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About Health and Safety

Health and safety aims to reduce injury and ill-health that arises out of work activities. Workplace injury and
ill-health are mostly not the result of unusual or exceptional circumstances.

A comprehensive assessment of potential risks in all areas of the school and in all activities can prevent
both injury and ill-health significantly. This is what the health and safety policy at Gatehouse School sefs
out to achieve.

The academic and bursarial departments at Gatehouse School share the responsibility for implementing
the health and safety policy of the school specifically in relation to their particular department.

The issues concerned may differ between departments. This policy aims to address the whole range of
issues that can arise.

The policy is a working document fo help the Senior Leadership Team fulfil their responsibilities. The Bursar
will be responsible for revising the policy from time to time and keeping it up to date.

The policy contains procedures. It does not include risk assessments. These are filed separately.

Who should read this policy?

This policy should be accessible to all staff at the school. As part of their induction training, all new staff
should be shown how to access the manual either as a hard copy or preferably on the school computer
network.

® All members of staff should read and note the health & safety policy statement and section 2. Key
functions in health & safety management, particularly in relation to their individual role.

® The Senior Leadership Team should read the whole policy and note issues of relevance.

L] The senior leadership tfeam should identify relevant sections in the manual that apply to their staff
and ensure that risk assessments have been completed for all activities in their department, and
that staff have been given the appropriate information and fraining.

o All staff should be reminded of the importance of reporting hazards, accidents and incidents and
be encouraged to do so.
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HEALTH & SAFETY POLICY STATEMENT

Gatehouse School’s policy is to provide, and maintain, safe and healthy working conditions, equipment
and systems of work for all our employees, and to provide such fraining & supervision as they need for this
purpose. We also accept our responsibility for the health & safety of pupils, guests, visitors and contractors
on the school's premises and for pupils, teachers and others when participating in off-site activities
elsewhere. Our aim is to take all reasonable steps to create a safe environment for our pupils, staff and all
others who visit Gatehouse School.

Gatehouse School is committed to achieving high standards; hence it follows that minimising risk to people
and property is inseparable from all other school objectives. The school encourages the active participation
of all staff in the achievement of our safety goals. We encourage full and effective two-way consultation
on health and safety matters by utilising the management structure of the school and the Works Committee
which meets to consider health & safety issues on a weekly basis.

The allocation of duties to implement this policy is set out below:

School Governors provide leadership by developing a culture within the school that incorporates
health and safety into all activities.

- The Headteacher, Bursar and Health & Safety Coordinator ensure effective implementation of the
policy by making arrangements for the involvement of staff at all levels in health and safety.

- The School’s health and safety consultant provides advice and guidance on policy and the
effectiveness of school’s procedures.

- The Headteacher and Bursar promote a responsible attitude towards health and safety by day-
to-day management in accordance with the policy and provide a safe environment for all, in their
areas of responsibility. They also arrange induction fraining for new employees, maintain fraining
records and ensure legal compliance with accident reporting procedures.

- The Senior Management Team and support staff monitor the ongoing effectiveness of facilities,
equipment and systems, including emergency systems to ensure the safety of all at Gatehouse
School.

- Staff, pupils, visitors and contractors are expected to take all reasonable care of themselves and
for the health and safety of others at Gatehouse School and recognise that confrolling health and
safety risks is an essential part of everyone's daily life.

Our policy will be kept up-to-date and in line with changes in current legislation. To ensure this, the policy
and the way in which it has operated will be reviewed regularly (see review box at the start of policy).



2. KEY FUNCTIONS IN HEALTH & SAFETY MANAGEMENT

School Governors

Bursar
[ ]

Ratify the health & safety policy.

Monitor health & safety performance by receiving reports from the Health & Safety
Coordinator.

Appoint specialist health & safety consultant.

To review health and safety audits and ensure that corrective action is implemented as
necessary within agreed time frames.

Annual review of health & safety policy.

Attend weekly Works Committee meetings.

Arrange annual inspections of water storage tanks

Arrange annual service of gas boilers.

Manage day-to-day health and safety matters in accordance with the school policy.

Ensure the safety policy is understood and implemented by all staff.

Check that any regular requirements and periodic inspections have been completed
Arrange for portable appliance testing in accordance with the School’s procedures.

Ensure legal compliance with RIDDOR accident reporting procedures throughout the school.

Follow up on advice and guidance by the H&S Consultant (Universal Safety Management).

Health & Safety Coordinator

Participate in the school Works Committee with specific responsibility for raising Health &
Safety issues and ensuring action points are progressed.

Review all accidents and near-miss incidents.

Day-to-day management of curriculum based health & safety in accordance with this
policy

Ensure adequate site fire and emergency procedures are in place.
Arrange for Senior Leadership Team to be informed and frained where necessary.

Develop and assist in the implementation of the health & safety policy / covid precaution
measures.

Conduct audits and inspections as requested.
Respond to requests for information or for advice.

Be responsible for ensuring risk assessments are completed in accordance with the separate
Risk Assessment Policy; ensure risk assessments are filed and reviewed as necessary.

Pass information received on health & safety matters to appropriate people.

Help in accident or incident investigations where requested.

Premises Manager

Conduct weekly testing of fire alarm and emergency lighting systems.
Arrange for premises staff to be informed and trained.

Check procedures are followed in the department.



Ensure all injuries and other accidents are reported and investigated.

Provide general Health & Safety induction training for new premises employees.
Manage COSH records and ensure compliance with all regulations.

Be responsible for the asbestos management plan

Be responsible for regular water temperature monitoring.

Report health and safety problems to the Bursar.

Arrange for the fire alarm systems and emergency lighting o be maintained
Arrange annual inspection of fire extinguishers.

Supervise Fire Drills and record evacuation times.

School Receptionist

Sign in and out all visitors and records their presence in the building.

Print out registers and give to the Headteacher.

School Nurse

Be responsible for coordinating the school’s first aid provision
Record all accidents within school hours. via COMPS
Help in accident or incident investigations where requested.

Participate in the school medical Committee.

Other non-academic staff

Check work area is safe.
Check equipment used is safe before use.
Ensure protective equipment is used when needed.

Bring problems to their line manager's attention.

Academic Staff

Headteacher

Act on directives from the works committee within an agreed time frame.
Pass information received on health & safety matters to appropriate people.
Bring to the atftention of the Bursar any concerns relating to health and safety.
Review health and safety issues with the Senior Leadership Team.

Check health and safety procedures are being followed.

Review accident and ill-health records and near-miss reports and take action as necessary.

Teachers

Ensure the safety policy is understood and implemented by all pupils within the classroom and
department.

Conduct risk assessments before all practical work and ensure adequate control procedures
are in place.

Review risk assessments on completion of practical work and inform Senior Leadership Team of
any hazards not adequately controlled.



° Carry out visual safety checks of classroom/work areas and equipment before use.
° Participate in health & safety inspections as required.

° Conduct risk assessments for all Educational Visits and review these following each
Educational visit to ensure lessons learned are applied to future excursions.

° Assist in accident investigation.

° Report any health and safety issues and areas of concern to the H&S Coordinator or Bursar.

All Employees

e |n addition to the specific responsibilities detailed earlier in this section all employees of the school
must take reasonable care as in regards to themselves and other persons who may be affected
by their actions.

e Wear and use all personal protective equipment and safety devices that are provided by the
school for their protection.

e Observe all safety rules and regulations both statutory and school and conform to any safe
systems of work that may be developed.

e Mustreport all accidents, incidents and damage to theirimmediate supervisor.

WORKS COMMITTEE

Overall aims

To act as a focus for Health & Safety issues in the school and to ensure that all members of the school
receive sufficient information and encouragement to maintain high standards of Health & Safety.

Terms of Reference
e To monitor the school’s overall Health and Safety Policy.

e Toreview all accidents and incidents with particular emphasis on action to avoid
recurrence.
e To monitor accident statistics within the school looking for frends.

e To consider staff health and safety training needs.

e To promote health and safety awareness in the school and examine ways of achieving this.

Composition of Committee

It is important that the committee contains a ‘mix’ of people covering a spread of department interests.
Above all, members should be ‘enthusiasts’ for health and safety and at all fimes set a good example
to others. The committee shall comprise, but not be restricted to:

e The Headteacher

e The Bursar

e The Deputy Bursar

e The Deputy Head

e The Health & Safety Coordinator

e The Premises Manager
e The Head of Games

Frequency of meetings

The committee will usually meet weekly during ferm times. Minutes will be taken and recorded.



3. HEALTH & SAFETY RISK ASSESSMENT

Risk Assessment Policy

The School has a separate risk assessment policy which should be referred to. This can be accessed
from the policies folder on “Teachers Area” of the school IT network.

A copy of the risk assessment policy is included in appendices of this policy.
Objectives

The objectives set out in the risk assessment policy are:

e To ensure that suitable and sufficient risk assessments are undertaken for activities where there is
likely to be significant risk.

e Thatidentified control measures are implemented to control risk so far as reasonably
practicable.

e That those affected by school activities have received suitable information on what to do.

e Thatrisk assessments are recorded and reviewed when appropriate.

Specific Risk Assessments

Specific Risk Assessments are carried out by external contractors, on behalf of the School, periodically:
Fire Risk Assessment — annually — by Universal Safety Management

Water Hygiene and Systems — every two years — by Water Monitoring Ltd.

Asbestos Management — every 5 years or as required — by Lucion Environmental

Whole School Risk Assessment - every two years — by Universal Safety Management



4. ACCIDENT REPORTING PROCEDURES

Definition
e An accident is any unplanned event that results in injury or ill-health of people, damage or loss of
property, products, materials or the environment or a loss of business opportunity.

e Accident reporting is a formal written procedure, which must follow every accident.

Accident Reporting
e All accidents, no matter how minor must be recorded on CPOMS.

¢ Inthe event of death, a specified major injury or a dangerous occurrence (refer 3. below) the Bursar
and Head must be notified immediately.

e In the case of minor injuries, property damage or near-miss incidents, it is the responsibility of each
employee to complete an accident report via CPOMS if they or one of their staff or pupils were
involved in an incident at the school.

e Where an accident involves anyone other than Gatehouse school staff, the school nurse is
responsible for completing the accident report within school working hours. If an injury or incident
occurs during an after school club activity or in the after school club (ASC), then it is the adult
responsible for that club to record the accident via CPOMS.

Legal Obligations

Reporting accidents and ill-health at work is a legal requirement. We have legal obligations under the
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 and the subsequent
Reporting of Injuries, Diseases and Dangerous Occurrences (Amendment) Regulations 2013 -
collectively known as “RIDDOR".

RIDDOR requires the reporting of work related accidents, diseases and dangerous occurrences. |t
applies to all work activities, but not to all incidents.

Further information and advice about RIDDOR reporting requirements can be found in the
HSE Information Sheet EDIST:

“Incident Reporting in Schools (Accidents, Diseases and Dangerous Occurrences)”

A copy of this document is included in the appendices of this policy.

RIDDOR reports can, in most cases be filed online at: hittp://www.hse.gov.uk/riddor/report.ntm
Fatal injuries and “specified injuries” should be reported by telephoning the
HSE Incident Contact Centre: 0345 300 9923 (open Mon-Fri 8.30am to 5pm).

The list of “specified injuries” includes:
> fractures, other than to fingers, thumbs and toes
> amputations
> any injury likely fo lead to permanent loss of sight or reduction in sight
> any crush injury to the head or torso causing damage fo the brain or internal organs
> serious burns (including scalding) which:
covers more than 10% of the body
causes significant damage to the eyes, respiratory system or other vital organs
> any scalping requiring hospital freatment
> any loss of consciousness caused by a head injury or asphyxia
> any other injury arising from working in an enclosed space which:
- leads to hypothermia or heat-induced iliness
- requires resuscitation or admittance to hospital for more than 24 hours

Person responsible

It is the responsibility of the Bursar to carry out the necessary nofification immediately, then to complete
the RIDDOR form and send to the enforcing authority within ten (10) days of the injury or dangerous
occurrence. The Head should be notified immediately of all major accidents.


http://www.hse.gov.uk/riddor/report.htm

Accident Records

From January 2004, the accident records must be compliant with the data protection legislation. This
ensures that personal details of those injured are protected. Accident records are stored in line with our
Data Protection Policy.

5. SAFETY TRAINING, INDUCTION & EMPLOYEE INFORMATION

Legal Requirements

Training is a legal requirement in many of the Health and Safety Regulations. Under Section 2 (c) of the
Health and Safety at Work etc. Act 1974; there is a legal obligation for all employees to be: -

e Trained and provided with information, instruction and supervision.
e To ensure their health and safety so far as is reasonably practicable.

Responsibility

It is the responsibility of all levels of management under the guidance of the Head and the Bursar to
ensure that all employees receive safety fraining.

Academic and support staff department heads are responsible for induction training in all aspects of
safety, which must be done on the first day of employment, and for the regular instruction of all
employees under their control.

Health & Safety

The Bursar is responsible for arranging specific courses to ensure health & safety training needs
throughout the school are met. These will include: -

First Aid and Emergency Aid.
Health & Safety Qualifications.
Fire Safety.

COSHH.

Manual Handling.

Display Screen Assessment.

Induction training
Induction fraining for all employees should include:

How to report Health & Safety concerns

Fire evacuation procedures

Where to read the school's health & safety policy

Any relevant C.O.S.H.H. or other job related safety information.
Who to go to if first aid is required.

Training Records

Proper fraining records must be produced and maintained for each member of staff and must contain
records of induction, refresher and other fraining and must be available for examination when
required.

On-going Training

Training is an important element in ensuring health and safety af the School and will be conducted on
a regular basis. In addition to induction training, The Senior Leadership Team will be expected to
arrange on-the-job training on an as needed basis.

Below is a link to the DFE website with guidance on H&S responsibilities for schools, which should be
used as an additional resource.
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
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https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools

Training Objective

First Aid

The HSE Guidance Document INDG214:

“First Aid at Work — Your Questions Answered”

provides advice and self-assessment criteria regarding the number of first aiders and the fraining level
required. A copy of this document can be found in appendices of this policy.

