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St. Joseph’s School & Nursery

Health, Safety and Risk Assessment Policy

PART 1: GENERAL STATEMENT OF HEALTH AND SAFETY BY THE CHAIR OF TRUSTEES

As Trustees of St Joseph's School and Nursery, we fully recognise our collective responsibility for providing, a safe and healthy school for all of our employees, pupils, parents and visitors.  In our role as Employer, we attach the highest priority to ensuring that all the operations within the school environment, both educational and support, are delivered in a manner that is safe and healthy for all. The Trustees are committed to promoting the welfare of all in our community so that effective learning can take place.

We fulfil our responsibility as Trustees of St Joseph's School and Nursery by appointing Mr Austin Kelly with the responsibility for overseeing health and safety as part of his general responsibilities for the upkeep and maintenance of the fabric of the school building.
Day to day responsibility for the operation of health and safety at the school is vested with the Head Teacher.  But as Trustees, we have specified that that the school should adopt the following framework for managing health and safety: 

· That one member of the Trustees attends termly health and safety meetings and receives copies of all the paperwork.

· That a report on health and safety covering: statistics on accidents to pupils, staff and visitors, staff training, fire practices, and all new or revised policies and procedures is tabled at each term’s Trustee Meeting.

· That the external fabric of the school, its plant, equipment and systems of work are surveyed and inspected as necessary by qualified professionals.  This includes regular lift maintenance, electrical testing and specialist cleaning of the fans etc in the kitchen. 
· That their recommendations (together with other defects) form the basis of the school’s routine maintenance programmes.

· That the school’s adherence to health and safety in catering and cleaning of the food preparation and eating areas is subject to external inspection by the Environmental Health Officer.  In addition, the Catering Manager arranges for an internal hygiene and safety audit of food storage, meal preparation and food serving areas at regular intervals throughout the year, together with regular external deep cleaning and pest control services and reports on all these aspects to the Senior Management Team.

· That the school has a fire risk assessment, carried out by a competent person which is updated every 3 years, more frequently if significant changes are made to the interior of buildings, or new buildings are bought or added.  The person with responsibility for health and safety should review this risk assessment every time it is amended.

· That the Site Manager and Head Teacher review the overall arrangements for health and safety, including fire safety, the general state of the school, and report on actions required with recommended timescales to the Board of Trustees. Where necessary, an external health and safety consultant will be appointed to advise. The progress of implementation is monitored by the Board of Trustees through the Head Teacher’s termly report
· That the school has a risk assessment for legionella, reviewed every [2] years by a competent person and there is a regular water sampling and testing regime in place and;
· That all possible remedial works have been undertaken previously to prevent or minimise the risk of Legionella (considering the age and layout of the building) This includes shortening of pipe runs, regular flushing, removal of dead-legs and the installation of sealed systems where possible.

· That the school has a comprehensive policy in place for the training and induction of new staff in health and safety related issues.  First Aid training is provided to any member of the teaching staff who is involved with trips and visits, [and to selected members of the non-teaching staff].

All members of staff are responsible for taking reasonable care of their own safety, that of pupils, visitors, temporary staff, volunteers and contractors.  They are responsible for co-operating with the SMT in order to enable the Trustees to comply with health and safety duties. Finally, all members of staff are responsible for reporting any risks or defects to one of the teachers responsible for health and safety who will liaise with the Site Manager, where appropriate.

Signed by Chair of Trustees:  Mr A Kelly       Date:  September 2021
PART 2: ORGANISATION FOR HEALTH & SAFETY: STATEMENT BY THE TEACHERS RESPONSIBLE FOR HEALTH AND SAFETY

The Trustees delegate day to day responsibility for organising health and safety and welfare to the member of staff responsible for health and safety. In the case of School and Nursery this is Mr A E Crawshaw, the head teacher along with the Site Manager, Mr R Williams.  That role gives them the responsibility for ensuring compliance with the School's Health and Safety Policy.  The policy document consists of three parts, the General Statement by the Chair of Trustees, this description of the Organisation for health and safety and, lastly, detailed the Arrangements for Health and Safety.  

Every member of staff is responsible for ensuring the health and safety of staff, pupils and others (especially: visitors who are unfamiliar with the school, those who are disabled, or who have special educational needs). 

