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STATEMENT OF HEALTH AND SAFETY POLICY
St /V\ary's Church of England School, Truro- :-

I. Recogmses its &gal and moral responsLbLLLt‘Les to” persons erwmaH be advzrse[y affected by
the school's activities.

2. s committed taensu,rtng, by all raasona,b,ty ,aracthaL means, the health, safety and welfare
of its students, visitors, employms and. controctors involved with its activities.

3. Will seek toensure that its L@ga[ duties and p,oﬂcy O'bjecttvas are complLeoL with at all times.

L. Will ensure that all fomseeab/z risks associated with the school's activities are Ldp,nthw,d
and. removed, or controtled through a process qf risk assessment and ma,rbagemzn,t.

5. Will ensure that all Qmployees are given such information, instruction and training as may

he necessary to enable the safe perfomcmce of their duties.

6. Will seek to-inform students’ parents or 9uard‘can of any health, safety or welfare issues
relevant to their child or children.

/. Have detailed the amngemnts for health, safety and, Wzlfarz in the Orga,rusa,t'wn and,
ammgemnts associated with this fw{i,cy statement.

8. Ensures all emp[oy%s are familiar with The Health and Safety at Work etc. Act 1974 and
The /V\anagemnt of Health and Safety at Work Reg wlations 1999.

8. Will ensure, as fcu" as is raasmb[y Io,ru.cthaL, that this /aoitcy statement and. sula/amﬂng
dotuments are lce,at u,a-to*date. A form,al review- and, re-ad,opt'wn of this Iaoitcy will be carried

out a,rmually .

Ap,arowd and adopted by:
Mr William Rohinson Mrs Nicola Bray
Chair of Governors Headteacher

June 2020



Resp.onsLbLLLtizs

It is recogruso,d that individuals and groups of individuals have responsLbLLLtLes for health,
safety and welfare in St /\/\ary’s Church of Eng[cmd School. All individuals and groups
identified within this document are expected to have read and understood the school's poiLcizs

and Iarocedures for ensuring health, safety and welfare and to conduct their duties in
accordance with them.

Equa.ti,ty Statement

St /V\o,ry's Church of Eng[a,nd School is committed to its Public Sector Eq,uall;ty duties and will
endeavour to-

o Eliminate unlawful discrimination, harassment and victimisation and other conduct
IarthbLbad bH the Equaltty Act 2010.

e Advance quaLLtH of op,laartumty hetween all Iozoplp,, nzgard[o,ss of DLsa,bLLLtH, Sex ( gend@r),
Race ( Q,thfLLCLtH ), ngna,ncy and, /V\o,bzmtty, Re[igi,on and Belief, Sexual Orientation,
Transgendzr‘, Age or /V\o,rriago, and Civil PartnzrshL,a.

o foster 9ovd relations between all peoplz, as ahove.

The Em,oloyer

The em,aloyer in this school is Comwull Council. The em,la[oyer has the ultimate msponsLbLLLtH
and must ensure that there are arrangements in p[ace for the health safety and welfare of
students, sta,ﬁ:, visitors and contractors.

Governors

The Governors are responsLblz forensuring that mechanisms and procedures are in Iala,ce for
health., safety and welfare. The governors will receive reqular reports to enable them, in
collaboration with the Headteacher, to prioritise resources for health, safety and welfare
issues. The Governors have appointed Health and Sofety Governor to- receive information,
monitor the melemntatwn of pﬂﬂctes, Iaroteduro, and decisions, carry out Iaerwdtc inspections
of the schoot and feed back to the Gmmmg Body on health, safety and welfare issues.

The Health and Safety Governor is Mr William Rotinson.
Headteacher
The Headteacher has responsLbL[Lty for:-

. Day -tO‘-d,aH management of all health sa:thH and welfare matters in the school
in accordance with the Statement of So:fo,ty Poﬂcy ;

. Ensuring that regulaf health safety and welfare inspections are carried out;

. Sumetthg req ular health so:fo,ty and welfare reports to- the Governors and the

em,a[oyer;
. En,surtng that action is taken on health, so.fety and, weéfaro, LSSURS;



. Po,sstng on information received on health sa:fo,ty and welfare matters to
appropriate pecple;

. Cany«;ng out accident investigations;

. /dzntgcy ing and facLLLto,thg em,,aloyee troining need.s;

. L'w,LsLng with governors, the emlaloyer and/or the Local Authortty on Iaoﬂcy LSsues
and, any prob[@ms in melzmznt«;ng the Health and Sofety PO‘[,LCH;

. Co*—operatmg with and Iarow;d‘mg necessary facilities for trades union safety
representa,tms ;

. Prow;dmg necessary facilities for all employees tobe consulied on health safety
and welfare matters;

. Ensun;ng that any contractor appointed to deliver services or carry out work is
competent to do~ 507

. /V\onLtonng contractors to-ensure that the Health and Safety Policy is complied
with;

. Ta/ctng action where any contractor is found to be WoT/ang in a manner which is
considered tobe unsafe.

Whilst responsLbLLLtH for the ahove cannot he dz[zgated, the furLctLon qf carrying out
these tasks can he dp,lzgat@,d to- other memhers of sta,ff. In this school the foi[awing
functLons have heen dz&gatp,d to

Function Do,lzga,bad, to-
Da&/ to da,y health, sofety and welfare Senior /V\cma,gemp,nt
Reg wlar inspections Caretaker and Health and Safety Governor
Accident investigation Senior /\/\anﬂgo,mp,nt
Em,ploy% training need.s Senior /V\a,nagemnt
Contractor management Senior /V\a,nagemnt and Interserve

Cmnpzbmt Health and Safety Advice

St /V\ary 's Church of l:_ngta,nd Schoot recognises that it must have access to competent health
and, safety advice. This school's competent advisors are:

The Health, Safety and WeL[szng Services Team, Cornwall Council
Senior Mmagermnt
Senior /\/\armgemmt have reslaonsLb,LLLtLes for:-

. Day -to*—da,y management of health safety and welfare in accordance with the
Health and Sa:fety PoiLcH;

. Drawing up and reviewing d,elo,ar‘l:mntal ,o,roted,urzs regulariy;

. Ensu,rtn,g that suitable risk assessments have heen carried out for all activities

where there is a sigrLLcha,rLt risk;



Cany«;ng out reqular inspections and making reports to the Head Teacher;
Ensurtng action is taken on health safety and welfare issues;

Arrang ing for em,atoyee training, information and instruction;

Po,ssLng on health so:fety and welfare information received to appropriate Iozop[p,;
Acthg on reports from employees, the Head Teacher, the Governors and the Local
Education Authority.