At Gatehouse School it is our policy to have at least two members of staff trained in Emergency First Aid at
Work. There is also a requirement with the “Statutory Framework for the Early Years Foundation Stage” for
us to have sufficient members of staff trained in Paediatric First Aid to ensure that at least one person who
has a current paediatric first aid certificate is on the premises and available at all times when children are
present, and must accompany children on outings.

COSHH Training

e The Premises Manager be frained on COSHH assessment.
e ALL USERS of hazardous substances to receive training in the safe use of particular hazardous
substances used and emergency procedures.

Manual Handling
e The Premises Manager to be trained on manual handling assessment.
e ALL those involved in manual handling, where a risk remains despite the implementation of other
confrol procedures, should receive manual handling training.

11



6. FIRE & EMERGENCY PROCEDURES

Introduction

The Bursar and Premises Manager are responsible for ensuring that adequate fire and emergency
procedures are in place.

The Bursar is responsible for ensuring that Fire Risk Assessments have been completed covering the
whole school.

All staff and pupils have a responsibility for their own safety, the safety of their colleagues, guests,
visitors and the school’'s contractors in the event of a fire or other emergency.

General Fire Precautions

The Regulatory Reform (Fire Safety) Order 2005 requires employers to formally assess the risk of fire to their
employees at work as part of the general risk assessment required by the regulations.

The above legislation requires employers to provide:

Means of detecting fire and giving warning
Means of escape

Means of fire fighting

The fraining of staff in firefighting.

The School’s Responsibilities

An audible fire alarm system must be installed and must be capable of being heard in all areas of
the school.

All alarm systems (e.g. break glass systems) must be simple to operate, be in a conspicuous position
and have clear operating insfructions.

All fire alarm systems must be checked by operation at least once every 3 months. All false alarms
must be investigated and the incident recorded.

All areas of escape must be clearly marked and those exits kept free from all obstruction. No fire exits
will be locked other than by crash bars and bolts or other similar approved devices.

Suitable and sufficient Fire Doors must be provided, capable of isolating areas of the
accommodation and an emergency lighting system must automatically operate during evacuation
if the main lighting system fails.

Portable fire extinguishers of the correct type must be provided throughout all the school buildings.
They should only be used in an emergency by those staff that have received fraining in the
practical use of fire extinguishers.

All equipment/apparatus provided to extinguish fires must be overhauled at least annually. It must
be replenished immediately if partially or totally discharged whether by accident or design.

A comprehensive emergency evacuation procedure must be devised and occupants must carry
out regular drills to ensure familiarity i.e. once each term. Copies of the procedure must be
conspicuously posted on notice boards.

The evacuation procedure must include special arrangements for physically disabled or sensory-
impaired staff, pupils or visitors to the school.

12



Responsibilities of the Senior Leadership Team

To ensure that all staff are aware of their responsibilities in the event that the school needs to be
evacuated.

Review the findings of the fire risk assessment and take action where appropriate in accordance
with recommendations made.

Ensure all pupils, visitors, staff and temporary staff must be shown where the fire exits are situated.
Report any faults with fire safety equipment to the Premises Manager immediately.

Encourage staff to be vigilant in ensuring exit routes are kept free of obstructions.

Practical Fire Safety and Prevention for All Staff

All fire exit routes and fire doors must be kepft free of obstructions at all fimes.

Fire doors must be kept shut at all times and not held open by any means other than where
Dorgard units are installed.

Fire extinguishers and fire blankets must be stored on the correct wall bracket or fire station and
not moved to other locations or employed for other purposes, e.g. door stop. They must be at
readily accessible heights and conspicuously marked with an unobstructed sign at high level. Fire
extinguishers must only be used by those staff who have received training in their practical use.

Good housekeeping and tidy storage of all materials and waste will reduce the risk of a fire.

Report any faults on electrical or gas equipment and cease the use of it if there is an obvious or
real risk of a fire.

Fire Training

General Staff fraining in fire evacuation procedure must include:

Safe evacuation of pupils from the premises is the priority for all staff

Keep calm, quiet and do not panic.

Operate the nearest fire alarm point.

If possible, turn off the gas or electric supply to all equipment

Close doors and windows if practicable.

Do not attempt to extinguish or smother the fire unless it is safe to do so.
Leave the premises in an orderly manner by the nearest available safe route.
Proceed to the nominated Assembly Point.

The Senior person af the incident will take responsibility for reporting any missing staff fo the Fire
Brigade as soon as they arrive.

Only staff who have received fire fraining, including practical use of firefighting equipment, must attempt
to extinguish any small fire and then the following applies:

Personal safety is paramount and no risks must be taken.
If the fire gets larger, cease any attempts to extinguish it and leave the premises.

Attempt to extinguish or smother the fire by using only the correct extinguisher or fire blanket. If in
any doubt at all, do not attempt to tackle the fire.

13



All staff should undergo an approved fire-fighting course, which would include practical use of fire
extinguishers.

Fire Evacuation Procedure

Gatehouse School publishes a separate Fire Evacuation Procedure which should be followed at all
times. Staff should be aware of this procedure.

A copy of the Fire Evacuation Procedure can be found in appendices.
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7. OUT OF SCHOOL VISITS

Out of school visits have been restricted due to COVID the school will follow all government guidelines
and school visits will only proceed when considered safe according to the Department for Education.
This will be kept under review.

Pupils are encouraged to enjoy a wide range of extra-curricular activities at Gatehouse School. A
number of these will be conducted offsite and range from day/evening visits locally to trips abroad.

We take note of the HSE Guidance Document:
“School Trips and Outdoor Learning Activities” a copy of which is included in the appendices of this

policy

Parental Consent

Parents will be made aware of the likely risks and their management so that consent can be given or
refused on an informed basis. Parental consent will be required for all such activities. Overseas trips, trips
involving an overnight stay and hazardous activities will require specific consent. Parents will be given
full information on the trip / nature of the hazardous activity.

Visit approval

All off-site activities require approval from the Head.

For every educational visit there will be a Group Leader who manages the whole visit and approval will
be conditional upon a satisfactory risk assessment and emergency arrangements. Any visit near water
additionally requires an alternative plan B to be implemented in inclement weather conditfions.

Competence
The Head should set the standards of competence required for each type of visit and approve the
assignment of competent staff.

Educational Visits Policy
A separate policy exists which details all the procedures to be followed in respect of planning and
participation in educational visits.

Review

The Educational Visits Policy and any procedures should be regularly reviewed and informed by good
practice.
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8. HAZARDOUS SUBSTANCES

COSHH ASSESSMENT

Definitions

Substances that are ‘hazardous to health’ include substances labelled as dangerous (i.e. very toxic,
toxic, harmful, irritant or corrosive) under other statutory requirements, agricultural pesticides and other
chemicals and substances with occupational exposure limits. They also include harmful micro-organisms
and substantial quantities of dust and indeed any material, mixture or compound used at work, or arising
from work activities, which can harm people’s health.

Assessment
e An assessment is required to identify all hazardous substances, which are used at each location.
All cleaning products and other potentially hazardous products are listed on the following page
and all hazardous products have been identified.

e All chemicals are purchased from approved suppliers and no other hazardous substances can
be used under any circumstances.

e We have endeavoured to find the least hazardous chemical for each specific task - and we will
substitute less hazardous chemicals if and when these become available. We rely to a large
extent on the manufacturers and suppliers of these products to keep us abreast of new
developments.

e The safety data sheets, which are easily accessible at all times, detail specific information about
each of these substances. Our policy is to update this information whenever our suppliers provide
new information, or whenever a new product is purchased.

Staff Information

All staff who use these chemicals have been informed about the hazards - and know where to find
information about each product should this ever be required. Staff training is conducted by the suppliers
of these products on an annual basis.

Personal Protective Equipment (PPE)
e PPE (e.g. gloves) will be available for staff. All PPE will be kept in good condition and replaced
as necessary.
Hands should always be washed after using chemicals.
Any cuts should be properly covered with a blue waterproof plaster, and then rubber gloves
worn, before handling any chemical.

Supervision
Department Heads must supervise staff especially those who have only recently been trained to
ensure:

- They are using chemicals in the correct way

- PPEis worn where appropriate

Pesticide Use
e All pesticides will be safely and securely stored and will be under lock and key except
when being manipulated.

Science Teaching

The Association for Science Education (ASE), publishes a handbook resource specifically for primary
schools named "Be Safe”. Gatehouse School staff are expected to follow the guidance in this
publication a copy of which is available from the School's Science Coordinator.

The school’'s Science Coordinatfor, in conjunction with the Health & Safety Coordinator, will be

responsible for ensuring that safe practices are adopted throughout the school in all practical aspects
of the science curriculum.
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9. MANAGEMENT OF ASBESTOS

Introduction

Asbestos is no longer manufactured in the UK and is not used in new building materials. However, it has
been used extensively in the past for many purposes and may be present in areas such as floor and
ceiling tiles, cement cladding, gutters and pipe lagging. The risk from asbestos comes from inhaling its
fibres, which can cause cancer in the chest lining and lungs. If asbestos fibres do not become airborne,
e.q. if the asbestos is in good condition and not disturbed, exposure does not occur. People in the
building and maintenance trades can be inadvertently exposed when working in buildings. This can
lead to repeated exposure, which may be high depending on the tools being used.

Identification

An inspection or survey of the premises has been carried out by a specialist contractor to establish if
there is asbestos, how much and in what condition. All materials that cannot be ruled out will be
presumed to contain asbestos. This inspection will be reviewed or repeated at intervals of not less than
5 vyears or after significant  building work or alterations have been carried out.

Materials may be sampled to establish whether asbestos is present.

Asbestos Register

A detailed and accurate record of the findings will be made including, whether asbestos containing
materials are present, where they are located, what condition they are in and what type of asbestos is
there (if known). The Bursar will hold the Register.

Risk Assessment
Where asbestosis present or liable to be present arisk assessment will be carried out to produce a ranking
of materials that reflects the risk they present to people working on or near them.

A standardised assessment approach based on that suggested by HSE in MDHS 100 will be used.

The assessment will consider the hazards the materials present to human health in ferms of their
likelihood of releasing fibres into the environments. The potential for fibre release can be determined
by these factors (material assessment)

- Type of material and properties (friability)

- Type of asbestos used

- Condition of material or sealant

The risk they present to people working on or near them can be determined by considered these
factors

- Occupant activity

- Llikelihood of disturbance

- Human potential exposure

- Maintenance activity

Management Plan
The Bursar will coordinate with relevant contractor to prepare and implement a plan setting out how
the risks from any asbestos found will be managed based on the following.

Good condition

e Monitor condition yearly

e Employees, contractors, and other workers likely to disturb material informed
Minor damage

e Repair or encapsulate material

e Label and monitor the condition of material 6 monthly

e Employees, contractors, and other workers likely to disturb material informed
Poor condition

e Remove
Asbestos disturbed

e Remove

17



e If the assessment indicates that any repair or removal work needs to be done this will be prioritised
and carried out by a specialist/licensed contractor.

e Where asbestos-containing material is in a sound condition it will be left in place and labelled as
such.

e If asbestos or anything suspected of containing asbestos is found during work in any area where
asbestos has not been previously identified, work MUST STOP. The area will be protected from further
damage and a specialist contractor consulted to sample the material and further actions
determined on the result of analysis.

e Checks will be carried out to ensure that the material remains in a safe condition at a frequency
dependant on the likelihood of damage (to be determined for each situation — each term or yearly)
and that signs are still present, clear and readable. Records to be kept with the Register.

e Our policy is fo review management options in cases of deterioration.

Information

Information about the location and condition of asbestos containing materials will be provided to
employees, building maintenance confractors, and other visiting contractors including
telephone/computer engineers. Where applicable they will be told that there are potential risks to their
health if they disturb it and of the possibility of coming across hidden asbestos materials.

Contractors are not permitted to start work before they are given the relevant information on any asbestos
present and are issued with a permit to work.
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10. WORK EQUIPMENT

Definition
Workplace equipment is defined as ‘any machinery, appliance, tool or installation for use at work. This
includes items such as hand tools, ladders, woodworking machines, power presses and fall arrest
equipment.

Legislation

The two principal sefs of regulations covering the safe use of work equipment are the “Provision and
Use of Work Equipment Regulations 1998" (PUWER) and the “Lifting Operations and Lifting Equipment
Regulations 1998” (LOLER).

e PUWER requires employers to select work equipment suitable for the work it is supposed to do and
ensure it is used according to the manufacturer's instructions.

e The regulations also require employers to inspect work equipment where significant safety risks could
result from incorrect installation or relocation, deterioration, or as a result of exceptional
circumstances.

e In addition, PUWER requires employers to assess all mobile work equipment that is used at a
workplace and install appropriate safety devices, such as adequate braking devices, to enable
mobile equipment to brake properly on gradients, or profective cages to protect operators in the
event of mobile equipment rolling over.

e |OLER applies over and above the general requirements of PUWER in dealing with specific hazards
and risks associated with lifting equipment and lifting operations.

Risk Assessments
It is a requirement under the above regulations to conduct risk assessments for all activities involving
the use of work equipment.

Training and Instruction

It is the responsibility of the school to ensure that work equipment is operated in a safe and correct
manner. Managers, supervisors and operators must receive adequate training and instruction on the
safe use of work equipment and how to report any defects.

Training will include:
e All health and safety aspects arising from the use of work equipment;
e Any limitations on these uses;
e Any foreseeable difficulties that could arise
e The methods for dealing with them.

In addition to the above, for certain types of machine, specific training requirements exist and
guidelines are available. These will be covered in detail in the specific risk assessments.

Training will be provided if there is a change in the working procedures or if any new technology or
equipment is infroduced into the workplace.