Some duties are delegated to other members of staff; but ultimate responsibility for health and safety, on which I am answerable to the Chair of Trustees, rests with the staff in charge of health and safety. The areas where duties have been delegated are: 

Safety and Security

· Building security (including alarms, CCTV, locking external doors and windows) – the Head Teacher and/or senior management team.

· Preventing unsupervised access by pupils to potentially dangerous areas– all staff

· Controlling lone working after hours – the Head Teacher, Site Manager and/or Senior Management Team.
· Ensuring that all visitors book in at Reception and wear visitors’ badges – the Administration staff.

Accidents

· Maintaining an accident book and reporting notifiable accidents to the HSE – the First Aider who is also responsible for keeping statistics of accidents and preparing summary reports.

· Escorting pupils to hospital (and informing their parents) – a First Aider and/or the Business Manager.

· Checking that all first aid boxes and eye washes are kept replenished - the First Aider.

Fire Prevention

· Keeping fire routes and exits clear- the Site Manager.

· Electrical Safety Testing.  All the buildings at St Joseph's School have current electrical installation certificates – the Site Manager.
· Regular portable appliance testing –the Site Manager.

· Testing all fire alarms weekly (and recording all tests). Arranging an annual service of alarms, smoke detectors, emergency lights, fire extinguishers [and panic buttons] – the Site Manager.

· Lightning protection is in place for all buildings – the Site Manager
· Ensuring that flammable rubbish and combustible materials are stored away from buildings – the Site Manager
· Termly fire practices, combined with a programme of inducting new staff and pupils with emergency escape procedures and the presence of trained Fire Marshals in every building help to ensure that the school can be safely evacuated in the event of a fire – The Head Teacher, Site Manager and staff
· Switching off all kitchen equipment at the end of service – the Catering Manager.

· Securing flammable materials used in teaching or maintenance locked in purpose-made, flame-proof containers – the Site Manager. 

Water, Drainage, etc.
The members of staff in charge of health and safety are responsible for:

· Maintaining water quality.  A sampling regime, using external contractors, is in place

· Ensuring that drains, gutters etc are kept unblocked. Checking that all drain runs are clear (using external contractors)- delegated to the Site Manager.

· Minimising the risk of Legionella (https://www.hse.gov.uk/pubns/books/l8.htm)

Risk Assessments
Health and safety legislation requires every employer to carry out a “suitable and sufficient” assessment of the risks to health and safety of both employees and persons not in their employment arising out of or in connection with their work activities.

The law does not require that we eliminate all risk but to protect people as far as ‘reasonably practicable’.

For significant risks these assessments are formally documented and all staff made aware of them.

In school settings it is the responsibility of the Head Teacher to ensure risk assessments are conducted. The actual assessment process may be delegated to other members of staff.

FIVE STEPS TO RISK ASSESSMENT:
These should be followed by all staff when writing or reviewing risk assessment, using the appropriate forms held on the server.

STEP1 – IDENTIFY THE HAZARDS

In most cases these can simply be identified by observation of the task / workplace and consulting with those staff involved in the activity.

The focus should be on identifying the significant hazards and not the trivial.

A list of potential areas which may require risk assessment within school settings (this list is not exhaustive) and for which generic assessments have been produced and are held in the policies folder on the server. These provide a basis for the school and nursery to consider health and safety and are adapted to meet individual circumstances. 
STEP 2 – IDENTIFY WHO MIGHT BE HARMED AND HOW

The next step is to decide who might be affected by the hazard/s. This could include staff, pupils, contractors, visitors and/or members of the public depending on the nature and location of the activity.

Some individuals may have particular requirements e.g. new and young employees, new and expectant mothers, those with disabilities / medical conditions etc. and may be at particular risk.

STEP 3 – EVALUATE THE RISKS AND DECIDE ON PRECAUTIONS

Having identified the hazards you must now decide what to do about them by

considering the existing procedures and controls in place and determine if any

additional actions need to be taken. i.e. whether you have done all that is reasonably practicable to reduce the risk of harm occurring.

Ensure all of the control measures you have in place against each identified hazards are listed

In evaluating the risk the likelihood of harm occurring and the severity of potential injury should be considered. This will help identify the urgency of control measures and whether, following the introduction of controls the risk can be reduced sufficiently.