All Emfll,oyezs

All employees have a 9erw,ral raslamsLbLLLtH, as far as raasonably Io,racthaL, to-ensure the
health sa:fety and, weéfare of themselves and others WhO‘m,a,H be aﬁecbad by any tthg tfw,y do

orfo,LL to- do.

In parthuLar employees have a responstbéléty for:-

Volunteers

Chzc/ctng that classrooms/work areas are safe;

Chzc/ctng eguipment is safe hefore use;

Ensurtng safe Io,ro'ceduras are followed and h,a,ving r@gard for their own safetg
and that of others;

Ensurtng protective or other safo,ty equipment (s used when needed and not
misused or otherwise interfered with;

Pa,rthLIo,a.thg in inspections and, any Health and Safo,ty Committee or other staff
meetings if appropriate;

Bri,ngi,ng Io,roblo,ms to- the relevant Io,erson's attention;

Caop;zratmg with the lealayer on matters of health and sofety and, a,tt@,ndmg any

traLrLLng as requ,md.

Volunteers (such as parznt—hzlppfs, etc.) have a ro,slo,onstb'cuty to- act in accordance with St
/\/\ary’s Church of Eng[a,nd, School's Iaoﬂcw,s and Iamoo,d,u,ro,s for health, safo,ty and, WQLfm and,
to” report any incident or deQ,CtLVQ eguipment to-a memhber of staff med,i,ately.

Volunteers are also Qx,ozcted to- act only under the supervision o a qua,LLfLed employee and

attend any traLn,Lng as req/u‘uzd.



Or:ga.nisatwn and Arrangemznts for Health, Safety and Welfare

The fd[owing pages contain the slo»zcgctc arrangements and mgan,tsatwnal details for ensuring
that St /V\ary’s Church of England School's Health and Safety Policy is fulfilled.

Procedure List
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13. Personal Protective Equtpmnt 23
1L Woﬁc'mg Alone 2L
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l. Anungemzntsforthz Supzrvtswn of Students

Opzn,i,ng Times
St /V\ary's Church of Englcmd School will be open to students from.:

8.00am (8.00-8.40am supervision for Brza,/cfast Club only or other authorised
actLvity )

And will close to students at:
6. OOpm (3.15 -6.OOIo,m supervision for After—Schooi Club or other orgomtsed

activities)
On Weelcdays during term time.

Between these times supervision will be prm/idzd. Students will not he allowed on site
outside of these times unless as part o a pre—ammged and mgamsed activity.

Supz,rvtsi,on arrangements

Members of staff are on the pLaygrourut from 8.40am when the children bﬁgm toenter
the buLLdLng. Teachers are in classrooms from this point. Children may he hooked into
Breakfast Club from 8.00am where t/vzy will he supzrvised by allocated staff.

Two members of baach'mg sta,ff are on cLu,tH in the Ialaygrowxd for morning break, Ialus
any 1-1 to,a,ch'mg assistants.

Six lunchtime SUPervisors are on duty at lunchtime and supervise the canteen and
outside areas.

Children are escorted by a mmbzrqf staff at the end of lessons tothe p[aygmund and
collected for the next session.

Lower KQ,H Stage 2 children and Key Stage I children are collected by Io,a,ro,nts/ 9ua,rd,um5
from the outside classroom doors. Older children can walk home if arrangemnts have
heen discussed with school and pa,rents/ gum‘dtcms.

Children not cotlected will he taken to the school office and parents will be contacted.

Where Io,u,,aLLS may he taken out of school this is done in accordance with Local Authon‘ty and
government gu,LdzLLrw,s (HEALTH AND SAFETY OF PUPILS ON EDUCATIONAL VISITS: a 3ovd

practice quide):
I adult forevery 3 pupils in Early Years Foundation Stage.
I Adult forevery 6 pupils in Years T - 3
I Adult for every 10/15 pupils in Years b - 6

Children with Special Needs should have I:1 supervision where required.



Gmup leaders should assess the risks and consider an appropriate safe supervision level for
their ,aa,rthuLar group. There should be a minimum of one teacher in c/w,rge. In addition to the
teacher in chcuge there should be erwugh Supervisors to-cope o:ﬁ:o,ctLvety with an emergency.
When visits are to- remote areas or involve hazardous activities, the risks may be greater and
supervision levels should be set a)ccordLngLH. The same consideration should be given to visits
abroad or residential visits. Some non-residential visits with mixed groups will need a teacher
from each sex.

After School Lettmgs

Unless slop,chLcaLLH agreed in the Letthg Agmmnt, St /V\an:/'s Church of Engla,nd School does
not PIO’V‘Ld,Q, supervision for any groups using its facLLLtbzs as part of a Lett«;ng / ertng
o,rm,ngemzn,t.



2. First Ad
Assessment of Need.s
An assessment of first aid needs has been carried out. All staff listed below are qualified in:
First Aid at Work
Emergency Aid
Paediatric first Aid Qualified

First Aid Co-ordinator

All First Aid q/ualgfi,ed staff are res,aonsLb,lp, for overseeing the arrangements for first St /V\o,ry s
Church of Engta,nd, Schoot.

First Aid equipment is avuilable at strategic points in the schoot.

e first Aid Kit in Lea,mmg Suppoﬁ Room.

e First Aid Kit in Year 2 culo,b,ourd

e first Aid Kit in Schoot Office

o Cool packs available in the KS1 Library and the Staff Room..

e First Aid Kit and cool Iacvc/cs available cutside d,uri,ng lunch breaks.