Employee responsibility

Employees, especially machinery operators have a legal responsibility to ensure that work equipment is
used in as safe a manner as possible. Machinery operators will be reminded of their responsibility as
part of their training.

Lighting

Another essential requirement in ensuring the safe operation of work equipment is the provision of
adequate lighting. The school is responsible for ensuring that lighting in the workplace will be sufficient
fo:

e Allow people to notice hazards and risks
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Be suitable for the environment and type of work;

Allow people to see properly and discriminate between colours;

Not cause glare, flicker or stroboscopic effects;

Not result in excessive differences in luminance within an area or between adjacent areas
Be suitably positioned so that it can be maintained or replaced, and disposed of safely.

Emergency lighting

In addition, employers are required to provide suitable and sufficient emergency lighting where a failure
in the artificial lighting would put employees at risk. Emergency lighting must also be tested and checked
atregularintervals to ensure it works properly — the more hazardous the environment, the more frequently
it needs to be checked.

Ventilation

Good ventilation is also important for a safe and healthy workplace. The school is responsible for ensuring
that workplaces are properly ventilated by an appropriate quantity of fresh or purified air so that stale,
hot or humid air is replaced at a reasonable rate and that unpleasant smells are minimised.

Where mechanical ventilation systems are installed, these will be regularly tested, cleaned and
maintained so that the system remains free of contamination and continues to work efficiently.
However, in all cases, workers should not be exposed to uncomfortable draughts — and this applies
whether air is supplied through a window opening or by an air conditioning system. This means that the
direction of airflow has to be confrolled where mechanical systems are used.
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11. WORKING AT HEIGHT

Definition
The HSE defines work at height as work in any place - including at, above or below ground level — where
a person could fall a distance liable to cause them personal injury.

In practical terms this covers a wide range of activities, such as:
e Using a ladder to carry out window cleaning, maintenance and other tasks;
e Working on a flat roof, scaffold or from a mobile elevated work platform;
e Working on the back of a lorry or climbing fixed structures to perform maintenance activities
e Working at ground level close to an excavation area that someone could fall into.

Legislation
The “Work at Height Regulations 2005” (WAHR) came into force on April 6, 2005. The overriding principle
of these regulations requires employers to do all that is reasonably practicable to prevent anyone falling.

The Regulations set out a simple hierarchy for managing and selecting equipment for work at height.
The school must ensure that:

e Work at height is avoided where possible;

e Work equipment or other measures are used to prevent falls when working at height.

e Where the risk of fall cannot be eliminated, work equipment or other measures are used to
prevent accidents.

The Regulations require the school to ensure:
e Allwork at height is properly planned and organised;
All work at height takes account of weather conditions that could endanger health and safety;
Those involved in work at height are trained and competent;
The place where work at height is done is safe;
Equipment for work at height is appropriately inspected; the risks from fragile surfaces are
properly controlled;
e The risks from falling objects are properly controlled.

Risk Assessments
It is a requirement under the above regulations to conduct risk assessments for all activities involving
work atf height.

Training and Instruction

It is the responsibility of the school to ensure that everyone involved in the work is competent (or, if being
frained, is supervised by a competent person). This includes involvement in organisation, planning,
supervision, and the supply and maintenance of equipment.
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12. MAINTENANCE

Building and Equipment

e All buildings and equipment will be kept in good repair and condition and service contracts
will be maintained for all major items.

e  Work equipment must be maintained so that it continues to operate correctly and does not
put people at risk.

e Maintenance activities will only be carried out by competent individuals who are frained to
do the work and will be carried out in accordance with any manufacturer's recommendation
relating to the equipment.

e Copies of all service confracts will be kept and all service visits under these contracts will be
recorded.

e Any defects to equipment noted by users should be notified to the Premises Manager

e If arisk of injury exists, use of the equipment must stop.

e Itis the responsibility of the individual fo ensure classrooms etc. are secured when left i.e.
windows shut, lights off.

e Corrective action taken in relation to any defect notified by user, service engineer or as a
result of periodic inspection should be recorded. The Premises Manager should take action to
stop use if deemed necessary by a competent person following an inspection.

Electricity at Work

Legislation

The “Electrical Equipment (Safety) Regulations 1994" require that electrical equipment must be safe for
humans and domestic animals, but also must not cause damage to property. Electrical equipment that
saftisfies the requirements of the 1994 Regulations must have the “CE marking” affixed to it. The Electrical
Equipment (Safety) Regulations 1994 were revoked on 8 December 2016, but continue to apply to
relevant products placed on the market prior to this date.

Electrical safety in workplaces is specifically legislated for over and above the general duty of care owed
by employers to their employees and members of the public under the HSE Act. The Electricity at Work
Regulations 1989 establishes general principles of electrical safety. The regulations not only require
employers to prevent electric shock, but also have regard to all foreseeable risks. These should include
the suitability, design, construction and installation of electrical equipment for specific tasks.

Actions to comply
The School will take all necessary steps to comply with the above regulations. The school recognises
that they have to infroduce a formalised system of maintenance for all electrical systems.

e The school will ensure that fixed electrical installations are inspected and tested by a
competent person at least every 5 years.

e The school will prepare an inventory of all electrical apparatus used in the School and this will be
roufinely inspected and fested and an appropriate register kept. All such apparatus will be
visually inspected at the start of each term and any defects rectified. Where pupils bring
electrical equipment onto the school premises, the school will write to the pupil's parents to the
effect that the school expects all equipment to be to a high standard of manufacture and
maintenance.
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e Portable Appliance Testing is carried our annually by a suitably experienced external contractor
under the supervision of the Premises Manager.

GAS SAFETY

The gas supply only services the heating system boilers. The gas boilers are maintained in accordance
with the manufacturers specification and are serviced annually. Only “Gas Safe” registered
contractors are allowed to service the boilers or work on the gas supply.

The gas supply can be isolated from outside of the main building.

KITCHEN AND CATERING

Catering at Gatehouse School is under Holroyd Howe who takes care of every aspect of our catering.
They are professionals in the field of school catering and are highly regarded.

They state: “It's our Health and Safety policy of Holroyd Howe in partnership with our clients to promote,
so far as is reasonably practicable, the health, safety, and welfare of our employees and people who
are not our employees, but who may be affected by our work activities, including contractors,
customers, and visitors.”

We recognise its responsibility for the safety of its pupils and staff and the need for awareness of the risk
fo individuals who may suffer from allergies or intolerances, particularly those that carry a life threatening
reaction. The School recognises that we have staff as well as pupils on our roll who suffer from an
identified allergy; most commonly these include peanut, free nut, milk, egg, soy, wheat, fish and shellfish.
Staff need to be aware that other members of staff and some pupils may be allergic to certain other
foods. It is the responsibility of our staff to gain an understanding of the individual needs of the pupils in
their care.

We seek to raise awareness; clarify practice and reassure staff by providing them with guidelines to
adhere to when working with pupils who have an identified allergy.

We aim to Identify the potential threats and the actions which the School and parents can reasonably
take to prevent the presence of foodstuffs containing allergens in the School. We Identify safeguarding
and fraining requirements amongst staff and pupils in order to reduce, as far as possible, the risk of an
allergic reaction.

Potential Risks:

e Any food on the School premises provided by ourselves or from outside.

e Food brought into school for food projects.

e Contfact between persons who have handled foodstuffs known to present a risk of an allergic
reaction (in or outside school) and allergy sufferers, without appropriate handwashing.

e Catering for our events.

e Misinterpretation or a lack of understanding of the differences between a life threatening
‘allergy’ or an ‘intolerance’ which may produce milder symptoms.

e Lists of ingredients not explicitly naming the allergen (e.g. casein and whey as milk derivate,
arachis oil is another name for peanut ail).

All areas deemed unsafe for the children are behind closed and locked doors. Food is checked for

suitable temperature. Holroyd Howe has an excellent rate of cleanliness and hygiene; all staff are highly
frained through a regular rolling programme.
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13. LEGIONELLA CONTROL & WATER HYGIENE

Introduction
e Legionnaires’ disease is a potentially fatal type of pneumonia contracted by inhaling tiny airborne
droplets containing legionella bacteria. Legionella bacteria are common and can be found in
water systems, wet air conditioning plant, spa baths/whirlpools and fountains and water features.

e Water systems must be operated so as not to allow proliferation of the organisms and to reduce
exposure to water droplets and aerosol.

e The Approved Code of Practice and guidance, L8 “Legionnaires’ disease — The Control of
legionella bacteria in water systems” gives practical advice on the requirements fo meet
regulafions such as COSHH 2002 (concerning the risk of exposure to Legionella bacteria) and the
Management of Health and safety at work Regulations 1999.

Identification and risk assessment
A specialist external contractor will be appointed to carry out a Risk Assessment.

Monitoring of precautions

The confractor will carry out testing of water samples on a periodic basis as identified in the risk
assessment. The risk assessment will also identify regular maintenance and testing which will be carried
out by the school’s staff on a regular basis.

Any maintenance issues or shortcomings with equipment or pipe work identified in the risk assessment

will be rectified. The Bursar and the Premises Manager will be responsible for ensuring these tasks are
completed within a reasonable time scale.
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14. MANUAL HANDLING

Introduction
Manual handling means the movement of a load from one place to another by the application of
physical effort, and includes lifting, carrying, pushing or pulling.

Our aim is to reduce the risk of injury to Gatehouse School staff and pupils. Before any manual handling
task, the following points should be considered: -

1. Assess the weight of the load.

2. Can manual handling of the load be avoided and mechanical assistance be used instead?
This could include the use of a trolley or lift.

3. If notf, do you need help moving the load?
4. If more than one person is involved, you must work as a feam with one person supervising.
You can reduce the risks of injury: -

e Store loads at waist height.

e Use good handling technique (see fraining notes).
e Use task rotation.

e Make the loads smaller and easier to handle.

e Do not over-reach or twist when manual handling.
e Make sure assistance is available if necessary.

e Do not overload rubbish bags.

e Make allowance for reduced strength as a result of tiredness, poor health, pregnancy and for
young persons.

e Check that clothing will not get in the way

Assessment
Where the risk assessment indicates the possibility of risks to employees from the manual handling of
loads, the requirements of the Manual Handling Regulations should be followed.

The Regulations establish a clear hierarchy of measures:

e Avoid hazardous manual handling operations so far as is reasonably practicable - this may be
done by redesigning the task to avoid moving the load or by automating or mechanising the
process;

e Make a suitable and sufficient assessment of any hazardous manual handling operations that
cannot be avoided; and

e Reduce the risk of injury from those operations so far as is reasonably practicable - particular
consideration should be given to the provision of mechanical assistance but where this is not
reasonably practicable then other improvements to the task, the load and the working
environment should be explored.

A formal assessment is not required for tasks that do not involve a significant risk of injury.
Guidance On Manual Handling Operations

The normal operation of a school willinvolve a degree of manual handling of items, the majority of which
will be of insufficient weight to need further assessment.
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The following guidance should be considered to see if the task could be safely completed within the
limits of the advice given. For the purposes of this guidance, the following assumpftions have been made
and any variance from them will require an allowance to be made:

Working Environment

e Floor surfaces are flat and firm without changes in level.
Adequate space to manoeuvre.
Comfortable working environment.
Sufficient well directed lighting.
Size and shape of the load make it easy to lift close to the body.
The load is on a suitable flat surface.

Physical Capability
e Staff are physically fit with no history of injuries or health problems that could affect their ability
to lift and carry.
e The manual handling is being carried out by one person only.
e Female staff are not pregnant.

Procedures
e Allstaff should follow the advice given in this policy with regards to manual handling, lifting
techniques and use of equipment

The following diagrams show the official advisory weights that can be lifted or lowered safely for 25% of
working people. If the load passes through one or more of the different weight zones, the smallest
weight zone must be used.

There is no need for further assessment if the following guidance is complied with:

General Risk Assessment Guidelines

' kag 5kg
kg |7k W g v
_ & iy "20kg 10kg Shoulder height
Shoulder height 7kg [13kg l' N —p ———
[l ' .
i ——— Elbow height
Elbow height 10kg [16kg "’ (!!ZSkg 15kg
{
5 @ Knuckle height
nuckle heig
Knuckle height 7kg 13k g 200 | 10k Mid lower leg height
Mid lower leg height 3kg | 7kg ! 10kg | 5kg
Women Men

If the manual handling operation involves holding or lifting the load at arm's length, the maximum
weight that can be liffed must be halved e.g. 20kg down to 10kg.

If the manual handling operation involves turning with the load, the maximum weight that can be lifted
must be reduced by 20%, e.g. 20kg down to 16kg.

If the manual handling operation involves teamwork of two people then the weight that can be safely
carried is two thirds of their combined fotal, e.g. 2 x 20 = 40kg down to 26kg.

Training

Appropriate fraining will be provided to all staff regarding the safe procedures for liffing and manual
handling.
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15. CONTROL OF CONTRACTORS

Introduction

It is important that the activities of contractors on site are properly co-ordinated. Many accidentsinvolve
contractors and it is essential to consider how their work may affect each other and how they interact
with Gatehouse School’s activities. There is a need for communication and close co-operation to make
sure that all risks associated with the work are covered and all parties meet their obligations.

Application
e ‘Internal contractor’ — long-term ‘permanent’ contractor.

° ‘External contractor’ - other than those above.

This procedure only applies to those carrying out work on the building or equipment.

Gatehouse School will: -
e  Plan work involving contractors.
e Assess the competence of confractors before selection.
e Work with them at any stage when they are on site.

e  Moniftor and review work carried out by contractors.

Responsibility

The Bursar and Premises Manager will be responsible for the operation of this procedure as it relates fo
building and maintenance works and any cleaning confractors.

Selection

e The competence of contractors will be checked to make sure proper provision has been made
for controlling risks.

Planning

® A Specific Permit-to-work procedure will operate for more hazardous activities i.e. Hot Work

Working on site
e A manual signing-in and out records what confractors are on site at any given time.
e Confractors must sign-in and out at Reception and collect a red Visitor lanyard.

e Confractors will be assigned a site contact where General Access Permits have been issued
and additionally a ‘responsible person’ in the case of specific permits to Work.

e Confractors will abide by Gatehouse School rules and regulations.

