School H&S Policy

Each school must have one. It should be reviewed annually. I suggest that the initial school H&S policy contain the following items (as reviews take place it will build and get better):

1. Head Teacher’s Statement – positive approach to H&S with mention of clear responsibilities.

2. Why the school needs a policy

3. General Statement of H&S responsibility based on requirements in Corporate policy i.e. be responsible

4. Brief outline of Corporate H&S policy
5. Brief outline of Neighbourhood H&S Policy
6. Who is responsible for H&S in the school and what they are expected to do, especially head teacher and any other senior management with responsibility for H&S (in academies this will probably be the School Support Manager). Principal Teachers (Subject) have a responsibility for managing H&S in their dept

7. Append a list of current personnel in H&S positions separately so it can be updated as the names change

8. School H&S Committee – who is on it  (suggest SMT member, EIS H&S rep, other trade union H&S reps, janitor, technician, school nurse?) and what it does and when. Keep minutes (see later). Use Committee to look at inspection reports, Workplace Inspections, accidents and incidents, Fire drill, fault reporting system, school security, H&S part of School Improvement Plan, training needs, toilet provision, slips and trips, general improvements, check on contractors, are all visitors signing in? etc. In fact, anything to do with H&S concerns

9. Brief outline of how School H&S Committee links with Neighbourhood Committee and on to Corporate H&S Committee

10. Improving H&S in the school – mention a register of staff and their H&S training courses/ risk assessment procedures/ any H&S initiatives in the school/ system for reporting faults / H&S committee and any extra inspections/ accident and Incident reporting/ school security improvements/ planning process for repairs and maintenance/ School Improvement Plan and how H&S fits in with it etc

11. Risk assessment procedures in the school. Assessments should be completed and held in depts., and by the delegated person in charge of H&S

12. Workplace Inspection procedures (new procedures for checking on H&S matters in schools. All schools should be aware of this. If not, contact H&S Section) – this, together with the risk assessments and H&S committee, is the main way that H&S in the school is dealt with. Give brief details and link to fuller documentation

13. H&S Audit – carried out by H&S Section annually. They will be looking for evidence that the school has completed risk assessments, Workplace Inspections, H&S Committee meetings, accident and incident forms etc i.e. a paper trail. They will give advice and have a quick look at general H&S e.g. fire doors, security systems and badges, visitors’ book etc.

14. School H&S Organisation – personnel involved and what they do e.g. Janitors, SMT, technicians, PSAs, first-aiders, Principal Teachers etc.

15. Briefly describe Fire Drill (Emergency Evacuation Procedures) and append the full policy. Keep practising the drill and reviewing it in light of practice. It must work well if and when needed.

16. Give details on first aid provision and courses to go on

17. Give details on Accident reporting procedures and duty to complete the correct form

18. Give details on Incident reporting procedures and duty to complete the correct form.

19. Could give details of additional H&S responsibilities associated with some depts/faculties e.g. Sciences, P.E., H.E., Drama, Technical

20. Include a section on ‘Dealing with Radioacative Sources’ if the Physics dept use them. There is a ACC policy on this.

21. School Trips and outdoor PE – could use policy  “Safety and Good Practice in Outdoor Education II”. Stress the need to carry out risk assessments. Good advice from Outdoor Education Co-ordinator at Summerhill (Jonathan Kitching Tel: 346193)

22. Mention Council ‘Asbestos Policy’ – any concerns contact Facilities immediately

23.  Stress need to assess all workstations by using DSE Regulations and getting trained personnel to do the assessment. Arrange training for assessors by using the Council’s H&S training section/Employee Development (see later)

24. Manual Handling – do not lift or move any load that may cause injury. Janitors are trained in manual handling techniques. Training via H&S Employee Development

25. Mention ‘Slips and Trips’ – biggest cause of absence. How to avoid injury. Have a reporting system for slip/trip hazards and get then fixed asap. No excuse for trailing cables.