It is the responstbdtty of all First Aid trained staff to-ensure that the first aid equipment is
/cept well stocked. There is a noticehonrd in the staff room to-list req,u‘mzd sulapi‘uas.

A sufficient number of ,o,zrsonnzl are trained in schools first aid course ( Ln,clud'mg epi-pen

administration):

o Mrs Keny Carrilho

e Mrs Marie Collett

e Mrs Laura Calcraft

e Mrs Lisa Eccleshall

e Mrs Josie Edwards

e Mrs Anna Slaemer

o Mrs Elizabeth /V\a.rples
e Mr Letgh Pritchard

e Mrs Laura Read

e Mrs Anna Richards

o Miss KLmb,QF[,QH Rundle
e Mrs Laura So,mpson

o Miss Ta,msyn Shelton



o Mrs Tra,cey Thomas

e Mrs Jounna Thomas

o Mrs Sop,/u'p, /V\ay/w*

o Miss Katie Williams
Mr Pritchard, Miss Rundle and Mrs Calcraft are aoLstLona[LH trained in p,azdtatric first aid
( including epi-pen administration).
First Aid q/ualgftcatwns are and remain current.

Senior /V\anagemnt will req u,La,riy check First Aid Logs for indications of recurrent or fmguent[y
repm‘ted types of injury.
First Aiders
The First Aiders listed above will Iarm/w& First Aid treatment for anyone inj ured on site durtng
the school cLaH. 77&3 will also Iarmftd»z, as appropriate, First Aid cover for:-

. Ters and visits

o [xtra-curricular activities o-rga,msed by the school (e. g. sports events, after-school

clubs, pamnts' evenings, schov'l—OTgarLLsed fun,d.ratsmg events etc)

First Aid cover is not slop,chLcaLLH ,O,I‘O'Vi,d,Q,d, for -
o Contractors

o Events organised by third parties (fetes, evening clubs, etc)

First Aiders are responsLbLz for ensuring that First Aid Logs are complzted for all treatment
given and that necessary details are sulalatizd for the rzp,ofcmg of all accidents (see Repm‘ttng
of Accidents section,) .

Ireatment of lry' uries

St /\/\ary's Church of Eng[a,nd School will rz[y on the /crwwizdge and experience of its trained
f‘u'st aiders in order to- administer ap,aroprtabe treatment to inj ured PRrsons.

In emergency situations the fLrst aider will call (or instruct for another memhber of staﬁ to- call)
999 and request that an amhulance and Iaaramp,di,cs attend.

Where there is any doubt about the appropriate course of action the first aider will he expected
to- consult with the Health Service HQLID,LLrw, 1M1, and in the case of student injuries, with the
pa,rtmts or [ant 9ua,rdw,n.

Su,slazcbzd, Head, Neck and Sp,Lrw,L lry‘ uries to'Pule,s

In the event of a suslop,cto,d head, neck or slama,[ injury toa pu,ad it is the laoiLcH of St /V\a,ry's
Church of England, School, in addition to the normal first aid lo.rocedures, that the students
Iaaren,t/ q uardian is contacted and Ln,formzd of the injury.
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The atterui’mg fLr'st aider, in consultation with the Io,cmmt/ guardban, will decide the o,plo,roprtaba
course qf action in each case. The fLrst aider will ensure that treatment is not dzLaHQd by
dg'jCLcuLtw,s in contact’mg the pmnt/ guo,rdw,n.

In any case where there is any doubt about the IaupL[’s szLszng, the first aider is expectzd to
contact the Health Service HeLpLan for advice or Io,homa foran ambulance as appropriate.

Other Significant Injuries

AI’LH other serious injury will be nﬂttfw,d to the Iaa,rants/ guardLans bH the q,u,Lc/cest means
P,O‘SSLb,[,Q ( nmmal[y by p,hom,)

In addition to the Iarotedures above the school will nothH the Io,arents/ 9uardtcms of any other
ngngCLcant injury by way of :-
e A tetelo,/w'rw call and an Accident Advice Form

Record's of notification by telzphon@ to parznt/ 9ua,rd'w,n5 will he /ozpt by first aider comp[ettng
forms. Cop,ces of written notifications are held in the GDPR cmnp['w,nt first aid file.

Esco7tmg PupLLs tO'HO'SP,Lta,L

When it is necessary for a student to he taken to /w'spi,tal thp,y will he accmnlacmmd by a
member of staff unless the pulad’s paran,t/ guarchm is in attendance.

The member of staff will stay with the pupLL until a Io,arent/ 9wrd£a,n arrives and
responstbdtty is transferred.

11



3. Pupils with Medical Needs

St /V\ary 's Church of Eng[ami School recognises that some students will, at some point, require
medication or other medical support dun;ng the schoot day or on mgamsed activities.

This need will be met by a range of standard Iarotedures tO:thth’ with individual Io,rvcedures

informed and sulalaortzd by:

o The comlo,LLLng and maintaining of a Medical Needs Reg ister for students which will be
reviewed, armua[[y.

o Consultation with Health and Social Care professionals, students and parents to-ensure
that the needs of children with medical conditions are effectively supported.

. Ensun;ng that sufficient staff are suitably trained with adequate cover for ahsences to
cover hoth routine and emergency support.

. Ensun;ng all relevant staff are made aware of the condition and symptom recognition of
any student requiring support that will include brmfcngs for sulaply teachers and
volunteers.

. Prom,at access to- medication in an emergency situation (e. g Elo,LPerL Autcr—Lr}]iectors for
treatment of a,n,aphy lactic shock).

o Risk assessments for schoot visits and other schoot activities outside of the normal
timetable.

. /V\omtonng of individual healthcare p[an,s.