Keeping a check

The Bursar and/or Premises Manager will keep track of progress until the job finishes. This responsibility
may be delegated this to another site contact but the Bursar or Premises Manager will retain
responsibility. For longer jobs the confractor will make contact with the site contact each day to
communicate any health and safety issues that arise.
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16. FIRST AID

Definition
First Aid is the first assistance or freatment given to a casualty for any injury or sudden iliness before the
arrival of an ambulance or qualified medical expert.

Legislation

Employers must inform employees of the first aid provisions, and nominate someone who will be
responsible for first aid freatment within the school. The ‘nominated person’ should also take charge of
the situation (e.g. call an ambulance) if a serious injury or maijor illness occurs.

Nominated Person
At the school the ‘nominated person’ is the School Nurse.

First Aid Boxes
The School Nurse is responsible for the upkeep of first aid boxes and for ensuring that staff know where
the first aid boxes are located.

First aid boxes must be located where all staff have access — not locked in an office or cabinet.

First Aid Policy
The school has a separate first aid policy which details all specific and non-specific procedures to be
followed. It also includes a schedule of all first aid tfrained staff. Please refer to the school’s first aid policy.

For further guidance please see the HSE guidance First aid at work
https://www.hse.gov.uk/pubns/books/174.nm
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17. YOUNG PEOPLE AT WORK

An assessment has been conducted to determine whether there are any special risks attached to young
people working at Gatehouse School.

The assessment has been based on advice provided by the Health and Safety Executive (HSE) in their
publication *Young People at Work — a guide for employers”. -

The main risks that could affect young people largely relate to their inexperience, lack of awareness of
existing or potential risk, and their immaturity.

As we do not employ people below the age of 18 years, the health & safety implications relating to

young people are adequately addressed by our normal health & safety management procedures.
Should this policy change, we will review our assessment.

29



18. NEW AND EXPECTANT MOTHERS

Responsibilities

The Management of Health and Safety at Work [Amendment] Regulations 1994 require employers to
carry out an assessment of the risks fo the health and safety of new and expectant mothers from any
processes, working conditions or physical, biological or chemical agents to which they are exposed
whilst af work

A new or expectant mother means an employee who is pregnant, who has given birth within the
previous six months or who is breastfeeding [no time limit].

The school is not required to take any action until the employee has notified them in writing that
she is pregnant, has given birth within the previous six months or is breastfeeding.

Pregnancy should not be equated to ill-health but should be regarded as part of normal life
and the health and safety implications for the employee can be adequately addressed by
normal health and safety procedures.

Employees should be informed of identified risks and what action is being taken to ensure they
are not exposed to risks that could cause them harm.

Where risks are identified and cannot be removed, the risk should be controlled. If there is still a
significant risk giving rise fo genuine concern, the school should take the following sequential
action:

a. Temporarily adjust the employee's working conditions and/or hours of work. If it is
unreasonable to do this or it does not avoid the risk, then:

b. Offer suitable alternative work if any is available. If this is not feasible then:
C. Suspend her from work for as long as is necessary to protect her safety or health or that

of her child. The decision to fake this step must be referred to Head or Bursar as the
employee would be on paid leave.

The school will follow government guidance in relation to expectant mothers and the risks posed to them
from covid.

Risk Assessment:

The main hazards to which the employee is exposed in Gatehouse school are manual handling,
extremes of temperature, movement and posture, working with VDUs and general safety matters
relating to the premises, e.g. slippery floors.

Risk assessments for the above hazards have been carried out but day-to-day management of
risk can only be undertaken at the workplace and responsibility for ensuring controls are
implemented rests with the Head or other member of the Senior Leadership Team nominated by
the Head.

The risk assessments should be regularly reviewed. Whilst many of the hazards are likely to remain
constant, the risks to the employee vary at different stages of the pregnancy.

Generic Assessments:

Manual handling

Hazard

Risk

Manual handling where there is a risk of injury, e.g. heavy weights or repeated and
continual lifting.

Muscle strain, ligament damage or posture problems causing foetal lesions and/or likely
to disrupt placental attachment.
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Remedy

Hazard

Risk

Remedy

Address the specific needs of the employee and reduce the amount of physical work
expected of her.

Extremes of temperature
Working in hot and humid conditions or in cold conditions.

Fainting and heat stress in hot conditions. Impairment of breastfeeding caused by
dehydration. No specific problems from working in cold conditions.

Reduce the amount of time spent in hot and humid conditions. Provide rest facilities and
refreshments.

Movement and posture

Hazard

Risk

Remedy

Fatigue from standing and other physical work. Excessive physical or mental pressure.
Working in confined workstation particularly during the later stages of pregnancy.
Impairment of dexterity, agility, co-ordination, speed of movement, reach and balance
increasing the risk of other accidents.

Miscarriage, premature birth, low birth weight, anxiety, raised blood pressure, strains and
sprains.

Ensure hours of work, the volume of work and the pace of work are not excessive. Ensure
proper seating is available. Longer and more frequent rest breaks where possible. Adjust
workstations or procedures to remove postural problems. Ensure all normal procedures are
adopted to reduce the risk of accidents, e.g. preventing slippery floors and stairs by good
standards of housekeeping.

Working with DSE

Hazard

Risk

Remedy

Stress and anxiety about the possible effects of radiation emissions from the display screen.
Poor workstation layout and poor seating arrangements.

No proven links between miscarriages or birth defects and exposure to radiation when
working with DSE. Posture problems causing foetal lesions and/or likely to disrupt
placental attachment.

Provision of proper workstation and seatfing arrangements.

Senior Management Team Responsibilities

To inform the Bursar when they are informed that an employee is pregnant and when any decision is
required to suspend the employee from work for Health & Safety reasons.

To regularly assess the hazards to which the employee is exposed and to do what is reasonably
practicable to reduce or remove the risk using the criteria listed above and to record it on the assessment
form. A template assessment form is included in appendices of this policy.

To ensure there are facilities for the employee to rest and to express and store milk if necessary.

To be aware of the following aspects of pregnancy that may affect the ability of the employee to work
in a school environment:

o Morning sickness Early morning work

o Backache Standing - Manual Handling - Posture
o Varicose veins Standing - sifting

o Haemorrhoids Working in hot conditions
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oFrequent visits to toilet Difficulty in leaving classroom or workstation

oTiredness Length of working day
oBalance Problems working on slippery floors
oComfort Problem of working in a small workstation

Employee Responsibilities

To inform their Line Manager in writing when they know they are pregnant.

To provide the Certificate of Confinement MAT B1, confirming the pregnancy when requested
in writing to do so.

To co-operate with the Headteacher or designated member of the Senior Leadership Team in
carrying out regular assessments.
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19. DISPLAY SCREEN EQUIPMENT

Introduction

The Health and Safety [Display Screen Equipment] Regulations 1992 (amended regulations 2002) are
designed to protect people, the users, who regularly or confinually use display screen equipment,
commonly known as a VDU.

The user is someone who habitually uses DSE as a significant part of his normal work, depends on it to do
his job, has no discretion as to its use, uses it daily for prolonged spells of 1 hour or more and requires a
high level of performance and concentration to complete the work satisfactorily.

The main health risks to the user, which can be associated with operating DSE, are physical problems
[musculoskeletal, posture, repetitive strain injury], visual fatigue and mental stress.

Workstations
The workstation where the DSE is used should be assessed and should be suitable for the use.

Display Screen
The characters on the display screen should be well defined, clearly formed, of adequate size with

adequate space between them. The image on the screen should be stable with no flickering. The
brightness and contrast between the characters should be easily adjustable. The use of anti-glare
devices is nof recommended.

The screen should swivel and filt easily to suit the needs of the user; it should be possible fo use it on a
separate base or table and should be free of reflective glare and reflections.

Keyboard
The keyboard should be filtable and separate from the screen. There should be sufficient space in front

of it to allow a comfortable and supported working position for the user’'s hands and arms.

The keyboard should have a matt surface to avoid glare, and the symbols on the keys should be
contrasted and legible.

Work Desk or Work Surface

The work desk should be large enough to allow for the screen, keyboard, related equipment and
documents to be arranged to find a comfortable working position for the user. It should have a low
reflectance surface.

Work chair
The work chair should be stable and should allow the user to find a comfortable position and to have
freedom of movement.

e The seat of the chair should be adjustable in height.
e The back of the chair should be adjustable in height and filt.
e A fooftrest should be available if required by the user.

The Working Environment

The working area should have suitable lighting, which gives an appropriate contrast between the screen
and the background without glare or reflection and allows the user to easily read any other documents
being used. The workstation should be positioned where there is no glare or reflection from natural or
other light sources. If necessary, windows should be fitted with suitable blinds to reduce this effect.

The Work Routine
If the use of the DSE involves continual or intense spells of use, the work should be planned so that breaks
can be taken or other work carried out away from the screen.

Wherever possible, the work routine should be organised so that the DSE should not be used for continual
periods exceeding one hour.
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Eyes and Eyesight Testing

The user of DSE is enfitled, upon request, to have an eyesight test. The School pays for the cost of the
test. If the test shows that the user requires ‘Special Corrective Appliances’ [normally spectacles] fo
operate the DSE, these will be provided atf the School's expense.

Training
DSE users should be given information and training in the Health and Safety requirements needed to
work with DSE in a safe manner. This must include how to adjust their chair and set up the workstation.

Risk Assessment
A DSE Assessment Form template is included in Appendices of this policy. The assessment form should be
completed in all instances where the DSE is used for 1 continuous hour or more on a daily basis. If any of

the questions produces a ‘NO’ answer, corrective action is required to remove the risk and ideally
produce a ‘YES' answer.
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20. WORK RELATED STRESS

Definitions
The Health and Safety Executive (HSE) defines stress as “the adverse reaction people have to excessive
pressure or other types of demand placed on them”.

Responsibility

It is the responsibility of all levels of management under the guidance of the Head and the Bursar to
minimise ill-health as a result of work related stress. This statfement sets out our intentions to review the
current situation and determine the best way forward for the school.

Main factors
The main factors (stressors) that can lead to work related stress have been defined by the HSE as:

demands  relationships
confrol roles

support change

Risk Assessment

To determine if there are problems within the school which are leading to or which could result in work
related stress, and to define these problems in detail; senior management within the school will identify
those areas considered to have the greatest potential for stress.

Please refer to Gatehouse School’'s Wellbeing Policy.

Our approach will be to focus on the concerns of the majority of employees. In this way, any actions
taken by the school to address issues will have the greatest impact on staff as a whole. However, it is
also important to address the concerns of individuals and small groups within the school.

Consultation

The next step will be to consult with employees to confirm the nature of any problems and agree what
action could be taken to reduce stress levels. The exact method of consultation is yet to be decided but
may take the form of small groups working on specific issues.

Action
Corrective action to resolve or deal with problems will then be implemented. Individual issues that
have arisen should also be reviewed at this time.

Feedback & review
Staff response to any changes and corrective action will need to be closely monitored throughout. It is
recognised that monitoring stress levels within the staff at the school will become part of the on-going
management process.
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http://www.hse.gov.uk/stress/stresspilot/standards.htm#demands
http://www.hse.gov.uk/stress/stresspilot/standards.htm#control
http://www.hse.gov.uk/stress/stresspilot/standards.htm#support

21. LONE WORKING

Only a small restricted number of staff have access to the school premises outside normal working hours.
It is acknowledged that there is potential risk associated with someone working alone on the premises.

The following procedures apply to lone working:

Lone workers should let their whereabouts be known to others and keep in regular contact.

If a staff member brings a visitor into the building with him/her, they must be made aware of the
exit routes and emergency evacuation procedures.

Lone workers should keep in range of a telephone or mobile phone with workable signal.
Working at heights must not be undertaken by lone workers.
Electrical maintenance/installation work or hot work must not be undertaken by lone workers.

All persons must make use of control measures and equipment provided to minimise any risks
when carrying out work.

No person should be on the premises alone if they have any known medical conditions that
could make it unsuitable or unsafe to work alone.
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22. SCHOOL MINIBUSES

Restrictions due to Covid

The school will follow all government guidance on travel and will impose any regulations when required.
This will be reviewed daily and the school will advise staff, parents and pupils of any changes
immediately. If necessary, the school will suspend the service until safe to travel.

General

The School operates a fleet of minibuses which are used for the fransportation of pupils. This use includes:
e Morning pick up from home (or pre-arranged pick up point) prior to the start of the school day.

Afternoon drop off to home (or pre-arranged drop up point) at the end of the school day.

Transportation of pupils to weekly sessions at the local public swimming pool

Transportation of pupils on educational visits

Transportation of pupils to sports events

Transportation of pupils for other curriculum activities

Use by the Premises Manager or his staff on school business

Other purposes as authorised by the Headteacher or Bursar

Legal Requirements

The Bursar will ensure that the minibuses are maintained to a road legal standard, that the Road Fund
Licence is paid, each vehicle has a valid MOT ceriificate and that adequate insurance cover is
provided.

A “Section 19 Permit” is required for each minibus.

The Premises Manager will be responsible overall for ensuring daily safety checks are carried out on all
vehicles. Particular attention will be paid to the condition of the tyres and checking all seat belts are in
working order.

Drivers

In most cases a driver will need to hold a D1 entitlement on his/her driving licence to legally be able to
drive a school minibus. In some cases, and with certain vehicles this is not required and individuals may
legally be able to drive a minibus with a standard B entittement on a UK/EU driving licence.
In all cases a driver must satisfy the Bursar or Premises Manager that he/she is competent to drive a
minibus. Where deemed necessary this may include requiring an individual to undergo formal
assessment or driver training. The Bursar will keep a record of all authorised drivers’ driving licence details.
Where applicable, endorsement details will be shared with the school’s insurers.

