.

All drivers are strongly encouraged to read the attached advice in case of accident and to make a risk assessment before embarking on any journey.
M Reeve (Mrs)
Headteacher
RISK ASSESSMENT
Remember to ask yourself:
 Are you trained authorised to drive the vehicle?

 On longer journeys, always have a co-driver.

 Never be forced to drive if you don't feel competent.

 How long have you been awake before starting the trip?

ROSPA says drivers who have been awake for more than 7 hours and then drive for more than 2 hours are at far greater risk of crashing.  Drivers who drive into 'normal sleep times' risk falling asleep.

 Are your students well disciplined or do you need a second adult to keep order while you drive?

 Plan your route before leaving.

 Plan rest breaks and drink and toilet stops.  Have a rest and refreshment break at least every 2 hours.  Non- professional drivers should not be allowed to drive for more than a total of 6 hours on a journey, even with regular rest breaks.

 when did you last drink any alcoholic drink and is this still in your blood?

 Are you taking any medication which is likely to affect your ability to drive?  If in doubt, you must consult your GP or pharmacist.

In case of accident:
You must

 Stop

 Ensure that your passengers are safe

 If you are on a busy motorway or dual carriageway evacuate our vehicle on the near side making sure that the passengers are well clear of any traffic.

 Exchange the names and address of the driver and the owner of the vehicle, the registration number and the insurance details.

 Speak to any available witnesses and make a note of their name and address.  Make a sketch of the accident site, or even take a photo.

 Contact the Insurance Broker as soon as you return to College and complete an accident claim form.

Contents of Minibus First Aid Box:

A First Aid box carried in a minibus should comply with the PSV and minibus regulations 1990.


2 x no.16 dressing



6 large safety pins

3 x no. 2 ambulance dressing

6 small safety pins

2 x no. 3 ambulance dressing

First Aid guidance leaflet

2 x crepe bandage 7.5cm x 4.5cm

500ml pure water

4 x calico triangular bandage


Pair of First Aid scissors

A sticker should be placed in a window where it does not obstruct the view indicating that a First Aid Kit is carried.

APPENDIX I (4 photocopied sheets from www.hpa.org.uk.uk)
Guidance on infection control in schools and other childcare settings
See attached
Attached Sheet

Attached sheet

Attached Sheet

APPENDIX J

KING EDWARD VI HUMANITIES COLLEGE, 

SPILSBY, LINCS

   

POLICY AND PROCEDURE FOR SUPPORTING STUDENTS WITH

   
 
  MEDICAL NEEDS, INCLUDING MANAGING MEDICATION 

Rationale:

Most students have, at some time, a medical condition that may affect their joining in college activities. For many this will be short-term, perhaps finishing a course of medication. In some cases students will only need immediate short-term support. Arrangements for this can be found in the Staff Guidance Document.

Other students have medical conditions that, if not properly managed, could limit their access to education. These students are regarded as having medical needs but are able to attend college regularly with some support from college and can take part in most normal college activities. However, the college must identify the necessary safety measures to support such students and together with parents draw up a health care plan to ensure that they and others are not put at risk.

In order to facilitate the majority of students attending college the following procedures are in place so that children with short or long term needs receive proper care and support at college.

- Students may bring prescribed medication into college to finish off a course of treatment, e.g. antibiotics, or apply a lotion. This medication should be labelled and given into the college office with directions for use. The First Aider will supervise the taking of this medication during the college day.

NB: Prior written consent from parents or guardians is needed before any medication may be given to a child under 16.

- Students sometimes ask for painkillers in college, including aspirin and paracetamol. A First Aider may telephone a parent and ask them to bring in and administer medication to their child in the case of period pains or mild headache. College staff will not give non-prescribed tablets to students. They may not know whether the student has taken a previous dose, or whether the tablet may react with other medication taken.

- Students may carry inhalers for asthma in college. However, First Aiders via the college office must be informed that inhalers are in college and students must not share inhalers with other students. A spare inhaler, named, should be kept locked in the medical room for emergency use.