Standard Procedures

St /V\a,ry's Church of Eng[and Schoot will dtspznse asthma medication to students as [o-ng
as it is cLQariH labelled prescription medication which has heen prescribed by a medical
proctitioner with written instructions for use. Parental consent must be obtained for use of
the inhaler. First aid trained staff will have been given instruction in the recognition of
the symptoms of an asthma attack and the appropriate procedures to- follow

St /V\ary 's Church of l:_ngta,nd School has an emergency asthma kit. The school's Iarocedures
for managing the use of the emergency asthma kit is based on the Delaa,rtmznt of Health
guLcLanoz issued in Septembp,r 201k Staff authorised to dleomse this medication will he
made aware of the ahove guLcLarLce and have heen given instruction in the recognition of
the symptoms of an asthma attack and the appropriate Iaromdu,res to follow~ The
emergency inhaler contains Salbutamol and will onLy be avuilable to-

. PupLLs oLLagrw'sed with asthma and Iarescnb;ad, an inhaler
. PupLLs prescnb,ed an inhaler as reliever medication

In addition, Io,a,ren,tal consent must be obtained forthe use of the emergency inhaler which will
be achieved as part of compLLLng and, maintaining a register of lau,aLLs who have heen
dLagno‘so,d with asthma or Iarescrtbp,d a reliever inhaler. This reqgister will be combined with
the medical need.s reqgister-
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The emergency asthma kit will he stored in the school qﬁLce in and managed in the same woy

as any other Iarescri,atton medication.

St /V\ary's Church of Eng[cmd School will dispense medication to students as [ong as it is
clearly labelled prescription medication which has been prescribed by a medical practitioner
with written instructions for use. This school does not keep or dispense any other medication
other than Salbutamol for use with the emergency asthma kit.  All requests for the dLspznsLng
of medication must be accompanied by a consent form Ln,cLudLng detailed information and
instructions completed, ngned and dated by the pu,aLL’s parent or guardtan. The school office
will be responsible for receiving medicines, chec/cmg consent and dose information, c/vzc/ctng
use-by’ dates and dispensing medication. All medication will be kept in a secure location
and in the conditions required hy the medical supplier in the school office. Medication will
only be dispensed by suitably truined staff. A record will be kept of all medication
dispensed. The medication log will he checked hefore oLLspmsmg medication (to prevent
accidental ldoubte-d,osmg’) and will be comp[et@,d, and, sigmd by the member of staff after
dleomsLng medication to-a IauIaLL.

Medication for pzrsom[ use by members qf sto,ff must also he /co,lat in a secure location where
pulo,ds cannot gain access to- them. Staff must not share their medication with any student.

In certain circumstances, this school will allow- students to manage their own medication. In
each case this will be discussed with the Iaaren,t/ guardtan. Please contact the School Office

for discussion.
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L. Accidents/Incidents

Refwnfmg Ojche,r's
The foilawmg members of staff have access and authoﬁ.ty to” report accidents and
incidents:

Headteacher

Staff are req,utred to” report all accidents/incidents to-a reporting officer within a
reasonahle timescale.

PupLLs are req,quQcL to- re,amt all accidents/incidents to-a memher of sta,]ff.
The Repmt‘mg Officer will record incidents using the systems below-
Accident/Incident Refwrtmg Sysbun,s

St /V\a,ry 's Church of EngLa,nd School records all siganLca,nt accidents and incidents
using the Cornwull Council Online Accident Repmtmg S ystem. A stganLca,rLt accident

Ls:-
Any incident resulting in an injury to-a member of staff
Any incident resulting in an injury to-a visiting member of the public
Any incident resulting in an injury to-a contractor on the school sike
Any incident resulting in an injury to-a pupil which was (o might be) due to

e [he condition or Layout of the premises or- facilities
o The condition of any equipment in use

e The level (or lack) of supervision

e [he level or q,ua,ti,ty instruction ot training prrrvtdp,d

Any "Da,ngercrus Occurrence” as listed in the schedule to the Repoﬁtng of /ry‘ wries
Diseases and Dangerous Occurrences Regu[atwns (RIDDOR).

Any "Occulaa,twnal Disease” as listed in RIDDOR.

Further guLdo,nce on what should he rz,aonﬁed, is available thmugh the Online System or the
School /\/\sto,nger wehsite.

Where the descn‘,at‘wn of the accident/incident meets the criteria set out in RIDDOR a report
will be sent to the Health and Safety Executive.

Any minor accident/incident which does not meet the ahove criteria will he recorded on a
simple “Day—Log" which will be kept in the school office.
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Near Misses

Where an incident occurs which could have resulted in injury (hut didn't) a record will he
/ozp,t in a Near Miss Log.

The Near Miss Log is /ce,o,t in the Headteachers and maintained. b,y the School Office Sto,]ff.

The Near Miss Log will be reviewed pzrtodtcatly b,y the Senior /\/\a,nagemp,nt Team in order
to- Ldzntgfy any areas of concern which may require attention.

Refwrtmg Timescales
Students will ro,laofc accidents/incidents to- a Stralght away gc passtb[@ and. in any case
memhber of staff on the same day as the incident
Sto:]‘jc will rzp,oﬁ accidents. [incidents to- a Stralght away gc passtb[@ and. in any case
reporting officer on the same day as the incident
Repmt‘mg Officers will comp[ete the online Usua,[[y within 48 hours and in any case
report within / days

Accident/Incident lnvutt;ga,tl:m

All incident reports will be reviewed by Headteacher who will decide g‘: an internal
anestigatwn is necessary. /n,vv,stiga,tLon reports will he entered onto the Online Repm‘tmg
SH stem. SLgn,LcharLt incidents will he re,aoﬁzd to- Health and Safety Governor-

All reports submitted via Online Accident Rapoﬁtng Systzm, are reviewed by the Health
Sa,fety and Wellbxa‘mg Services Team of Cornwuall Council.

/f deemed necessary the Health Safo,ty and, WQLpr,Lng Services Team of Cornwall Council
will carry out an Lndp,,ozndm,t ano,st(gati,on of the accident/incident.
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5. TruinMg

Identification of Tra,mm,g Need.s

This school will carry out an evaluation of the health and sqfety training needs of
sto:ﬁ. A Iarw'rtttsed pLan for d,QLLVQI‘H of traLrLLng will he put in Io,Lace where the

evaluation Ldznti,fw,s a need..

Induction

As part of its coordinated training progromme this school will provide to-all staff,
volunteers and any others as indicated by risk assessment or training needs evaluation
a comprehensive induction. This will include sufficient information to-enable duties to
be carried out in a safe and effective manner.