Driver’'s Declaration & Expectations
An individual will be required to complete a declaration form, a copy of which is included in Appendices
of this policy, before being authorised to drive a school minibus. Drivers will be advised:

« Not to drive if under the influence of drugs or alcohol.

« Not to drive when taking medication that warns the user of drowsiness.

« Not to drive whenill.

« Noft to drive when fatigued.

« Not to drive a vehicle that is in an un-roadworthy condition.

- Toreport any road fraffic accidents, you are involved in.

« Toreport any changes to your driving license.

« Toreport any changes to your original/current driver’s declaration form held by the School.
« Toreport any DVLA nofifiable medical condition.

« To carry out pre use checks on the vehicle to ensure that it is safe and legal to use.
« To contact the School immediately in the case of a breakdown.

« To drive with due care and consideration of other road users.

« To adhere to the Highway Code at all fimes.

« To drive with the vehicle lights on during the day when there is poor visibility.

« To drive within the speed limits.

- To plan your journey to allow sufficient time to complete it safely.
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« Not to use a hand held mobile phone whilst driving.

« To use a hands free phone only when it is safe and legal to do so.

« To use in vehicle technology only when it is safe fo do so.

+  Keep your eyes on the road whilst driving, and not to be distracted by attempting to eat,
drink or read.

- To drive defensively and with courtesy to other road users.

« To ensure the safety of any occupants by ensuring that seat belts are used correctly.

- To ensure any medication required by the children travelling is taken on the vehicle for every
journey.

- To carry out a safety check before each journey.

Children on Minibuses

The number of children carried on the bus will never exceed the number of seats available. Each child
must wear a seatbelt at all times and this must be checked by the driver before departure. It is the policy
of the School not to allow children to sit in the front seat of a minibus. Only in exceptional circumstances,
and only with the permission of a parent, will a child be permitted to sit in the front seat of a minibus and
this is restricted to Year 5 or Year é children only.

Luggage and Other Goods
Luggage, sports kit or other items carried on a minibus must never be stored in such a way that it may
prevent or restrict access fo exits or prevent means of escape in case of emergency.

Lone Drivers / Chaperones

In some circumstances it may be necessary to have a second adult, or chaperone, on a minibus when
fransporting children. In other circumstances this may not be necessary. Each situation should be
subject to arisk assessment. The main points to consider are:

the age of the children travelling on the minibus.

any special needs of the passengers.

the length of the journey.

whether the journey is on local roads or partly on dual carriageways / motorways.

Where a chaperone is not present a driver should immediately pull safely over to the side of the road
and park the minibus before attempting to attend to the needs of passengers.
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23. CIRCULATION OF VEHICLES ON SITE

Parking Area

There is a main parking area just inside the main entrance gates to the school which is fenced off from
the main pedestrian entrance and playground. During school term tfime periods only school minibuses
and other occasionally authorised vehicles use this area.

Playground Area
During school term time periods vehicles are only permitted into the playground are under the
following circumstances:

e school minibuses for turning — by authorised drivers who are vigilant for children present in the
playground — children are supervised by other staff fo keep them away from the minibus whilst
it is being manoeuvred.

e authorised contractors vehicles under the supervision of the Premises Manager or a member of
his staff

Parking or turning is not permitted in the playground area during school term times between 8am and
5.30pm under any other circumstances. During school holidays or at other times outside of the school
day vehicles may be permitted access to the playground but drivers’ attention will be drawn to the
need fo be vigilant for pedestrians crossing the area or emerging from the buildings.

Parents
Parents do not have vehicular access to the school grounds at any time.

24. SCHOOL SECURITY

There are five possible points of entry onto the school site:

MAIN GATE accessible from Sewardstone Road

This gate is only open between 8.30am and 9.00am and again between 3.15pm and 5.30pm with
staggered collection fime, with a “security person” employed by the school to stand by the gate to
ensure that only authorised access is available and that unsupervised pupils are unable to leave the
premises. The remainder of the time access is only possible via an access call system with electronic
gate release from the School Office. CCTV monitoring is in place so that office staff can see who they
are letting in or out.

SERVICE GATE accessible from Sewardstone Road
This gate is usually kept locked with access via security access card only or call button to kitchen (for
delivery drivers access).

DOOR TO EMERGENCY STAIRWELL
This door is generally only used for first access in the morning and last person out at night. It has a “Yale™
fype rim lock keeping it secure. Access from the street is only possible to key holders.

GATE BETWEEN SCHOOL GROUNDS AND CHURCH GARDENS
This gate is kept padlocked af all times and is not to be used,
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25. SLIPS & TRIPS

Slips, trips and falls are the most common cause of injuries in workplaces and the second highest cause
of over 3 day injuries. They occasionally cause fatalities and the financial costs of slip and trip incidents
are considerable. The majority of people in schools are not employees but pupils.

Premises staff take the following steps:

Ensure lighting is maintained to ensure good visibility

Keep paths and steps in good condition to provide a flat even surface

Mark nosing’s of steps and stairs where appropriate

Maintain handrails

Regularly clear leaves etc. from outdoor areas

Apply salt or other products to icy surfaces in winter

Ensure that where trailing cables are used they are not placed across areas of footfall
Ensure that corridors do not become obstructed from overflowing lockers efc.

Be aware of anything which may be a frip hazard and take steps fo minimise the risk
Take prompt action to clear up any spillages which may be a slip hazard.

Although it will generally be the premises staff who take preventative measure all staff have a duty of
care to be aware of anything which may be or may become a slip or trip hazard. If any member of staff
becomes aware of a hazard they should take immediate steps to remove the hazard or restrict access
to it and then notify a member of the premises staff as soon as possible. Potential hazards should be
brought to the attention of the Health & Safety Coordinator or the Premises Manager.

Pupils should always be encouraged to walk, not run, inside the school buildings.

26. MONITORING OF SCHOOL PROCEDURES

The School’'s Works Committee has the important task of monitoring the health & safety performance
throughout the school. At each Committee meeting, participants will have the opportunity to report
on health & safety performance within their area of responsibility.

External Audit

An external H&S Advisor will be asked to conduct a fire risk assessment annually and a full health and
safety audit bi-annually. It is the Bursar and Premises Manager’s responsibility to ensure any corrective
maintenance needed or change in procedures are implemented.
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GATEHOUSE SCHOOL FIRE EVACUATION PROCEDURE

GENERAL INFORMATION

= When the fire alarm rings confinuously the building must be evacuated immediately.

= In the event of g fire, the adult discoverning the fire will operate the nearest alarm.

= The Are Brigade will be phoned by the Bursar, the 3chool Secretary, or any other member of staff
who has immediate access to the phone. The Headtsacher must be informed immediately.

= Registers will be taken out to the assembly points by the School Secretary. The keys to the church
playground will also be taken out to the assembly point.

= At the gssembly point the class teacher must call the register and alert the Headteacher if there
are any children missing.
The Premises Manager will ensure the main gates are open, ready for the Fire Brigade.
The Bursar will arange for school minibuses o be moved if necessary to allow access for the fire

brigade.

ASSEMELY POINTS

= Al gssembly points are in the playground and all staff should be aware of their specific assembly
point.

= New 3taff will be made awars of this information durng induction.

= At the assembly point the children should be calm, quiet and be able o follow instructions.

EVACUATION PROCEDURES

UPFPER FLOORS

Will exit by the nearest of the two main stairwells. The emergency stairs will only be used if the main
staircase isinaccessible

GROUND FLOOR:
ataff and pupils must leave by the nearest available exit.

UNDERCROFT
Art Class, will exit via the fire door in the clossroom. Other areas will leave by the nearest available
exit.

NEW HOUSE:
All staff and pupils should leave by the two doors leading to the enclosed play area furthest away
from the main building or if inaccessible by the nearsst available exit.

EMFPHASIS TO THE CHILDREN
= Jilence
= Walk
= Mo-one is o return o the building unfil the “All Clear” is given.

If present, the Teaching Assistants lead the children and the feachers leave the classroom lost,
checking to make sure no-one is left inside.

All registers and the visitors” book will be checked in the playground.

Fire Wardens to check assigned areas are vacated if safe to do so.
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GATEHOUSE SCHOOL
RISK ASSESSMENTS Policy

Governors Review Movember 2023
MNext Review MNovember 2024
1 S5cope

This policy guidance is applicable to all those with respansibility for undertaking risk assessments for
activities which are under their control. This includes the requirements of the Independent Schools
Standards Regulations and Early Years Foundations 5tage standards

2 Dbjectives

2.1 To ensure that suitable and sufficient risk assessments are undertaken for activities where there
i5 likely to be significant risk

2.2 That identified control measures are implemented to control risk so far as reasonably
practicable.

2.3 That those affected by school activities have received suitable information on what to do.

2.4 That risk assessments are recorded and reviewed when appropriate
3 Guidance

3.1 The Health & Safety Officer, the Bursar, the Premises Manager and the Operations Manager will
be responsible for the implementation of this palicy.

3.2 This guidance is applicable to general risk assessment. Where specialist skills are required, e.g.
asbestos, fire, water quality and hazardous substances, there is a separate policy guidance in place.
Teaching area risk assessment checklists are also in place for guidance.

3.3 Regular training will be provided to staff regarding the completion of risk assessments and

general health & safety responsibilities. Risk assessment training will be provided on specific areas,
where identified by the Bursar, as necessary.

3.3 Dynamic Risk Assessment will be encouraged amongst all staff. It is recognised that many day to
day issues do not always warrant a formal risk azsessment or maybe previously unidentified risks. In
these cases staff should be aware of their responsibility to assess potential hazards as they arise
and take appropriate action to minimise risks.
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3.4 A template risk assessment form is appended to this policy.
3.5 Risk assessments will take into account:

& hazard - something with the potential to cause harm
# risk - an evaluation of the likelihood of the hazard causing harm
#® risk rating - assessment of the severity of the outcome of an event

1| Page
& control measures - physical measures and procedures put in place to mitigate the risk
# if the activity is an adventurous one, the risk assessment needs to include an
Adventure Activities Licensing Authority certificate [AALA).

3.6 The risk assessment process will consist of the following 6 steps:

& what could go wrang

& who might be harmed

& how likely is it to o wrong

® how serious would it be if it did

& what are you gaing to do to stop it

& hiow are you gaing to check that your plans are warking

3.7 The Health & Safety Officer, the Premises Manager and the Bursar will be responsible for the
maintenance of risk assessment records.

3.8 Risk asseszments will be reviewed:

# when there are changes to the activity

# after a near miss or accident

& when there are changes to the type of people involved in the activity

& when there are changes in pood practice

& when there are legislative changes

& when there are changes in local or national restrictions during a pandemic
& annually if for no other reason

4 Application

4.1 Lead Teachers will take specific responsibility for all academic and pupil related activities,
events or circumstances which shall include, but not be limited to:

& ifience experiments

e design & technology

# food technology (cookery)

& sport and PE activities

® art

& drama and dance

& educational visits

& pupils traveling on schoal minibuses
& general classroom activities

& playground activities



# Cowid 19 risk assessments
These will then be checked by the The Health & Safety Officer and signed off by the Headteacher.

4.2 The Premises Manager will take specific responsibility for all maintenance and general facilities
related activities, events or circumstances which shall include, but not be imited to:

 maintenance including the use of tools and equipment
# cleaning and cleaning materials (ather than works carried out by the cleaning contractor)

# storage of combustible and hazardous materials

4.3 The Bursar and Deputy Bursar will take specific responsibility for all management and
administrative activities, events or circumstances which shall include, but not be limited to:

2| Page
o fire risk assessment (usually every 12 months) |
# general whole school risk assessment (usually every 2 years)
# ashestos
& water quality management
¢ HR related matters
o Office and IT matters

4.2 All those with responsibility will meet on a weekly basis, during term time, where Risk
Assessments will be reviewed and discussed as necessary. This meeting, known as the “Works
Meeting” will usually be chaired by the Head or, in her absence the Bursar.

§ Further Advice & Assistance
Staff should contact either the Health & Safety Officer (Mrs Conti Moll) or the Bursar (Mrs Tracey

Sewell) if any circumstance arises where they are not sure whether a risk assessment is required or
whether an existing risk assessment is still valid.

3| Page

44



Health and Safety
Exscutive

Incident reporting in schools (accidents, diseases
and dangerous occurrences)

Guidance for employers
HSE information sheet

Introduction

This information shest gvas guedance an haw the
Reporting of Injunas, Diseases and Danganous
Ocourencas Reguiations 2013 (RIDDOR) apply o
schools. Maoat inciderts that heppen in achacols or

on schoal brips do not need 1o ba repoctad. Only in
limited circumstances will an ncidant need nolifying ta
tha Health and Safety Exacutve (HSE) under RIDDOR.
The mfarrmaban shaet gres prachcal gudance o
schoals abaut what they need o report and haw to
doit.

What needs to be reported?

RIDDCR requmas amployers and othars in confrol
of pramisas o raport cerain accidents, diseases
and dangarus oooumances arising out of or in
connection with work.

The infarrmeatian shaet includses axamplas of the
incidents thal sometimeas rasult from schools” activities
and are repartable undar RIDDOR. The sheet contains
fhréa sections, which covar:

B inpurigs and ll haalth imaling employees
(Section 1);

B irpunes Fnvohang pupils and ather peapka not at
work (Section 2);

B dangerous cocurmances (Saction 3).

Who should report?

The duty o natify and raport rests with the
‘ressponsible person’. For incidents Faharng pupils
and school staff, thes is normally the main amphoyer at
tha school. The education pages on HSE's websita
at wanw hise.goy. ukserices’education pravida
inferrmation about who the employer is n diffarent
fypas of schooks.

Sarma school employvers may have cantrally

Education Information Sheet No1 (Ravision 3)

rmay ba delegatad to the school managermant team.
The health and safely policy shoubd et out the
respansibilities and arrangaments for reparting n
each school.