Parents of students with long-term medical needs, e.g. Epilepsy, diabetes, chronic asthma etc, must discuss long-term medical needs with the Head of Special Needs and a First Aider. A record of treatment and contact information will be held in the college office.

- First Aiders are available during the day. First Aid training is regularly updated by St John Ambulance.

- A record is kept by First Aiders of all first aid treatment given and any medication administered.  A copy of the First Aid form to be passed to Student Support Co-ordinators as soon as possible to ensure they are fully aware of situation.

- If a student refuses to take medication, a First Aider will not force them to do so. Parents or carers will be informed as a matter of urgency and, if necessary, emergency services called.

- All medication is kept in a locked cabinet next to the college office.

- Medication must be labelled with the name of the student, the name and dose of the drug and the frequency of administration.

DRUGS MUST NOT BE TRANSFERRED FROM THEIR ORIGINAL CONTAINERS

- College staff will not dispose of medicines. Parents should collect medicines held at college at the end of each term and are then responsible for their disposal.

- All staff should know how to call the emergency services. Guidance is printed in the college office. Students taken to hospital by ambulance should be accompanied by a member of staff if it has not been possible to contact a parent or carer. Usually it is better that a parent or carer is with a student in case parental permission is needed for treatment.

- Generally staff should not take students to hospital in their own car. However, in an emergency it may be the best course of action. The member of staff should be accompanied by another adult and have public liability/business use vehicle insurance.

A copy of this policy appears in the College Health and Safety Policy as Appendix J. Copies held as per circulation described in the policy.

M Reeve

Headteacher

Date adopted: 
November 2005

Reviewed:

August 2007/2008/2009/2010/2011

Review date:

August 2012

APPENDIX K

KING EDWARD VI HUMANITIES COLLEGE,

SPILSBY, LINCS

WORK RELATED STRESS

Lincs CC, as your employer, has a duty to ensure that your health is not harmed by work-related stress.

Work-related stress is ‘the adverse reaction people have to excessive pressure or other types of demand placed on them’.  It is not an illness, but can lead to problems with ill health if prolonged or particularly intense.  Physical effects could include heart disease, back pain, gastrointestinal disturbances and other various minor illnesses: psychological effects could include anxiety and depression.

There needs to be a partnership between staff and managers which is based on honesty and trust, and employees are encouraged to say what they feel regarding any health and safety concerns.

Action at Work:

Talk to your manager (if they don’t know there is a problem they cannot help)

If you do not feel able to talk to your manager, ask someone else to help, eg Trade Union representative

Support your colleagues and encourage them to get help if they are experiencing work-related stress

Contact the Employee Support and Counselling Service

Speak to your GP if you are worried about your health

Action outside Work:

Eat healthily

Stop smoking – it does not help even if you think it does

Try to keep within Government recommendations for alcohol consumption.  (Alcohol acts as a depressant and will not help tackle the problem.)

Watch your caffeine intake

Be physically active – it stimulates you and gives your more energy

Learn relaxation techniques – some may find that help them cope with pressures in the short term

Talk to family or friends about what you are feeling – they may be able to help you and provide the support you need to raise your concerns at work

Ill Health:

If you have been off work sick with a stress-related illness talk about it with your manager on you return to work (this will be covered in your Return to Work Interview).  Say how you feel, explain led to the event and what you would like to see happen.

Risk Assessment:

Risk assessment is a simple concept.  It is the process of identifying what hazards exist in  workplace and how likely these hazards are to cause harm to workers and others, in order to decide what prevention or control measures are needed.  (Appendix A)

Stress is not a weakness and you do not have to suffer.  (Appendix B)

Suggested route for employees:

Subject Teacher – Head of Department – Line Manager – SLT

Associate Staff – Head of SEN/Personnel Support Manager – SLT

Alternatively staff may feel more comfortable to discuss issues with a colleague or Trade Union representative.  If time is needed during the College day for such a meeting the Personnel Support Manager can be asked to ‘free up’ member of staff.

The Personnel Support Manager will conduct Back to Work Interviews with all staff, and can be available at almost any time to discuss any issues or concerns.

M Reeve (Mrs)
Headteacher
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