Anungemzn,ts

The Headteacher will carry out the evaluation of health and safety training need.s and
the creation of a training Iala,n/ programme. All staff will participate in any training
prorvu&d to- meet their health and safety requirements.
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6. Risk Assessment
Risk Assessment

St /V\ary's Church of England School will seek tor Ldzntgfy all activities and situations where
there is a likelihood of sigruﬂcant risk. S(gmﬂcan,t risks will be assessed and controts will bhe

introduced to remove or reduce those risks.
Risk Assessment Process
The school will carry out risk assessments as set out in 9LLLdarLce by Cornwuall Council.

The Headteacher is rasponsLbLe for manaqing the risk assessment protess and ,aroducmg
relevant reports for the Governors.

Co-p,Les of risk assessment are available from risk assessment file in schoot office or on the
Cornwull Council system.

Staff Continually reassess according to children invotved, weather and other factors.
Staff Responsibilities

All staff are required to support the risk assessment process.

Staff identified with responsibility for activities are required to-carry out or lead the risk
assessment process for those activities.

Teachers are res,o,onstblz for ensuring that risk assessments have heen completui for all

activities where there is a S(gm;fi,cant risk.

Safe Waﬂdng Procedures
Where appropriate risk assessments will he wsed to devvlop safe wvrkmg Io,moo,d,ures. These

safe WUTIang Iaromdures will form the basis of the school's normal opzrat‘mg Io,rocedures.
Copbzs of safe WUTIang Iaromdures are available from the school office.
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7. Fire
Fire Officer
The person responsible for organising the school's fire precautions is the Headteacher.
The Deputy headteacher will deputise when the Fire Officer is not present.

The Fire Offtoer is res,o,onstb[e for -

. Arrangmg a fire evacuation drill at the bszrang of the academic year and at least
once every term (once per half-term where practical) in conjunction with the
caretaker from Interserve.

. Recmd'mg the significant results of the fire evacuation drills (Inferserve do-this. File
in school office)

. Ensun‘ng that the fire Log is /cept u,a—ttr—datz (cmungtng for alarm tests every week,
emergency chht‘mg every month, fire exttngutsher checks etc), Interserve do- this. Log

in the school office.
. Ensun‘ng that a fire risk assessment is carried out and /cept up—to*—date
. Repcmf‘mg to the Health and Safety Governor on issues of significance.

AlL Staff

All staff are responstblz for ensuring that students and visitors evacuate in an o7d2riy and
theLH fashion in the event of the alarm soun,d‘mg.

Staff are also responstblz for ensuring that thzy -

e Do not store comhbustible materials in escape routes or against sources of combustion
e Do not leave fire doors wzd.ged open

e Do not misuse any equipment IarUvidp,d for fire safo,ty

. Repmt any defect in eguipment larovidp,d for fire safo,tg

. Repoﬁ any fire hazard

Fire Wardens

The schoul has identified the following people as Fire Wardens for areas of the schoot.:-
Cariton Moyle All areas of the school

Lawra Caleraft  All areas of the schoot

Josie Edwards Breakfast Club, Lunchtime Supervision and After-Schoot Club

Fire Wardens have received traLrLLng in fLFQ, Iarzvv,ntwn, the Io,rLrLcLIo,als of fLI'Q safety, safe use of
fLerighthg Q,q,u‘up,mnt and ijcect'wz evacuation Iaro'cedurzs.
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Per'wdtcally Fire Wardens will carry out inspections of their area of the school to- Ld)ZI’Lthy fire
hazards and any other fU'Q, safety related issues. These Lnspect'wns will be rzpofced to the
Fire Oﬁ:Lcer' or senior memhber of staff for action.

In the event of a fire, Fire Wardens will assist in the evacuation of the premises by -

. Chzc/c'mg that their asstgrw,d areas have been evacuated. ( g‘ it is soje to- do- so)
. Sulo,ervv;smg and, dLchthg Iau,latls and sto,]ff to- areas of sa:fo,ty

Fire Fi ightmg Equ,mezn,t'
Fire f(ght'mg QcLuLIamzn,t has heen Iao*sLtLom,d at ap,aroprwte pﬂsLtLons around, the site.

In accordance with the Requlatory Reform (Fire Safety ) Order a number of staff have heen
given training in the use of fire nghtmg eguipment: -

Cartton. Moyle

Laura Calcraft

Josie Edwards

Evocuation and Registration Provedures
See Appendix 1 for school evacuation plan.
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8. E&ctnthy

St Mary's Church of England School Owned Portable Appliances

All ap,altomces are maintained within the Interserve contruct. Interserve is res,o,onstb[e
for ensuring that a fLIQ,d, wiring Lns,aectwn is carried out for the premises.

Personal and Prtvubzl,y Owned Portahle Applﬂances

Personal items of electrical eguipment should not he bought into the schoot.
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9. The Control of Hazardous Substances
Hazard Assessment

All substances which may be considered hazardous to health under the Control of Substances
Hazardous to Health (COSHH) Regulations have been assessed using Cornwall Council's
COSHH Assessment Protess.

The exem,atwn tothis is for substances and Iareparat'wvw used. in Science. These substances
and, Iarz,aaratwns are wsed. in accordance with the Hazcards Io,rowd»zd by the Consortium of
Local Education authorities for the Provision of Science Services (CLEAPSS).

A central copy of COSHH assessments is /ce,at by the Headteacher-

Staff Responstb.di,tms
Staff shall not use any hazardous substance without first havmg read the COSHH Assessment

(or Hazcard in Science).

Staff shall inform the Headteacher of any new- hazardouws substance Iaurchased in order that

an assessment can he made prior to- use.

COSHH Coordinator

The Headteacher is responsLblz for ensuring that, before any new substance/chemical is used,
a COSHH assessment has heen obtained from Cornwuall Council.

The Headteacher is reslaonstblp, for ensuring that COSHH assessments are seen and understood,
by those sta,ff who are Qxlmrsed to- the substance/ preparation.

The Headteacher is also responstb& for ensuring that any u,p,dabed COSHH a.ssessments
received are seen and understood by those who are ex,ao*sed, to the substance/ preparation and
that the COSHH fLL@ is /cept u,a—to*—do,te.