Ircidanta involving contractors warking on school
premeses ama nommaly reportabda by thar employers.
Contractors could be, eg bulders, mantenance siaff,
cleaners or catenng staff.

If & salf-employed contractor is warkang in school
premises and thay suffar a specibad injury or an
ovar-seven-day njury, the persan in contral of the
premises will ba the responsible parson. (See HSE's
RIDDOR web pages at waw. hse.gov.ukriddor for
rara detal an the reparting armangameants for self-

ermpiayed peaple)

Who do | report to?

Far general advice about how to report, see HSE's
RIDDOR web pages. You can report all incidants
online and thera i a lalaphong sarvice for reporting
fatal and specified injuries only. Raparting details
for oul of hours incidents are availabls from HSE's
out of haurs web paga at wane hse gow ukdcontact!
confact him.

Far insdents an school premeses imahing mambsas
of staff, pupils or visitars, HSE is tha enforcing
authonty and you shauld submit your reports 1o
tham. HSE is also the enforcing authonty for nursery
provisian providad and operatad by local authanties.
Far privately mun nursery schaols, tha local authanty is
the anforcing autharity,

What records must | keep?

You must keep reconds of

B any reportabla death, specied mpury, disease
or dangarous occumancs that raguires raparding

co-ordinatad reporting proceduras. In others, repoding undar RIDDOR;

1 of & jpages
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B &l cccunational njunes wheee 8 worker B away
from work of incapacitated for mone than thes
corsecutive days. From &6 April 2012 you don't
have to report over-three-day injuries, but you
must keep arecord of them. Employers can
record these mjunes in their accident Do,

Yo miust keep records for &t least three years anfer
the mcickent.

Section 1: Injuries and ill health to
people at work

Under RIDDOR, the responsible person must repor
the tolicenng work-redated sccdents, mchadng those
causad by physical violence, if an emploves ks injured,
whareser they are working:

B accidents which result in death or & spedified Injury
st be reported without delay (see 'Reportable
speacilied injuries’);

B sccidents which prevent the injured person from
contirusng their nomal work for maorne themn seven
days [not counting the dey of the accident, but
including weekends and other rest deys) must be
reported within 15 days of the accident.

The resporsible person must also report any case
of & work-related disssse. specified under RIDDCR,

that aflects an employee and thet & doctor condms
in wiiting (s2e ‘Reportetle desases'). You can find
ditalied gudance about RIDDOR reporting and online
reqorting procadunes at wiwaw nse gov. ukiddon’
repoet. hbm.

If you are in control of premises, wou &re slao requined
to report eny work-reated desths end certain Injuries

to self-employed pecple that take place while they ere
working &t the premisas.

Reportable specilied injurles
These imcludea:

fractures, other tham to fingars, thumbs and 1oes:

amputstions;

ary irjury likely to lead 1o permanent loss of aight

or reduction in sight;

arry cnssh injury to the heed o Torso causing

damage to the brain or internal organs;

B senous burns fncluding scalding), which:

— ooweer miore than 107 af the body, or

- causa significent damage to the eyes, respiraton
gyslam or ather vital organs;

ary scalping requinng hospitel treatment;

aryy loss of consciousness caused by head injury

or asphysia;

kel rperbig r sl kel
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W &y otfer inury arsing fom working in en endosad
space which:
— leads to hypothemma or heat-induced liness:; or
- FBqUIFES resuscitation or admittance to hospital
for more than 24 hours

Physical violence

Some acts of non-consensusl physical viokence to

& person at work, which result in desth, & specified
injury of & person being Incapecitated for over seven
deys, are reporietle. In the cess of &N over-seven-day
injury, the incapacty must anse from a physical inury,
not & peychologicsl reaction to the act of wolence.

Exarmples of reportable inunes from volence includs
&n incident where a teacher sustains a apecified
injury because a pupl, colesgue or memiter of the
publc assaulis them while on school premisss. This
i reportable, beceuse it erses out of of In connection
Wik ok

Reportable cccupational diseases

Ermgloyers must repoit cccupationsl diseasas when
theny recese a written disgnosis from a doctor that
ther employes has a reportable disasss inked to
ooccupational expoaure. (Ses waw hse. gov ukuiddor
for detsils of the reporting arengements for seif-
employed people.)

Thess nchade:

carpal tunnel syndrome;

gevers cramp of e hand or foresrm;
occupational dermatitis, eg from wiork invishing
atrong acids or alkals, incuding domestic bisach:;
hand-arm vibration syndrome:

occupational asthma, eg from wood dust and
goidening using rosin fiux;
tendonitis or tenosynovits of the hand or fonsanm,
&y oocupational cancer;

&ny diseass attributed 1o an ocoupational exposwns
to & bioksgical agent.

Stress

‘Work-related stress end stress-related linesses
[mcluding post-traumabic stress disonden) are not

reporianie under RIDDOR. To be eporieble, an irury
miist have resulted from &n ‘accident’ ansing out of of
in connection with work.

In relation to RIDDOR, en eccident s & discrate,
enifable, unindendead Nodent which causes phy=cal
injury. Stress-retated conditions ususlly result from

& prolonged period of pressure, often from many
factors, not just one dstinct event.

2ol 4 paces
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Section 2: Incidents to pupils and other
people who are not at work

injuries: to pupils snd wsitors who ane wolved in an
acchdent at school or on an activity organised by
the school are only reportable under RIDDOR If the
accident resuls in:

B the deaih of the person, and arose out of o n
cormection with a work activity, or

B an injury thet anose out of of in connection with
a woik actvity and the person i3 teken directly
from the scane of the eccident to hospital for
treatrment (=xaminetions and disgnostic tests do
not constibute reatrment).

The lists of specified injunes and diseasses described
in Section 1 only apply to employvess. | & pupll injuned
In an incadent remains at school, B taken home or 8
simply shsent from schood for 2 rumber of days, the

incident 1= not reportable.

How do | decide whether an accident o a pupll
“ariges out of or is in connecton with work'?

The responsible person &t the school showld consider
whather the iInCdent was cavsad by

B afallure in the way a work activity was onganised
leg iInedequate supervision of a field trig);

B fhe way equipment or substances wera Lsad jeg
litts, machinery, expenments et and/or

B the condition of the premises jeg poory mantsined
or sippery foors).

5o, it a pupld i3 taken to hospitel stter breaking an
amm duwring an 5T class, following a 1ell over a traling
cable, the incident would be reportable. If & pugl

13 taken 1o hospial because of a medical condion
feg an asthma attack or eplleptic seizure) this would
not be reportable, as it did not result inom the work
ackhvity.

This means that many of the commaon inddents
that cause injuries to puplls at school tend nat to
be reportable under RIDDOR, as they do not erse
directy from the way the school undertakes & work
activity. Remeambser, in al these cases, you only meed
to consder reporting wihere an accident resulis
in a pupil's death or they are taken directly
from the scene of the accident to hospital for
treatment. There = no need to report incidents
wihere people are taken to hospital purely as a
precaution, when no injury is apparent.

A g k)
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What about sccidents to pupils during sports
activities?

Mot all epoets infuries 1o pupls are reportebla under
RIDDCR, as organtsed sports activiies can lead
to sports Injunies that ane not connected with how
shools mansge the rgks from the activiby.

The essential test is whether the accddent was calsad
by the condition, deskgn or mentenence of the
premises of equipment, of because of nedequste
erangements for supendzion of &n acthity. If an
eccident that results In an injury &nses because of the
ricemal rowgh &nd tumble of & game, the accident snd
resulting injury would not be reportable. Exemples of
reportable iInodents Include where:

B e condition of the premises or spors equipment
was & factor in the incident, eg where a pupil sips
&nd fractures an amn because & meamier of statf
hed polshed the sports hal fioor and et it too
slippery for sports; or

B them was inadequate supendsion to prevent
& incident, o falings in the onganisation and
mang&gemant of an avent.

What about accidents to puplls in & playground?

Miost playground accidents due to colisions, slips,
trip= and falls are not normaly repostable. Incdents

ana only reporteble where the injury results in a pupd
either being killed or taken directly 1o & hoapital for

tregtment. Either is only reportebie if they were caused
bry &n Bccident that happenad from or in connection
with & work actiity.

This includes incidents ansing beceusa:

W the condition of the premises or equipment was
poor, &7 badly mantaned pley equipment; or

B the school hed not provided adequate supervision,
©g where perticular risks were identified, but no
&ction was taken to provide sultable supendsion.

Physical violence

Violence between pupils = a school dieciplne matter
&nd not reporianle under RIDDOA. as it does not anse
out of or In connaction with & work sctivity.

Orther scanarios

Injuries fo puplls wiie traveliing on & school bus

It amother vehicle sinkes the school bus while puptis
&re getting on or off and pupls are injured end teken
o hospital, this i nomally reportable under RIDDOR.

% of 4 s

47




However, you do not have 1o report deaths and
irquries: resulting from & road treffiic accident imaohkdng
& school vehicle travaling on the public highway undes
RIDDOR. Thess ere clessed as roed trafic incidents

and are irvestigated by the police.

incidents invoiving pupis on overzeas iips
RIDDOR only applies to actwities which take place
in Great Britain. S0, ary incident owerseas B not

reporienke o HSE

incidents fo pupls on work experence placements
If pupils are on & traming scheme of work placement,
they ere deemed to be employess for the pedod of
the placement. In these crocumstences, the employer,
as the responsible person, showd report 8 death,
irjury or diseass to & pugl, which anses out of or in
connection with worke This means the wider rangs of

reporting cateqones for employees |a applcable.

Section 3: Dangerous occurmranceas

These are specified neer-miss events, which ane oy
reporienke if listed under RIDDOR.

Reporiable dengencis oocurmences in schools typically
Inciude:

B the collapes o falure of loed-bearing perts of kts

and lifting equipment;

B the accidental elease of 8 biokogical agent likely to
causs severe human liness;

B the eccdental releass or escape of eny substence
that mey cause a serows injury o dameage to
healting

B an eecincal short crcut or ovenoad ceusing a fire

of expiosion.

Supplementary information
Consultation

Under the Safety Representatives and Safety
Commitiess Regulations 1977 and the Haselth and

Safaty (Consuliaton with Emplioyees) Regulations

1906, employvers must make relevant haslth and saety

documents evallable to salety representatives.

This includes records kept under RIDDOR, except
where thay reveal parsonal health information
about indedduals. Further inlormation is auelleble in
Consufing empioyess on heatth and safefy A bref
guiie fo the law Leafiet INDGE232{rew?) HSE Books
2013 wrw_hse.gov.ukpubneindg2:32 him.

Pulskaniel By e Haal and Saldly Eosdti

Health and Safety

Reporting requirements of other regulators

There may be cther reporting requirements: placed
on schooks by other reguiatons in the education

sacior. The requirements of these other regulators are

seperate to, and distinct from, the legal duty to report
incidents under RIDDOA.

Further information

For indomation about heatth end safety, or to report
incorsEtences o Inaccurecies in this guidance, visit
whnel e gov k. You can view HEE guidance onling
&nd order priced pudlications from the website. HSE
priced publications &re also evallable from bookshops.

This guidance ks lssued by the Health and Salety
Execitive. Folisedng the guidence & not compulsory,
unless speadifically stated, and you are free to take
ather scton. But if you do follow the guidence you

will normaly be doing encugh to comply with the lew.
Health and safisty inspecion seak 1o secure compliance
with the |lew and may refer to this guidance.

Ths inlormation sheet = avalable &t
Wi hae. gov.uky pubnasedis 1 him.,

£ Crown copymight If you wish to reuss this
infioermigtion wsit waashes.pow ukvcopyright.iiim for
detals. First published 10/13.

EDiS mirav i 13 4 ol 4 pacss
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School trips and outdoor
learning activities

Tackling the health and safety myths

Introduction

1 School trips have dear benefits for pupds, and large numbers of successful
wisits and cutdoor leaming scthities tehe place each year.

2  Mesunderstandings about the spplication of health and salety lw may, n
eome cases, decourage schools end teachers from onganising such trips. Thesa
misunderstandings stem from & wide renge of isswes but may include frustrations
about pepenscrk, feers of prosecution If the trip goes wrong, and the belef that a
teacher will be swed If a chid 13 njured.

3 This statement gves clear messages 1o tackls the myths aboul Dureslcracy

and prosacution. However, HEE has no infleence on the levels and s of chil
daims for compensaiion that may be made sganst schools or ndividual teachers.

4 HSE fuly supports schoods aranging a wide range of out-of-school activitles, which
can indude vsits to museums, trips to the countryside of taking part iIn chalenging and
adveniurous aciivities. HSE wants to make sure that mistsken and unfoundied health
and safiety concams do not oeste cbetscies that prevent these from happening.

5 This statement provides managers and staff in locel suthorties end schools”
with a clear picture of HSE's perspective on these issues. HEE wants 1o encourage
dll achiools end local authorities to remove wasteiul bureaucrecy Imposad on those
organiging tips and activites — a0 that focus & on how the resl rske’ sre managed
and not on the paperwork. Our prirmary inberast is in real sk ansing from seriows
breaches of the law, and any investigstions are tergeted &t thasa issues.

Recognising the benefit of learning away
from the school

Key message: ‘Weill-managed school irips and sutdoor activities are great for
childran. Children won't learn about riek If they're wrapped in cotton wooil”

& HSE fully recognises that learming outside the classroom helps 1o bring the
curmcuum o life — i provides deeper subject leaming and increases seff-confidence.
It slso helps puplls develop ther sk awareness and prepanes them for ther futune

working Ives. Striking the right balence betwesn proecting pupds from risk end
dlicredng them o keam from school rips has besn a chalienge for many schoots, but
geftting thee halence nght & ezsential for resleing al thess benefits in practice.