26. CoSHH (Control of Substances Hazardous to Health) assessments – need to mention general good house keeping and knowledge of harmful chemicals and how to store and use. Janitors and cleaners should have been trained. Facilities Dept can offer advice

27. Rules on Portable Appliance Testing (PAT) – no personal electrical equipment in school without it being PAT tested by trained tester. Staff to visually inspect all electrical apparatus before use and report problems to technician or janitor

28. Technology Dept – certain aspects of practical work may be potentially more hazardous than elsewhere in the school. There may be special H&S guidelines associated with this. Make sure that all staff who work in this dept are aware of regulations and are trained if necessary.

29. DSE Regulations – it is increasingly accepted that all teachers are now ‘users’ as defined in these regulations. A copy of the DSE Regulations should be available in each school. Use H&S training to ensure that technicians are able to assess all work stations used by staff for lighting, seating, ventilation etc. Put requests for improvements into the School Improvement Plan (SIP) and allocate to tenant or landlord

30. DEM – make sure that management knows which items are tenant and which are landlord. Good luck

31. Lone Working procedures – give outline of school procedures and have full documentation available. Someone should know you are there; fire exits must be available and security system must be aware of legitimate movement. Assess risk of being alone with parents at parents’ evening or in meetings. Change arrangements if the assessment identifies unacceptable risk

32. Dealing with Violence and Aggression – there is a council policy on ‘Violence and Abuse towards Employees’. There are training courses in de-escalation techniques. Use risk assessment process to identify staff most at risk and meet their needs

33. Cash Handling – need procedures on how to safely collect and deposit cash. Who goes and when. Change routine

34. Gas Leak/boiler problems/storm emergency/power cut/ no water etc – each school should have emergency plan for dealing with these occurrences

35. Visitors – must sign in (and out) and be given badge. Give brief details of evacuation procedures, perhaps on a card. Signs around outside of school directing visitors to the Office

36. School Security System – make sure it works properly. Problems to Facilities. Use fobs sensibly. Report any lost fobs immediately. Educate and re-educate staff and pupils in its value. Don’t become complacent.

37. School Movement – be aware of any agreement on how the traffic in the corridors should be controlled. Discuss problems and reach collegiate decision

38. Contractors/ Tradespeople – sign in, get badge and report to janitors for H&S info

39. Storm Emergency Procedures – ensure that here is an up to date list of pupils, and arrangements for getting them home during bad weather

40. Cleaning of blood and vomit – janitors are trained and have proper equipment for this. Contact them immediately. Blood poses particular problems

41. Needlestick Injury – to avoid this, any needles found should not be picked up by anyone other than trained staff (janitor) and disposed of in line with Council policy. Pupils should be told not to pick up needles

42. Library of H&S Literature – it makes good sense to have all H&S publications, information, policies in one easily accessible area. Minutes of school H&S committee and any inspection reports could be kept here too. Inform staff

43. H&S noticeboard – also good idea to have noticeboard with HSE statutory notice (see H&S Section if unclear) pinned up, together with recent posters and information. If school has access to Zone then there is a H&S section that contains huge amounts of very useful info. Find time in CPD for some staff to become experts

44. Training – the Employee Development Section (13th Floor St Nicholas House Tel: 522823) has issued a blue leaflet containing all H&S courses offered by the Council. It should be in all schools. The Zone also has full details. School management should encourage access to courses deemed necessary as part of CPD, possibly during the In-Service days (avoids cover costs). Health and Safety must be seen as at least as important as curricular training

45. Commitment to review policy annually – probably the best way would be by using the expertise of the school H&S Committee, or in smaller schools, head and EIS H&S rep? As you become more interested in H&S then items for inclusion in the policy grow. So an annual review is essential. It also gives an opportunity for staff to be proactive and to suggest items for inclusion. Ask staff for items – this encourages participation and hence, better H&S in the school. Consider giving each member of staff a copy of the School H&S Policy

This list is not exhaustive and parts may not be deemed applicable in some schools. You will be able to add more points particular to your school’s circumstances. It is school management’s responsibility to produce a H&S policy, not yours, but you could help them by giving them a copy of this. 

Please get back to me with good ideas and I can pass on as examples of good practice.