This may be done using Schools Risk Assessment Matrix (appendix 1)
STEP 4 – RECORD AND IMPLEMENT THE FINDINGS

A risk assessment must be suitable and sufficient; the level of detail in a risk assessment should be proportional to the risk. The purpose is not to detail each trivial hazard but to ensure that significant hazards are adequately assessed with the aim of informing safe working practices.

In the majority of cases the use of simple bullet pointed controls would be sufficient.

Staff should be involved throughout the risk assessment process and upon completion risk assessments should be centrally filed and shared with all those (staff, contractors etc.) who may be affected.

Completed risk assessments should be signed off by the person completing the assessment and should be agreed by the Head Teacher. They should then be shared with all interested parties
STEP 5 – REVIEW

Risk assessments should be reviewed regularly i.e. annually or as soon as any significant changes have occurred. You should review a risk assessment immediately after there has been an accident or incident in order to identify what went wrong and whether any additional controls are required.

USE OF MODEL / GENERIC RISK ASSESSMENTS IN THE CURRICULUM

The process of risk assessment and the recording of significant findings are required by health and safety legislation. In accordance with HSE guidance,

‘model’ risk assessments developed by national bodies such as CLEAPSS

(Consortium of Local Education Authorities for the Provision of Science Services) may be adopted where schools:

· satisfy themselves that the ‘model’ risk assessment is appropriate to their work; and 

· adapt the model to their own actual work situations. 

Simply referring to model assessments or other published schemes is insufficient, in particular with regard to curricular activities it must be possible to evidence that these assessments have been consulted, adapted where necessary and the protective and preventive measures required have been taken into account.

Risk assessment within the curriculum should be a process involving comparison with the model risk assessment and adaptation to local circumstances where necessary, such as the size of room, class size, behaviour of the class to be taught etc.

This is best achieved by incorporating risk assessments into materials normally used in teaching and annotating texts used daily i.e. schemes of work, lesson plans, worksheets etc.
· Ensuring that up to date risk assessments are maintained for:

· Fire – the member of staff in charge of health and safety

· Legionella - the member of staff in charge of health and safety

· All rooms, corridors and exits- the Site Manager
· Catering and cleaning functions, (including Hazard Analysis Critical Control Points (HACCP) system of food hazard awareness and Control of Substances Hazardous to Health (COSHH) procedures) –the Catering Manager 

· Grounds maintenance (including use of pesticides and COSHH) - the Site Manager.

· Maintenance functions, (including working at heights, electricity, manual handling, and building work, use of power tools, COSHH and flammable materials)- the Site Manager. 

· Asbestos Register- the Site Manager.

· Reprographics machines and copiers – the Administration Staff.
· Ensuring that up to date risk assessments are maintained for teaching in the following  areas:

a) Science (including COSHH and flammable materials) – Teacher with responsibility for  Science

b) All outdoor games – Teacher with responsibility for  PE

c) Athletics – Teacher with responsibility for  PE

d) Karate – Teacher with responsibility for PE

e) Dance and gymnastics – Teacher with responsibility for  PE

f) Drama – Drama Teacher

g) Art (including COSHH and flammable materials) – Teacher with responsibility for art

h) Music – Music Teacher

i) Design Technology (including COSHH and flammable materials) – Teacher with responsibility for DT

j) All outdoor lessons -SMT

k) All visits and trips -SMT

Training

Responsibility for organising (and maintaining records of training) is as follows:

· Science-related health and safety training – the Teacher with responsibility for science

· Design and Technology related training – Teacher with responsibility for D&T

· Health and Safety training for the Catering and Cleaning staff – the Catering Manager.

· Briefing new pupils on emergency fire procedures – all staff.

· Briefing new staff on emergency fire procedures - the SMT

· Inducting new staff in health and safety – Teachers with responsibility for health and safety

· Identifying specific health and safety training needs of staff – Teachers with responsibility for health and safety.

· First aid training- SMT.

External Advisors for Health and Safety

At St Joseph's School and Nursery, the Site Manager and Head Teacher undertake an annual survey of the school with regard to identifying matters pertaining to health and safety. Where such matters are identified and cannot be rectified ‘in house’ we use external consultants to advise once a year on matters of health and safety within the School. These may include, but are not limited to:
· Structural Surveyors to give advice on the external fabric of the school.

· Engineers to monitor and service the school’s plant, equipment, including boilers, lifts and hoists as required by legislation or as is reasonable. 

· All PE apparatus is serviced regularly by a competent person ‘in house’ and repaired or disposed of as necessary. 

· The school’s adherence to health and safety in catering and cleaning is subject to external inspection by the Environmental Health Officer (EHO).  In addition, the Catering Manager arranges for:

·  An external professional to take swabs of all knives, chopping boards and other kitchen equipment three or four times a year, and report on those findings.

· An internal hygiene and safety audit of food storage, meal preparation and food serving areas at intervals throughout the year. This usually will coincide with schools closures including Inset days.
· Professional advice from a Dietician on healthier food, menu planning and special diets as needed.

· ‘In house’ deep cleaning of all equipment, high level cleaning of all cooking, food preparation and storage surfaces, areas etc at intervals throughout the year. This usually will coincide with schools closures including Inset days.
· Appropriate pest control measures to be in place.


· The school has a fire risk assessment which is updated every 3 years, more frequently if significant changes are made to the interior of buildings, or new buildings are bought or added.

· In addition to the weekly fire alarm tests, the alarm system, together with all smoke detectors, emergency lighting, extinguishers [and panic buttons] are tested regularly by a qualified contractor.  

· The school has a risk assessment for legionella, updated every 2 years by a competent person and a regular water sampling and testing regime in place.

· The school maintains an asbestos register and the Site Manager/Head Teacher is responsible for ensuring that it is kept up to date and for any sampling or removal before major works takes place.  [He/she is also responsible for making sure that Contractors are fully briefed on areas of asbestos before starting work.

· The School has current electrical test certificates for all its buildings. It uses NICEIC qualified Electrical Engineers to inspect and maintain its electrical installations [all of which are RCB protected and meet the requirements of BS7671 IEE wiring regulations].  

· All lightning protection and earthing conforms to BS 6651-1999 or to BS EN 62305.  It is tested annually by a specialist contractor.

· If required, a qualified Planning Supervisor is used in order to ensure compliance with the Construction (Design and Management) (CDM) Regulations 1994 whenever major work is undertaken.

School Safety Co-ordinators

The members of staff with responsibility for health and safety are the School’s Safety Co-ordinators - currently the Head and Site Manager - and are responsible for advising The Trustees on any measures that may be needed in order to carry out maintenance work without risks to health and safety.  They also co-ordinate the advice given by specialist safety advisors and produce action plans.  They have overall responsibility for monitoring health and safety within the School and for reporting any breaches to me.  They are responsible for ensuring compliance with CDM Regulations, and for safe conditions of work for all at the school.

A termly meeting is arranged to: 

· Discuss matters concerning Health and Safety, changes in regulations.

· Monitor the effectiveness of health and safety within the School.

· Review accidents and near misses. Discuss preventative measures 

· Review and update risk assessments, 

· Discuss training requirements

· Monitor the implementation of professional advice

· Review the Safety Policy guidance and updating it.

· Assist in the development of safety rules and safe systems of work.

· Monitor communication and publicity relating to health and safety in the

     workplace.

· Encourage suggestions and reporting of defects by all members of staff.
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Whole School Community: Staff, Pupils, Trustees, Visitors, Supply Staff, Parents, Volunteers and Contractors working on site.

PART 3: SPECIFIC ARRANGEMENTS FOR HEALTH AND SAFETY

The following areas/activities represent identified and significant risks in St Joseph's School and Nursery.  As a consequence, pupils are not allowed unsupervised access to:

· PE equipment
· Science equipment
· Design and Technology equipment.

· Art equipment
· The Catering Department
· The Maintenance, Caretaking and Grounds Departments

In addition, there is a whole school generic risk assessment that is reviewed annually by the head teacher, in consultation with the Site Manager, to include safety around school and in rooms, use of scissors and safe working practises etc. 

Whole school polices and risk assessments are also produced and reviewed regularly, covering:

· Accessibility Policy

· Accident Reporting (RIDDOR) – Statutory (http://www.hse.gov.uk/riddor/)
· Anti-Bullying Policy

· Asbestos – We have no asbestos in school but states on a separate report
· Building at Work 
· Catering and Food Hygiene Policy – Follow advice of Food Standards Agency (Booklet)
· Code of Safe Conduct for Staff

· Control of access, security and use of CCTV

· Control of Substances Harmful to Health (COSHH)

· Crisis Management and Communications

· Design and Technology – in classrooms
· Display Screen Equipment – in classrooms
· Educational visits, (the EVO maintains a dossier of risk assessments and visit reports)

· Electrical Safety – (all PAT testing completed and recorded by Site Manager)
· E-Safety

· First Aid

· Fire safety, procedures and risk assessment

· Gas Safety – there is no gas in the building but recorded on old landlords certificate
· Health and Safety Notices

· Induction of new staff

· Legionella – included in Premises Management Policy
· Manual handling

· Medical Questionnaire

· Occupational Health – included in First Aid Policy
· Pesticides: Use of – Outside Contractors
· Portable Appliance Testing (PAT)

· Premises Management Policy

· Risk Assessments: Guidance on:
· Security, including workplace safety and lone working

· Slips and Trips

· Special Education Needs (SEND) and Learning Difficulties

· Sun Protection (EYFS pupils)

· Supervision Policy

· Temporary staff and Contractors

· Working at Heights

Reviewed September 2021 by:

A E Crawshaw (Head Teacher) in consultation with the Site Manager, Catering Manager and School Business Manager

[image: image2.png]



(This form should be completed, in addition to any generic risk assessments that might be used, if there are any specific risks associated with the particular activities undertaken, the actual locations visited, or any individuals involved.

	EDUCATIONAL VISIT TO:   
	DATE(S)  

	LEADER’S NAME:  
	AGES/YEAR GROUP(S) OR PUPILS:  

	RATIOS:
	PAEDIATRIC FIRST AIDER:

	

	GENERIC (Nottinghamshire LA) Risk Assessments to be followed on this visit



	

	Specific Individuals at Risk

(i.e. Staff or pupils who may be particularly at risk of harm, or who might present a hazard to others – include risk factors)


	Control Measures

(i.e. what steps are being taken to reduce the risk of the hazard?)



	SIGNIFICANT HAZARDS
	CONTROL MEASURES
	COMMENTS or EXTRA ACTION REQUIRED BEFORE DEPARTURE
	CURRENT RISK
	OVERALL RISK

	
	
	
	Sev
	Prob
	Risk
	M
	L
	Md
	H

	1.
	
	
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	
	
	


	ST. JOSEPH’S SCHOOL RISK ASSESSMENT (cont..)

	

	SIGNIFICANT HAZARDS
	CONTROL MEASURES
	COMMENTS or EXTRA ACTION REQUIRED BEFORE DEPARTURE
	CURRENT RISK
	OVERALL RISK

	
	
	
	Sev
	Prob
	Risk
	M
	L
	Md
	H

	4.
	
	
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	
	
	
	


IMPORTANT:  The Risk Assessment should be shared and discussed with all the leaders of the visit, and should only be approved once all significant hazards have been identified, the control measures are agreed and will be implemented, AND the overall risk ratings are considered acceptable.  In most circumstances, if the Overall Residual Risk is considered ‘Med’ or ‘High’, the activity/event should be cancelled, or additional control measure put in place to reduce the risk to ‘Low’.
Risk Assessment carried out by (Name): 



                   (Position): 

Risk Assessment approved by Head Teacher:



       (Signature)  Date: 

Risk Assessment shared with:
………………………………………………………………………………………………………….  Date:  
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	Severity
	
	Probability

	1.
	Negligible
	
	1.
	Very Low

	2.
	Minor
	
	2.
	Low

	3.
	Serious
	
	3.
	Possible

	4.
	Major
	
	4.
	Likely

	5.
	Catastrophic
	
	5.
	Very Likely


Risk = Severity x Probability


	
	
	1
	2
	3
	4
	5

	Severity
	1
	1
	2
	3
	4
	5

	
	2
	2
	4
	6
	8
	10

	
	3
	3
	6
	9
	12
	15

	
	4
	4
	8
	12
	16
	20

	
	5
	5
	10
	15
	20
	25


Outcomes

	1-4
	Minimal Risk
	No Further Action

	5-10
	Low Risk
	Keep under review

	12-16
	Medium
	Control measures must be in place and additional ones may need to be considered.

	20-25
	High Risk
	Consider stopping the activity


Appendix 1: ST.  JOSEPH’S SCHOOL RISK ASSESSMENT





St. Joseph’s School Risk Assessment Matrix





Probability








Reviewed September 2021
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