= Ohpradl resporaind®y ior hoalih and safehy kes wailh The armpkoysor. Wha e ormplosser (s sl dopend on thio

oatugony of schood fawswhs.gowuk'serioes aducasonlans himi

T The Courts hare: macde clsar that wihen health aro salety lw relors 1o nsks, R 5 not comemplating ks

thait ame irivial or fanoiful | 5 nob B punposa o mpose bueders, on empkoyers that ass wiholy unmeasonabbs:
R v Chasgar (Z009) 2 AIER 650 |27].

1 o S psacwra
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Striking the nght balance means that:

schook and staff focus on real risks when planning trips;

those running trips understand ther roles, are supported, and are compeatent to
lead or take part In them;

the real nisks are managed during the trip; and

lsaming opportunities are expanenced 10 the full.

Striking the right balance does not meen that:

o m-e =me

every aspect is set out In copious paperwork that acts as a security blanket for
those organising the trip;

detalled nsk assassment and recording procedures aimed at higher-risk
adventure activities are used when planning lower-risk schod! trips;

mstakes and acadents will not happen; and

al risks must be elminated.

What staff should expect from their schools

Key message: ‘Teachers should expect their schools to have procedures
that encourage participation, are proportionate to the level of risk and
avoid bureaucracy.”

9 Schools need to ensure that the precautions proposed are proportionate 1o
the nisks involved, and that their paperwork is easy to use. They should dso take
account of the assessments and procedures of any other organisations involved,
and ensure that communications with others are claar.

10 The school's arangements for tripe should ensure that:

B rek sssessment focusas attention on real risks — not risks that are trival and fanciul,

B proportionate systems are In place - so that tips presanting lower-nsk activities
are quick and easy 1o organesa, and higher-risk activiies (such as those Invabing
chmiing, caving or water-based activities) are properly planned and assessad;

B those planning the tips are propedy supported — so that staff can readily check
If they have taken sufficient precautions or whether they should do more.

What the school, pupils and parents
should expect from staff

Key message: ‘Those running school trips need to focus on the risks and
the benefits to people - not the paperwork.”

11 Staff running school trips should dlearly communicate information about the
planned activities 1o colleagues and pupils (end parents, where appropriate). This
should explain what the precautions are end why they are necessary, to heip
ensure that everyone focuses on the important issues.

12 It is important that thosa running schodt trips act responsibly by:

B putting sansible precautions in place, and making sure thesa work in practics;

B knowing when and how 1o spply contingency plans wheve they are necessary,

B heading advice and wamings from others, for exampie those with iocal
knowladge or specialist expertise (especidly in respect of higher-risk activities).

Sehined L a0 Gt 000y Mg Act i 2 o Spags
Tacshng tha haalth Snct sadety mths
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If things go wrong

Key message: ‘Accidents and mistakes may happen on school trips - but
fear of prosecution has been blown out of all proportion.’

13 HSE works with the polce’ and others foliowing fatal accidents. if an ncident
on a schodt trip leads to the death or serous injury of & pupll, HSE will noemially
Imvestigate. Moet serious accidents on schodl trips wolve underying menagement
falures and HSE ahways looks for these underlying causas — see our Enforcament
Investigate Incidents in response to civil ciaims.

14 HSE has brought prosacutionst in rare cases where there was evidenca

of reckdessness or a clear falure to follow sersible precautions. However, it is
Important that schools and their staff do not interpret this as meaning that to avad
prosecution by HSE they must efminate even the mast tivia risks. Schools and
their staff are expected to deal with risk responsibly and sensibly. If things do go
wrong dunng a trip, provided sensible and proportionate steps have been taken, it
is highly unikely that there would be any breach of haalth and safety law invohved,
or that it would be In the publc interest for HSE to bring a prosecution.

Further information

For information about health and safety, or 1o report Inconsistencies of Inaccuraces
In this guidance, visit www._hse.gov.uk/. You can view HSE gudance online and
order priced publications from the website. HSE pricad publcations are also
avalable ¥om bookshops.

This document can be found online at:

© Crown copyright If you wish to reuss this information visit www.hse.gov.uk/
copyright.htm for detalis. First publshed 0&/11.

* The Work-Rafated Deaths Protocols cescriba he amangements for kakson batween HSE, pokoe forces
fincluding Srtish Transpon Poice], local authoritios, the Otfice of Rall Reguiation (OFA), tha Crown
Prosecution Sarvice {CPS), and the Crown Ofice and Froourator Rscal Senvice (COFFS] fofiowing work
aled deaths (www hae gov Uk pubns misc4d 1 pdt and wwahsa 9o uescatiand/workreideaths pa.
1 In Scatang, the Coran Otice and Procuraior Fecal Service (C0PFS) nvesagales a sudden and
unespeciod deaths, with the poice and HSE working in partnarship undar the Work: Rolatod Deaths Protocol
Scotand HEE does not condct prosecusons in Scotland « HEE repoarts ofances 10 1he Procunaior Fecal
and it s for COPFS %0 make the docsion as 10 whethar of not 10 prosecuts. Whan ssfarence & made to
‘prosecution” then, for Scoland, this shoukd be taken to mean Teoomimend prosecution.

Putstahed Ly the Healh and Sslety Exscutwe (<5 M S of Spage

51




Heaith and Safety
Executive

First aid at work

Your questions answered

This leaflet answers some basic questions about first-aid
provision at work.

It is aimed at employers in small and medium-sized
workplaces, but may be useful to all employers, managers
and others fnvolvod);n first aid at work.

Q1: What is first aid at work?

People at work can suffer inunes or b taken Il. It doesn't matter whather the injury
or ilness I caused by the wark they do or not, It is important to give them
immediate attantion and cal an ambulance In senous cases. You should make
arrangements to ensure this happens. It can save Ives and prevent minor inurnies
becoming major ones.

Q2: What do | need to do?

The Health and Safety (First-Ald) Regulations 1981 require you 10 provide adequate
and appropriate first-aid equipment, fadities and people so your employees can be
given immediate help if they are Injurad or taken il at work.

What 5 ‘adequate and appropriate’ will depend on the circumstances in your
workplace and you shoud assaess what your first-ad needs are (sea O3).

The minmum first-aid provision on any work site is:

® a sutably stocked first-aid kit {see Q4),
e an appointed person to take charge of first-ad arangements (ses QS);
e Irformation for employess about first-aid arrangements (see Q).

It is important to remember that accidents and Iliness can happen at
any time. Provision for first aid needs to be available at all times people
are at work.

Q3: What should | consider when assessing first-aid needs?

Some small workplaces with low-level hazards may need only the minimum
provision for first aid. But there are circumstances and factors that will mean you
nesd greater provision. You, as an employer, are well placed to decide the
provision you need.

The chacklist in Table 1 covers the points you should consider. Case studies are
aso avallable on the HSE website (www.hsa.gov.uk/firstaid/resources. htm).

First aid at work « your questions answered Page 1018
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Q4: What should | put in the first-aid box?

There is no mandatory list of items to put in a first-aid box. It depenas on
what you 838888 your needs 10 be. As a guide, where work activities involve low-
level nazards, & minimum stock of first-aid items would bec

e aleafet giving general gudance on first aid (eg HSE's leaflet Basic sdvice on
first aid at work — see Q10);

20 ndividually wrappead sterile plasters (of assonad szes), spprogpriate 1o the
type of work {you can provide hypeoalergenic plasters if necassary),

two sterile eye pads:;

four Individually wrapped tnangular bendages, preferably sterla;

six safety pins;

two large, individually wrapped. sterle, unmedicated wound dressings:

six medium-sized, indmMaudly wrapped, sterle, unmedicated wound dressings,
at least three pairs of disposable gloves (you can find more advice at

www.hee gov.uk/skin‘employ/gloves. htm).
This is a suggested contents list only.

The contents of any first-aid kit should reflect the outcome of your first-aid
needs assessment

It & recommended that you don't keap tablets and meadicines in the frst-aid box.

Q5: What is an appointed person?

Where your assessment of frst-aid needs identifies that a trainad first-aider is not

required In your workgiace, you shoud sppoint someone to teke charge of first-aid
arrangements. This is tha minimum requirement.

Even in a small, low-hazard business wheee first-aiders are not considered
necessary, there is glways the poesibiity that an accident or sudden iiness may
occur. It 18 theredore important that theee is always someone avallable to take

charge of thase arangements.

The role of this sppointed person includes looking after firet-aid equipment and
faciities and caling tha emergency sarvices when required. They can aiso provide
emergancy cover where a first-aider 8 abeant due 10 unforeseen crcumstances
(annual leave does not count). An appointed parson does not need first-ald training.

An appointed parson s not necessary where there are an adequate number of
appropriataly trained frst-aiders.
Q6: What is a first-aider?

A fret-aider B someona who has done training sppropeiate 1o the level identified in
the needs assessment. This may be:

e first aid at work (FAW); or

e emergancy frst ald at work (EFAW) or

e some other first-ald traning approprate to the particular crcumstances of your
workplace.

First 3d at work = your questions answered
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The findings of your first-ald needs assessment (sse Q3) will identity whether first-
aders shoud be trained iIn FAW, EFAW, or some other spprogriate level of training.
EFAW training enables a frst-aider to give emergency frst aid to someone who is
Injured or becomes il while at work. FAW training includes the same content as
EFAW and also equips the first-aider to apply first aid to a range of specific injuries
and (iness.

As a guide, Table 2 suggests the first-ald personnel to provide under different
Grcumstances.

Other approprate lavels of training may have specialist or addtional content
gppropriate to your particular ckcumstances.

To help keep ther basic skils up 10 date, it is strongly recommendad that your first-
aders undartake annual refresher training.

Q7: How do | identify and select a competent training provider?
First-ald training I8 avallable from a wide range of traning providers. Thesa indude:

e those offering natlonally recognised, regulated qudifications In FAW and EFAW,
e ths voluntary ad socketies (St John Ambuance, British Red Cross and
St Andrew's First Ald),
e those operating under voluntary accreditaticn schemes;
e those who operate Independently.

As an employer, you wil need assurance that you have selected an approprate
training promder. You wil theredore need 1o check that they meet the standards In a

number of areas {due dilgence). All traning providers should be preparad to
demonstrate that they:

are competent to dalver first-aid training.

have qualified trainers;

teach relevant course content in the coract way,

have the nacessary quality assurance systems in place.

You can find more advice in HSE's information sheet GEISS(revt) Salacting a first-
ad training prowider: A guide for employers (www.hsa.gov.uk/pubns/getss.htm).

First aid at work = your quastions answorod Page3ot8
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Table 1 Checkli=t for asses=ment of first-aid nesds

Podnt to consider Impact on first-a0d provision

Hazands (use the findings of your general sk asssssment and take account of ary parts
of wour workplace with different work acthitieshazands bl mey eouine different levsls of
first-ad provison

Dhoees; youer workeplaac e ionv-bewsd hagsands, | The minimem provision is:
e the ares you might find in offices and
H z

# an appoired panson o take charges of
firsi-sid amargements:;
» & suitably stocked first-asd ki

Dhoees; yoser wiorkeplaces have higher-leel You should corsider:

harards, such as chemicals or dangerous . e

machirery T Do your wiork actiities imsoke * ;ﬂﬁ ':“1 . Is. Ert-gackers t
special hazands, such as Fydrofuonc acd or . dmu-l.-.rﬁ traring u“d al
confiner] Bnced? 1 IS GEL by special
adcitioral first-asd equiprnert;

precise ocation of frst-ad equiprmernl;
providing & first-aid roor;

rifonming e amenpency SEnaoes in
arhence.

Employeas

vy rerny people ans employed on sie? The mrimum provison is:

& an apporied panson o take charges of
first-sid amargements;

» & suitably stocked first-ad b

Depending on your dreumsiancss, you

should consider providing:

& firsl-aiders;

& additiorsl frst-aed egquprment;

& & first-aid room.

fires there nexpsnanced worksns on dbe ou shoukd corsider
(inchuding those on ‘work esxperence’), or N . ) .
ernployess with dissbiites or particukr : ﬁi:"ﬂj :‘.;r'ﬁ !:q firnd “":H:
Femaith 7 orel LEDTTETT;

h problanny & lacation of irst-ad equipmeant.

Accidents and ill-health record=

Whal injures and ilness: feve oocumed in Make mre your firsl-sid provision calens
yiur workkplace and where did they happen? | for the bype of inuies and iliness that
mright aocur in your workpkeos, Monitor
acciderts and il health, and review your
frst-ad prosision &S appropriaie.

Firsi aid at work = your questions answoened
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Point to conssder

Working arangements

Impact on first-aed provision

D o Favee ernplopess who rawe] a lod,
work remodsly or work alone?

Do any of your employess work shifts or
work oul of hours?

¥ou should corsider:

® ismuing personal first-ad kits;

# iE=uing pesonal comrmucatons’
mohile phones o amployees,

iou should ensuns thee 5 adeogois
frst-aid prowision o all trnes peopls are
at weork.

fire the presmises spresd oo, &g ans there
several bulkdings on the sie or muli-laor
buildirgs?

ou should corsider provision in each
bulding or an aach flaor.

15 your workplace remode from emergency
medic srices?

Yiou should:

# inform the ermergency serdces of your
e ation;

» consider specil ameangernents with
the Brengency Sendoes;

# Consider emengency transpon
recLinereris.

Do anwy of your employess work al sites
pocupeed by ather employens?

You should rmake arangements with
other sile oo o ensure soequate
provision of finst aid. A writlen agresment
beebween employers = sirongly
rescomirEced

Do you have enough provision 10 cover for
your first-aiders or appointed persons when
theey e abserd?

You should corsider:

# wihal cower is reeded for arnusl e
ard ather planresd absearions;

& wihaal corver is nseded for unplanmed
ard ecaptonal shesnces

Hon-employees

Dy rresrnbens of Thes paublic WSt your
(e ST

Undler the Reguistions, you have no legal
duty §o prosace first aid Tor non-
employess, bul HEE siror

recommends that you nclude hem in
yoaur finst-aid provision.

First aid ab vk = your questions answond

Page 6od B
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Table 2 Suggested numbers of first-aid personnel to be avaidable at all times people
are at work

From your risk How many What first-aid personnel do
assessment, what degree empioyees you need?

of hazard is associated do you
with your work activities? have?