Interserve is res,aonsLbLe forensuring that COSHH assessments are also obtained from
contractors on site (bhoth mguéa,r contracts such as cleaners and caterers and fmm builders,
decorators, ﬂovnng slozc'uLLLsts etc) where persons may he aff@cb@d by their wse of or the
stomge of such substances/ Iareparat'wns may need to he controtled.

In addition, any hazardows substances or preparations bz'mg wsed b&/ visLthg artists, crafters,
etc must have appropriate COSHH assesments bp,fm b,ei,ng used in the schoot.

21



10. DLspI,aJ:/ Screen equfmwnt

DLspLay Screen EcLumemt (DSE) is work eguipment that rwmal[y has a visual dleaLay and
requires input from staff members such as perscma[ computers and Lalo,tops but could

encompass many other devices as well.

A DSE useris ermaLLH defined as a person who, as part of their work uses dLsIaLaH screen
Qq,utp,mzn,t for continuouws or near continuouws SlO,QU,S of an hour or more at a time, and do this

more or less da,LLH.

The Head Teacher and Senior Leadarshtp Team will liaise to-ensure all staff considered DSE
users carry out an assessment of their work station, ta,/cmg into- account the DSE, the furniture,
the wvr/ang environment and the task undertaken to inform any necessary measures toremedy
any risks found as a result of the assessment.

All staff will complzte a DSE assessment if req,uzsted and report any spectﬁc needs or

CONCeIms.

All school Qmployees who are defined as (DSE) users may follow- the Council's Iao{LcH on

dLsIaLa,H screen eguipment.

1. Work Equmezn.t
Headteacher is res,aonstb/p, for overseeing the Iaurchase of all work eguipment.

All work eguipment must be Iaurc/w,sed from a rz,outablp, suppll;er for the type qf eguipment
that is req,u,Lmd. Before Iaurchase a consideration must he given to:-

o The installation requirements

o The suttabLLLty for purpose

e The positioning and or the storage of the equipment
e  Maintenance requirements (contracts and r?,pa'u*s)

. TraLrLLng and wse of the eguipment
Sta,ff must not use new- ikems of work eguipment unless appropriate trammg has heen given.
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12. Managemzn,t of Contractors
Interserve is responstblz for overseeing the management of all contractors on site.
Selection of Contractors

The school will onLH select contractors to carry out work who have demonstrated to Interseve
that tfw,y have:-

o Competence to-carry out the work required ( by way of training, /mow{zdge and
experience)

o Assessment of the risks associated with the work

o A safe scheme of work

o Appropriate management of the work

o Appropriate vetting procedures for their employees where appropriate

. Ap,aropm’abz Io,ubLLc insurance

/V\a,n,agemznt of Contractors
Su,lozrvis'wn of contructors will he com,alp,ted by Interserve.
All contractors will bhe req,qued to- carry visible identification.

Direct supervision will not he necessary where the area of work is phy stcady separate from
the schoot (for example where there is construction on site).

Construction Works

For all construction works (other than minor maintenance works) the area under construction
will be PhH 5LcaLLy se,aarated from the rest of the school and will he out-of -hounds to-all non-
construction workers exce,at for the purposes qf controct ma,nagemnt.
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13. Personal Protective Eq,tu’prnznt

Personal Protective Equipment (PPE) will he supplied to control hazards only as a last resort
i.e. where the hazard cannot be removed or reduced to-an acceptable level of risk by other
means. Where provided this school will ensure that PPE is used effectively, managers will be
expected to- monitor the use of PPE and enforce its use where necessary.

Assessment of Need

The need for PPE will be determined durtng the Risk or COSHH Assessment protess. Where
Ldzn,thw,d as necessary PPE will he prowdzd, without cost to staff or students.

Purchase and Sto1'age of PPE

The Senior Leadership Team together with the Site Sulo,ervisor will be responsible for the
Iau,rchase of PPE for their work areas ensuring that it is of the correct type, is suitable for the
puUrpose and of the correct size to-ensure that the fit is comfortable for the wearer and takes
account of any health o medical conditions. 7719,5 will alsoensure that suitable arrangements
are in Io,La,co, for the storage, c/p,o,n,'mg and re,oiacemnt of PPE.

Staj:f and Student ReslamsLb,LLLtizs

When issued with PPE; staff and students are required to- wear it correctly. Staff must take all
reasonable precautions to-ensure that PPE is stored and maintained Iaropp,ri&/.
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Tl Working Alone

It is rzcogrused that, from time to time, it may be necessary for school staﬁ: to- work in
situations or locations which are remote from other memhbers of sto,ff. This will include sto,]ff
wvﬁang in the evenings, weekend.s or dun;ng the hoitday in the school on their own.

In such circumstances the school will assess the risk to these individuals and will introduce
suitable controls to-ensure that all risks are minimised. A copy of the promdures introduced to
control these risks will he /cept in the poiLcLes file.

AI’LH sto:ff wishtng to- work outside normal school hours must have prior agmmnt/pp,rmwswn
from the Headteacher.

School Se,cunty

Interserve is the aplaomted body who s reslo,onstb& for the so,cu,rtty of the site at the end of
the da,&/ by ensuring that doors, windows, S/cy L'Lghts etc are secured.

Interserve is reslaonsLblp, far carrying out checks of the premises d,un;ng the hoiLcLay Iop,rwds.
School Stajj‘/GUvemors Ro,sponding to- Call-Outs

The Headteacher and Do,,au,ty Headteacher are /ozy holders bhut do not respond to- call-outs.
Please see call-out arm,ngemnts below-

Call-Out Arrungemmts

Interserve (Kestrel Guards) is the first call out. Staff members will only be called in
e,xoeptwnal circumstances.

Kestrel Guards will res,o.ami to- alarm activations without recourse toa school /oz&/ holder and.
will check the site and then report back to Interserve.
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15. Violence
Zero Tolerance

Violence is not tolerated in this school. Action and the appropriate sanctions will be taken
ago,'m,st the perpetm,tor of any violence towards staff, students or visitors to this school.

Violence towards sto,]ff from other memhbers of sta,]ff, visitors or memhers of the Iaub,LLc will be
repoﬁed to the poiLce.

Viotence towards staff from students will be dealt with using the school's internal dLschLLrw,ry
procedures (which may include police involvement where aplaroprwtz).

Violence towards visitors will he ra,aorte,d to the Iaoitce.

Violence hetween students will nmmally be dealt with using the school's internal dLschLLnary
procedures (which may include police involvement where approprtatz).

Viotence towards students from staff, visitors or members of the pubLLc will he rzp,on‘zd to- the
poiLce.

Responsi,bie Person
The Headteacher is responsLblz for ensuring that all:

o Staff are aware of the ,o,oﬂcy and, promdu,ras for dzaLLng with viotent incidents

o Staff have received instruction in promdu,res / bechm;q/u,es for a,voidmg violence at work

o Staff are aware of the promdu,ras for reporting violent incidents

e Incidents of Ph}j sical and verbal abuse are recorded using the Online Accident Repm‘tmg
SH stem

Team Teach

Team Teach is a tra,Ln,Lng Iaa,c/cage for staff utLLLsLng de-escalation and positive handl'mg
strato,gip,s to- support a child when thzy are in a crisis situation. Within this school the list of
staff trained in Team Teach techm;ciup,s is lotated in the school office

A slochch poiLcH and, promd,uro, aimed. at the control of Io,ulo,ds has heen a.d.opted,.

16. Working at Height

Staﬁ ae dLscouraged from wvr/cmg at /w‘ght. A step stool is available to support with putting
up dLs,aLa,Hs and rzacthg hooks from shelves.

[f sto,jjc need access to any thtng or ,aut up oLLspLays in areas that cannot be reached,
assistance will he 50'ugh,t from Interserve caretakers.
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17. Manual Ha.nd.ung

The Manual Handltng Opzrat‘wns Regutatwns app[y toa wide range of manual haruilmg
activities, Ln,cLLLdLng LLfthg, Lawzn;ng, push‘mg, puLLLng o carrying. These regu[attons pLace
sp,echLc duties on Qmployers and empLoyees.

Sta,]ff are advised to- avoid carrying /w,o,vy loads unless necessary, to- use LLfthg aids where
P,O‘SSLb,[,Q and, a[ways fO‘LLOW the 9uLcLance prmndxzd

For hzavy loads, assistance will he sought from Interserve caretakers.

18. Home Worfdng

Home wvﬁcmg, also known as Flexible Woﬁc'mg and Worksmart, is part of the wider modern
wvﬁang ageera and, as such, has many aspects that support and encouruge a hzalthy and
safe wvﬂc‘mg environment shown to improve p@rsona[ wzltbemg.

Legat Regu,i.mm,emts

The two /CQ,H pieces of health and sofety LQgLsLatwn rega,rdmg home wvﬂcmg are The Health
and Safety at Work Act and The /V\cuwgo,mnt of Health and Safo,ty at Work Regutatm.s. The
former IaLaces go,rw,rat duties on o,m,laLoyo,rs to-ensure, so faras is reasmw,bty Iarwcthab[z, the
health., safety and welfare at work of all QmpLUszs and the latter requires the assessment of
wvr/clo,LaLe risks. Both duties extend tO'Q,mpLO’yQ,Q,S wm‘/cmg remotely and from home. There are
also more specific pieces of Legtslat‘wn covering dLspLaH screen equipment, work equipment,
use of hazardous substances, manual handl‘m\g, fire and lectrictty ; all of which may app[y
toa greater or lesser extent dependant on the nature of the home wvﬁcm\c].

An,y staff who need. to- work renwley, must follow- the Hom—Wor/ang Guidance and comp&te

a seLf -assessment.
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10.

ST MARY'S SCHOOL
TRURO

APPENDIX 1 - FIRE ACTION PLAN

FVERYDAY FIRE PRECAUTIONS

Exit doors are /cept unobsstructed and free from combustible materials, and all exit doors are

capablp, of bp,Lng easLLH op,erw,d from the inside, without the wse qf a /cey, whilst the
buL[dLng is occu,a'uad.

Escap,e routes are rw'rmally enclosed by fire doors to prevent these routes szng blocked
by dangerous gases or smoke. Occupa,nts are awwre of the necessity for these doors
and their importance in ensuring their safo,ty duﬂng evacuation in the event of a fire.
All such doors are maintained segc—do*stng and are not ohstructed in such a way that
thp,y are praven,ted from cLO‘_sLng o:ffo,ctva,LH against the door stop.
Fire action signs and ext‘mgutsher information signs are located thrcrughaut the
b,uLLdLng.

FIRE DOORS MUST NOT BE WEDGED OPEN
Rubbish and combustible waste anludmg paper, cardbhourd, IaLasths and similar
materials, are not allowed to- accumulate or he stored in escape roufes. All such
materials are /cept in metal or similar non-combustible containers and removed from the

b,u,LLdLngs toa safe plam at least once a day.

As many fires in schools are caused by opportunist vandals, the windows and external
doors are Iaroperiy secured when the buLLdLng is urwtcupizd.

SmO'/ang is not allowed on school premises.

Checks are made at the end of the lzttmg sessions to-ensure that there are no smo{d.uing
fires and, the opportunity is taken at that time to secure all doors and windows.

All heaters must be kept free of paper.

All staff must note where the fire alarms are sited in the schootl.
All staff must note the fire exits.

All staff must note where the fire signs are displayed.
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1. All sto,ﬁ must note where the fuv, exthguLshzrs are and know how- thp,y work.

ACTION IN THE EVENT OF FIRE]

In the event of fire heing discovered, the fotlowing sequence is followed:
Raise the alarm
Call the Fire Brigade
Evacuate the premises
Assemble on the bottom playground

Proceed with rotl-call

RAISING THE ALARM

The alarm will be ruised as soon as a fire is discovered, no matter how- small. Even if a fire
is only suslop,cted and it is not obvious, all occupants of the b,uLLdLng will be wamed at the
eartiest opportunity, in order that thzy can make gomi their escape before the fire has time to
dzva[ap. The alarm can be raised by pressing the nearest red hreak gLass call point and these
are located by all exits througfwut the site. See Alap,eruttx 2 for reference map.

CALLING THE FIRE BRIGADE

! All outhreaks of fire, or suslo,ected, fire, irrespective of size, will be med‘w,tely repmted
tothe Fire Brtgadp,. Any person who is a.céiaoo,nt to the telzlo,h.om, will Lm,mzdLa,to,Ly
d,LaLLng 999 on h@an‘ng the fire alarm scruruimg.

2 The call tothe Fire Bn‘gadz will not he dzlayed whilst searches are made to check
whether or not it is a fatso, alarm.

3 The person in c/w,ryo, should he famLLLar with the correct prm:edu,ro, for ca,LLLng the Fire
Bn‘gadz ( d‘w,LLng 999) and giving the correct address of the schoot.

L Nothy Interserve in all circumstances on 080063L:4190.
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10

FVACUATING THE PREMISES

On hzaring the alarm, all pulads in class will stand q/u&t[i_/ and when instructed bH the
teacher or person in charge, will ,aroteed in s'mg[p, file and in an ord»zriy manner, b’f]’
the nearest safe route direct to the assem,bly point. All staff are aware of emergency
exits and q,uLc/cest routes. St /V\cuy's School holds haLf—thmLH fire alarm tests to-ensure
children are aware of the safest and q,u,Lc/cest route.

Teachers should have their class mgLsters with them at the assem,b,[y Iaomt.
As the classes leave the bu,LLoLLng, all doors which will not he wsed again durtng the
evacuation are to he closed hehind them. TaL/ang and Laughmg will not he allowed, to

ensure that any instructions given can be heard. Ovo,rta,/cmg /aH classes or individuals
will not be pzrmctted.

At lunchtime, the lunchtime SUPervisoTs are responsLb,lz forevacuation of children and
all the Io,romdures GPPLH as ahove. Lunchtime 5taff should check toilets, classrooms
and libraries. Teachers are responstb[e for prorvtdmg class lists.

Fire wardens must check clonkrooms, toilets and libraries.

Everyone ( including visitors and people with disahilities) in the building must evacuate
b,H the nearest exit.

Do not wait to ch/c up bz[ongtn,gs.
Shut doors hehind the last persomn.

The teacher must call the reqister ( ma,/ctng sure that each child answers) and count the
children.

The secretary checks the sign-in system and. the kitchen staff.

The person in charge of the school at the time will go tor the assemb[y point and await
reports from all classes that all children have been accounted for. He or she will have
in their possession a Iarz—arranged check list which will enahble them to- make a comlo,bzte
report to- the first Fire Officer to- arrive.
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12 No-one must re-enter the bu,LLcLLng fo-r any reason until the person in cfw,rgo, of the drill
agrees.

13 Ifa q,uLc/c return to the buLLdLng is prthbLth, evacuation to- our safe have of Ken,wyn,
Church will commence. for furth)zr details on evacuation to this location, ,aLease refer
to our Emrgen,cy Procedures Poitcy.

14 In the event of a different reason forevacuation such as flood or bomb threat, everyone
will be evocuated to Kenwyn Church as per the Em)zrgency Procedures PoiLcH.

FVACUATION OF DISABLED PERSONS

Evacuation of the premises by able-hodied persons will rwrmally he cmn,alp,bzd within a matter
of minutes, LLSLLG,LLH 2-5 minutes.

Persons in wheelchairs/ using Wu,Uang aides, will be evacuated last, in the sense that thzy
will be the last persons (with their helpers) in the queue of people moving along the corridors.

(Should a disabled person fall or their wheelchair overturn, an obstruction could he caused
which would endo,nger many lives. Forthis reason, disabled Iozoplp, should Io,romed last
along corridors etc. Th@y can receive as much assistance a.s necessary and reach sa:fety at
the same time as the last able- bodied person. The time difference between the first able-
bodied person rea,chmg the outside and the last person rea,chmg the same point, will be
minimal, and in Iaracttce does not Io,ut the disahbled person at any material d,Lsadvan,tage. )

Personal Emp,fgo,ncy Evocuation Plans are in ,o,Lo,oo, for those Iaulo,ds who require it.

ASSEMBLY

! A Iala,ce of a,ssembly in case of fire will be the playgrcrund, and all pupds and staff are
fu,LLH aware of its location. Assemb[y will take Io,LaLe in classes. The assemb[y point
will be as far away from the schoot as is practtcablz and in a position where the

/aulo,ds will not ohstruct or he in d.anger from res,aond.mg fire aplall;a,rms.

2 Clp,a,ri&/ account will be taken of the actual size of a fire and, assem,/aty ammgemznts
madgfted accmdtng[y.

ROLL CALL
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| /mm;zdw,tely classes have mustered at the pLaLe af assemb[y, a rotll call or count will
take Ialace if pﬂssLblxa from the reqisters, and each responstblp, person should report
medw,tely to the person in overall charge - “all Iaresent" or otherwise.

2 The OJfcher—Ln-Chajye of the Fire Bn’gadz will be met on arrival and mezd'w,baly

informed if all persons are accounted for or otherwise.

TACKLING THE FIRE

! All staff members will be conversant with the location of the various types of

exthguLsh)zrs and for which ty,m of fLro, t/w,y are intended. Any person in the vichLLtH
of the outhreak of fire, who is ca,laablz of using an exthguLshzr, should tackle the fire,

prvaLLng he does not expose hLmseLf tor any undue risk or d.anger

2 The sofe evacuation of all Io,uIaLLS is of paromount importance and, it is essential that

this is sa,thfacton'LH LnstLgated hefore any staff are released tor attempt to- fight the fire.

NOTICES

| Conslo,Lcuous fLI‘Q, notices will he dLsIalachL in prominent IaLaces throughout the school.

This poiLcH will be reviewed a,n,rLua,L[H

SLgrw,oL Dated oo,
(Chairman of Governors)

SLgrw,oL Dated oo,
(Headteacher)
Review date: June 2020
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