Low-hazard, e offices, shops, | Fewer than 25 | At least one spported person
o= R -
25-50 Al least one first-ader traned in

EFAW

More than 50 Al least one first-asder traned in
FAW for every 100 emplioyed
(or pert thareal)

Higher-hazard, g gt Fewer than 5 Al least one apporded person
engneerng and assamibly work,

food processing, warehousing, | 550 Al least one frst-sider tranad in
extensive work with dangerous EFAW or FAW depending on the
machirery or sharp instruments, type of ingures that might cocur
construction, chermicy

marufacture More than 50 Al lsast one first-ader traned in

FAW for every 50 employed (or part
thereod)

N8 The tabile refers 1o FAW and EFAW - but you may choose some other keved of franng
appvopviate for your croumstances

First aid at work - your qQuestions answerod Page7oi8
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Further information

For information about health and safaty visl hifpe-fbooks.hee gov.uk o
hittpffween hme govuk You can view HSE guidance ondine and order
priced publications from the website. HSE priced pubdcations ane also
avalable from bookshops.

To repon nconsisiences of naccuracies in this guidance
emaail: EGITI'HIEBIIZI"‘II"IQEWH.D’H’I’I.

‘fou can crder HEE priced publications at hitps:fbooks hes gov.uk. HSE priced
publications are alo evallable from bookshops.

This guidance |z Esued by the Health and Safety Exscutive. Folowing the guldance
I= not compulsory, unless specifically stated. and you are free to take other sction.
But If you do follow the guidsnce you will nomely be doing enough to comply with
the law. Health and =afety inspectors seek o securs compliance with the law and
may refer io this guidance.

This leafist = avallable at wew_hse.gov ukipubnaindg 214, him
Cover image supplied courtesy of 5t John Ambulance.

& Crowin cognnight If you wish o reuse this information visi
wetrw_hia_gov . ukcopyright_him for detalls. First published 0514,

Puinkshed for the Health and Salaty Executive under lioerca from tha
Controllor of Her Majesty™s Slationery Oifica. 03708 INDGEI U 4navz) Paga 8ol B
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19. DSE Assessment Form

Display Screen Equipment (DSE) ‘User’ Workstation Assessment Checklist

Faollowing the complefion of fraining and information on the safe use of display screen

equipment (DSE) this zelf-azsezsment checklist should be completed by the ‘user with
asszistance from the DSE assessor if necessary.

Where the user works regularly at different workstations a separate azsessment should be

completed.

Mame of DSE u=er

Job title

Location /
workstation

Checklist completed
by

Date of azsessment

Complete the rest of the checklist and then return to thiz page and complete the

gections below

Action taken during the assessment to reduce risks

Further action to be taken to reduce risk

By whom

By when

Date
completed

YOur manager

Please tick Yes or No as appropriate for each question and discuss any remedial action with
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Risk factors

Tick
ANSWeT

Yes Mo

If ‘no’- some things to
consider

Action needed

1. Chair

Is the chair im good
condition and stable?

Is the seat height
adjustabla?

Is the back height
adjustable and tilt able?

Is it a switable chair or if
faulty check whether it is still
under guarantes - chairs are
micstly guaranteed for 5
WEArs.

Ara the castors zuitable
for the type of flocring?

Hard castors are switable for
carpet. Soft § rubberised
castors or "glides" ars

recommended for vinyl F hard
floors.

2. Display Screen

Dioes the scresen swival
and filt?

Is it damaged or unsuitable?

Ara the brightness and
contrast adjustable?

Adijust them for comforiable
wviewing — they may nead
adjusting during the day as
ambient lighting conditions
change.

Is the display screen
image clear and free from
flicker?

Sometimes different screen
colours 2.g. lighter text on a
darker background can help
Sometimes other electrical
eguipment (2.g. fans) closa
by may cause interference.
Flat sereens are nof usualhy
subject to flicker.

Contact IT support to sas if
screen nesds replacing.

Is the display screen
clean?

Cleanming materials should be

made available 2.g. order via
normal deparimeantal
purchasing routs

I= the screen free from
disturbing reflections™?

Mowe the screen fo avoid the
reflaction.

Screen the light source 2.g.
window blinds.

Colour schemes with dark
text on & light backgrowund
are less susceptible fo
reflactions.

3. Keyboard and mouse

Are keyboard symbals
legible®

Is tha keyboard fres from
reflaction and glare?

Feplace keyboard.

Is the keyboard separate
from the screen?

Laptops and notebooks are
nct recommended for
prolonged uss — try to use 3
desktop PC.

If laptop or notebook use is
unavoidable, consider a
separafe mouse'keyboard for
the laptop and support for the
laptopiscresn.

Can the user find a
comfortable keyimg
position?

Can the screen be pushead
back to maks more room for
the keyboard, hands and
wrisis?
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Risk factors

Tick
answer

Yes Mo

If ‘nio’- some things to
consider

Action needed

Does the user have a
good keyboard
technigue?

Check that the uszers hands
are not bent up or down and
thiat they don't hit the keys
too hard or overstretch their
fingers

Is the mouse or other

input device right for the
job¥

If the user finds their mouss

uncomforiable request
suitable altemativa

Does the mouse work

smicothly and at a
comfortable spead?

Check that the mouse is
clean and if used the mat is
zuitable

Is the mouse closs
enough to the user?

Advisahle for the mouse to
be positioned next to the
keyboard and close to the
user to avoid ower stretching
the arm

Are the user's wrists and
forearms supporied?

Ensure usar comfortable with

the forearm supported on the
desk.

4. Work surface

I= there adequsate spacs
in front of keyboard to rest
thie wrists when not
keying?

Is there adequate space
on the work surface to
accommodate and allow a
flexible arrangement of
the equiprnent?

Could s=ome items be mowved
to cresfe more room 2.9.
printer, system umit,
reference material?

Would different storage
facilities create more room?
Flat screens take up far less
room than the CRT screens.
Is & larger work surface
neaded?

Is space under the desk
adeguate?

Dioes the space allow the
user to change position?

The space under the desk
should be kept clear and not
used for storage.

Is the work surface matt
and non-reflective?

Showld it be replaced with a
matt surface?

Is the area free from
sharp comers [ edges,
trailing cables?

Could sharp comers be re-
fashioned or removed?

Coes the desk hawve a cable
management system that
could be used?

Can the cables be batter
arranged?

§. Work Environment

Is the noise lewvel

acceptable and without
excessive distraction in

the work area?

Could they be relocated or
avoided?

Is the noise at a level that
doesn't interfere with the
ability to hear normal
speach or effect
concentration’?

Can the source of the noiss
be reposiioned?

Can aguipment noisa ba
reduced =.g. by servicing /
replacing / insulation?

If not, could scund imsulsting
scresning f partitions be used
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Risk factors

Tick

Yes

dNSWer

Mo

If ‘nio’- some things to
consider

Action needed

Are the lighting levels
suitable?

Ask EM for help with trying
slternative bulbs | light
fittings

I= the environment fres
from glare e.g. light
shiming in the user's
ayes?

Can the user mowve to avoid
the light source?

Cam the light source be
zcoreened ... blinds

Apart from unavoidable
exceplions e.g., heat
waves, are the

tempersture and hurmidity
levels acceptable?

If dry atmosphere — plants

miay help, or f severa
discomfort & humidifisr

6. Software

Is the software
sppropriate and easy to
use?

Is the soffware adeguate
for the job?

Has the user had appropriata
training?

Is better software available?
Discuss with managesr and /
or IT helpdesk advice?

Is the system’s spead
adeqguste’?

Cioes the system need
upgrading? _Ask |T for advice

7. Posture

Is the head positioned
upwards and with thea
eyes looking forward most
of the time?

What are they looking at?
Wiould a document holder
help?

Cioes the screen nesd raising
£ lownering £ miowving in front of
the user?

If lcoking at the keyboard —
would leaming to touch type
help?

Are the shoulders relaxed
and not hunched?

Is the seat too low?
Ara the chair armrests too
high?

Are the upper arms held
close to the body?

Are frequenthy used items
in easy reach and owver
strefching to reach them
gyoided?

Cam the items they are using
be mowved closer?

Is the user holding their hand
an the mouse when not using
it?

Is something prevanting
them getting close enowgh to
the desk?

Are the forearms and
wrizis in a neutral
position?

Can the user sit with their
upper arms relaxad by their
sides, and forearms and
wrists harizontal?

Try adjusting the s=at height
Try altering the keyboard
angle.

With the chair at the
comect height are tha faet
supported?

Try a footrest

Is the mouss held
comfortably in the comact
position and not too

tightty?

Is the user holding a mouse
shaped for the right hand in
their left hand?

Is the mouss too small?
Could thie user fry relaxing
tieir grip on the mouse?

Is tha mouse clean,
functioning properly, and on
an approprigte surface?
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Risk factors

Tick
answer

Yes Mo

If ‘no’- some things to
consider

Action needed

Iz the lower back
suppored?

Is the backrest adjusted so
that it suppors the curva in
thie lower back?

Are they are leaning forwards
to get closer to the screen, or
to reach things?

Are they siting away from
the backrast because the
seat is too deep to sit back?
If they =at back in the chair
would the armrests stop
thiem getting close enowgh to
thie desk?

Are they free from
uncomforiable pressure
on the underside of the
thighs™

Is there sufficient padding on
the chair?

I= the chair foo deep™?

Could the seat pan be tilted
downwards slightly™

Is 5 fooirest necessany™?

8. Work organisation

Dioes the user take
regular breaks from
prolonged periods of work
e.g. a break or change of
gictivity after an hour or
micre

Waryimg work tasks, taking
short frequent breaks e g. fo
get up and walk about.
Ensure lunch bresks ars
taken [sway fram the
workstation).

Dioes the user feel able fo
cope with the demands of
thieir work?

Has the workload increased?
Has the work changed — do
thiey hawve the appropriate
skills { traiming?

Cio they have ttle control

ower their work | work
methods?

Other considerations

Is the viewing distance to
the screen acceptable?

Adjust the distance of the
scresn. A flat screen can be
helpful in cresting a grester
viewing distance.

It may be helpful o aklter the
text size.

Are they free from any
ather problems that cowld
be related to their DSE
work mot coverad by the
gssescment?

Cio they need help from
Oeoupsational Health?

DSE User
signaturs

Mansger's
signaturs

63




Minibus Drivers Declaration

Gatehouse School

Driver's Declaration Form

Ta be completed by member of staff or volunteer kelper who may transpor pupils on behalf of Gatekouse School

Dwriver details:

Sumame Forename(s)

Diate of birth S1aff job fi%e ar state if voluntear /
halpar
Have you ever had an insurance
propasal declined, a policy cancahed, YES | NO

Home address baen required 1o pay an addifional . ) o
premium o had special conditions E yes, :-Iiaase |:r|:'.-_r:le dalails an &
impased by @ motar insuer 7 saparahe shagt )

Driver's madical details for fitnees to drive [yos must referfo DVLS l=afiet 0100 - Driving ficences beiors snswering tis seciion)

f yas, hawe you reparied the condition o DWVLA
Do you have 3 DWLA nofifisble condition? YES I MO | and hawve you received sppeoval bo drive with no | YES [ MO
resfrictions?

Do you need bo wear correciie kensas /glasses YES | NO i yes, have you had your eyesight exsmined YES | NO

gar driving? within the past 2 years?
Do you 15ke medicings or prescriced drugs hat § oyes, are you wiling o fake 8 medical
may induce drowsiness of othenvise impair your | YES § MO | examination by 3 doctor to confim your finess 1o | YES f MO
driving? driva?
Driver's licance detaile
Dinver Icence type & : ]
numbar Groups ¢ Categoeiss
Fram: T
aid 0 | Couriry of Esue
Diate dniving t2si passed Mo, of years you have held full licence

Datailz of amy traffic convictions (includz any tat are panding) in 135t 3 years. Amy driving bang are to be declared imezpective of
wihen they coourmad [Coninue on 8 SEparE%e sheet E necessary] -

Fine/panalty ponts!
Date CHfence CHfenca code disqualificztion/pending

Diatails of any traffic accidants, in the last ¥ years, regardless of blama (continue on 3 separate sheet if necessary] -

Date Eirief detals




| agree that when drving the schoal's transportalion, | will adhers fo the following code of condwst

O heat to drive if under the indsance of drugs or alcahol

O Wat o drive when 1aking medicatian that wams the user of droasiness

O Mot ko drive when il

O Mot ko drive when fatigued

O Mot o drive & wehicle that is in am un-roadwartty condition

O Ta report amy moad trafic accidants, you are invakeed in

O Ta report any changes to your driving license

O Ta report any changes 10 your original'ourent driver's declarstion form held by the School
O Ta repoet amy OWLA notifiable madical condition

O Ta carry out pre use checis an the vehice 1o ensure that it is safe and legal to use

O Ta Adhere to tha highway code.

O Ta drive with due care and considerafion of omMer road users.

O Ta drive with the vehicle lights on during the day when thers is pooe visibility

O Ta drive within the spesd limits

O Ta plan your jeumay 1o alow sufficient ime 10 complkes it safey

O Mot ko usa & hand hizld mabie phons whist driving

O Ta u=e 3 hands free phane anly when it i saf2 and legal bo do so

O Ta w=e in car echnology onty when if i sad2 to da 50

O Keep your eyes on the oad whist driving, and not 10 be distracked by afemptng 1o eat, drink or read
O Ta not drive defensively but with coustesy to ather road usars

O To ensure the safety of any occupants by ensuring that seat belts, child seafs and head restrants ane used commacthy
O Ta contact the School immediately in the case of @ breakdown whilst an Schoal business

| confirm that the abova information i= a trus and accurata record to the bast of my knowladgs at the tima of
comiplsting thie form. | agres to inform the 3chool if thess datails changs.

Sigred: Date:




