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FOUNDATION HEALTH & SAFETY POLICY
1.0 Statement
1.1 The Governors of Warwick Independent Schools Foundation recognise and accept their responsibilities as employers under the Health & Safety at Work Act 1974. So far as is reasonably practicable will provide safe places of work, safe equipment and safe work practices for pupils, employees and visitors to any of the three Foundation Schools.
1.2 This Policy will reflect the commitment to Health & Safety by the Governors and all reasonably practicable steps will be taken to secure the health, safety and welfare of everyone on the School premises. The procedures and arrangements set out in this document have been put in place to assist the School and those responsible to:
· Establish and maintain a safe and healthy environment throughout the School.

· Establish and maintain safe working procedures amongst staff, pupils and contractors.

· Arrange to ensure safety and absence of risk to health when using, handling, storing and transporting articles and substances and electricity at work.

· Ensure sufficient information, instruction and supervision to enable all people and pupils to avoid hazards, to contribute positively to their own safety and health at work and to ensure that they have appropriate health & safety training.

· Maintain a safe and healthy place of work, with safe access and egress to the Schools.

· Formulate procedures to be used if there is a fire of other emergency and for evacuation the School.

· Lay down procedures for accidents, accident investigation and untoward events.

· Provide and maintain adequate welfare facilities.

· Provide a system so that dangerous occurrences, accidents, defects and potential hazards are reported and recorded.

· Teach safety within the curriculum where appropriate.

· Promote positive relationships between Governors, senior management and staff in health & safety matters.

· Ensure the maintenance of sites, buildings, layout and the work equipment to a reasonably safe level.

· Maintain reasonably safe systems of work and working environment.

· Advise all employees of their health & safety responsibilities

· Provide where necessary, the appropriate information, instruction, training and supervision to ensure so far as is reasonably practicable, the Health and Safety of employees at work.

· Provide, maintain and ensure the use of appropriate protective clothing and equipment in accordance with the Personal Protective Equipment Regulations 1992

· Actively discourage violation of safety rules, regulations and unsafe practices by the application of appropriate disciplinary procedures.

· Comply with legal requirements, codes of practice and safe working procedures.
· Promote a safety culture within the School that positively promotes and encourages safe working by all employees in all aspects of the Foundations work.

· Encourage discussion and communication between Governors, senior management and all employees on health & safety matters and to provide a formal health & safety committee for this purpose.

· Consider at the tendering, planning and contract stages, for any works means of eliminating / reducing the risk of injury and or damage.

· Encourage and promote accurate and prompt reporting of accidents and subsequent investigations.

· Ensure there is no charge levied on employees in respect of anything done or provided in pursuance of any specific requirements or relevant statutory provision. 

· Liaise with contractors commissioned by the Foundation to ensure so far as is reasonably practicable, they carry out their duties and responsibilities for health & safety.

· Liaise with the Foundation Health & Safety Manager on matters concerning the Health &Safety within the Foundation.

2.0 Location
2.1 This Policy, along with other Health & Safety Policies will be located in as follows:

· Warwick School
Bursary

· Warwick Preparatory School
Bursary

· Kings High School 
Foundation Health & Safety Manager’s Office
3.0 Review
3.1 This Policy will be reviewed on annual basis by the Foundation Health &Safety Manager.
Signed ……………………………………………………….


Chairman of Foundation Governors
4.0 Appendices
4.1 This Policy will be reviewed on annual basis by the Foundation Health &Safety Manager.

Appendix 1
Health and Safety Organisation

Appendix 2
Specific School Procedures Warwick School

Appendix 3
Specific School Procedures Kings High School

Appendix 4 
Specific School Procedures at Warwick Prep School

HEALTH AND SAFETY POLICY: ORGANISATION
1.0 Introduction

1.1 As the governing body of Warwick Independent Schools Foundation, the Foundation Governors, and specifically the Chairman, are ultimately responsible for the implementation of Health & Safety legislation and achieving the requirements of this Policy.
1.2 The Foundation Governors are responsible for ensuring sufficient resources are made available to cater for the health, safety and welfare needs of the Foundation.

1.3 The day to day responsibility for managing Health & Safety has been delegated to the Foundation Health & Safety Manager, the Schools’ Heads, and the Senior Management Teams within each School and the Foundation office.

2.0 
Foundation Governors Responsibilities
2.1 The Foundation Governors accept all responsibility for the establishment, monitoring and review of all Health &Safety policies and documentation.
2.2 The Foundation Governors aim to provide a safe and healthy environment for teaching and learning within the Schools and recognise that policy alone cannot prevent accidents or ensure safe and healthy working conditions.  The Foundation Governors recognise that only good working practices and procedures will prevent accidents and improve safety.
2.3 The Foundation Governors will ensure that:

· all resourcing decisions will take account of Health & Safety;
· sufficient budgets are available specifically for Health & Safety within each School;
· all job descriptions include details on general and/or specific health & safety responsibilities;
· safety standards for purchased goods and equipment are met;
· each School has its own Health & Safety Committee;
· a Foundation-wide Health & Safety Committee is in place.

3.0 Details of Employers’ Liability Insurance

Insurer: Ecclesiastical Insurance Office plc
Policy number: NE04000003
Expiry Date: 30th March 2011
4.0 Responsibilities of the Heads

4.1 It is the responsibility of the Head’s directly, or through delegation as detailed within this policy, and in accordance with the law:
· To ensure adherence in all respects to the Health & Safety Policy of the Foundation and in particular to ensure that the necessary resources for implementation are available.

· To plan, organise, control, monitor and review the arrangements for Health & Safety, including the arrangements for any visitors and contractors.

· To carry out general risk assessments and specific risk assessments as required by Health & Safety Legislation and as advised by the Foundation Health & Safety Manager.
· To ensure that all work procedures under their control are safe and without risk to health.
· To ensure that health & safety information, instruction and training have been given.
· To provide occupational health surveillance where appropriate.
· To investigate and keep records of all cases of occupational ill health, accidents, hazardous incidents and fire and report to the HSE under RIDDOR regulations as required.
· To post signs and notices and to keep them up to date.
· To arrange for appropriately trained first aid personnel and adequate supply of first aid equipment.

· To ensure an up-to-date fire safety risk assessment is available and that its requirements are satisfied.

· To ensure that escape routes are kept clear and emergency lighting, fire detection and alarm systems are tested regularly.

· To have fire drills at least termly.
· To ensure the safe disposal of hazardous waste is in compliance with legislative requirements.
· To ensure the School’s Health & Safety Committee meetings take place and to attend.

5.0 Responsibilities of the Foundation Health & Safety Manager

5.1 The Foundation Health & Safety Manager’s responsibilities are as follows:

· To provide advice, support and guidance as appropriate to the Foundation Governors and the Heads in order to assist them in carrying out their duties under Health & Safety legislation and the Foundation Health & Safety Policy.
· To be the focal point for the day to day reference of health & safety and to give advice and guidance where appropriate.

· To co-ordinate and implement good health & safety practices and procedures throughout the Foundation and its Schools.

· To carry out audits and inspections on all Foundation sites and produce a report with action points.

· To ensure all aspects of the Fire Risk assessments are carried out and regular monitoring is in place.
· To arrange various health & safety and first aid training as appropriate.

· To arrange for all statutory testing and inspection to be carried out in accordance with legislation.

· To ensure adequate policies and procedures are in place.

· To offer advice and guidance concerning any changes necessary to meet the requirements of health & safety within each School.

· To ensure all health & safety policies are kept up to date and make any changes policy following changes in legislation

· To attend each School’s Health & Safety Committee meetings.

· To attend Foundation Health & Safety Committee meetings.
· To produce reports for meetings of the Foundation Governors and their Committees.
· To investigate accidents, near misses and untoward events.

· To assist with and provide advice to those on the completion of Risk Assessments.

6.0 Responsibilities of Heads of Departments and Line Managers
6.1 
Every Line Manager/Head of Department with a supervisory capacity is responsible 
for ensuring the health, safety and welfare of employees, pupils and visitors within 
their area of responsibility.

6.2 Line Managers/Heads of Department are responsible for:

· Providing suitable and 
sufficient risk assessments within their area of all activities, equipment and processes that pose a significant risk to health & safety.  These risk assessments must be signed, dated and reviewed on an annual basis.  They must also be shared with all staff, and evidence that staff have been made aware must be retained.

· Ensuring that all substances covered by the Control of Substances Hazardous to Health (COSHH) Regulations are listed and have the appropriate Material Safety Data Sheet.
· Ensuring that equipment required within their curriculum is fit for purpose and safe to use (if applicable).

· Ensuring that the appropriate signage is clearly displayed within their curriculum area or department.

· Cooperating with the Foundation Health & Safety Manager in order to ensure the Foundation meets the requirements of Health & Safety legislation.

7.0 Responsibilities of Class Teachers

7.1 Class teachers are expected to:

· exercise effective and appropriate levels of supervision of pupils and know the emergency procedures in respect of fire, bomb scare and first aid;
· be familiar with the hazards and risk relating to the area in which they teach and with the control measure to reduce the risk;
· follow and demonstrate safe working practice to the pupils and give clear instruction and guidance;
· ensure that any shortfall in the Health & Safety arrangements is brought to the attention of the Line Manager/Head of Department;
· ensure that they are familiar with the Risk Assessments associated with the area in which they work and the curriculum they teach.

8.0 Responsibilities for all

8.1 All employees, pupils and visitors have a responsibility to take care of themselves and others under the Health & Safety at Work Act 1974 section 7.  This involves:
· making sure that all work is carried out in the approved way and in accordance with School policy and Health & Safety legislation;
· ensuring they fully utilise any equipment provided for health & safety and that all machine guards and other safety devices are appropriately used;
· following and adhering to any instruction given in relation to health & safety and cooperating with their employer (the Foundation or individual School as appropriate) to enable the employer to carry out its statutory duties (Health & Safety at Work Act 1974 section 7);
· a duty to report any defective equipment or new hazards and risk they discover;
· taking care of themselves and others and not ignoring any situation with poses a risk to health & safety without taking the appropriate action;
· in accordance with the Health and Safety at Work Act, employees have a duty to bring to the attention of the employer any short comings in the health & safety arrangements;
· making themselves familiar with their surroundings and knowing the locations of the nearest fire exit, escape route, fire fighting equipment and where to assemble in the event of an evacuation;
· not intentionally interfering with or misusing anything provided for health & safety reasons;
· cooperating with the Foundation Health & Safety Manager and acting on instructions given.

8.2 All employees, pupils and visitors are encouraged to provide any suggestions to the School Health & Safety Committees in relation to health & safety.

9.0 Areas with Specific Responsibilities.

9.1 Due to the nature of the activities carried out the following areas within the Schools, they are expected to have their own documentation relating to health & safety policy 
and procedures.  These areas are:

· Combined Cadet Force

· Science

· Design Technology

· P E

· Sports Centre

· Foundation Estates Manager
· Operation Manager

10.0 Responsibility of Pupils
10.1 Pupils are expected:

· to behave in an appropriate manner so as not to injure themselves or others or cause damage by their actions;
· to observe the safety rules throughout the Schools and as given to them by members of staff;
· not to misuse, neglect or interfere with any equipment provided for Health and Safety;
11.0 Responsibilities of visitors/contractors
11.1 Visitors and contractors of the Foundation sites will be required to observe the safety rules applicable to the site they are visiting or working at;
11.2 Employees responsible for any visitor/contractor must ensure that they are 
informed of the health & safety arrangements which may affect them during their visit.

12.0 Safety Representative (nominated by trade unions)

12.1 The functions of a safety representative nominated by a trade union are to:

· Investigate potential hazards and dangerous occurrences in the workplace and ensure they are drawn tot he attention of the employer.

· Investigate complaints by any fellow employee and or bring the complaint to the attention of the Foundation Health & Safety Manager

· Make representations to the employer on general matters affecting the health, safety and welfare of the employees at the workplace.

· Carry out inspections.
· Represent the employees in consultations at the workplace with the employer and the HSE and any other enforcing body.

· Attend the Health & Safety Committee meetings at the School in which they are employed.

12.2 Safety representatives have no additional duties other than those placed upon them as with all other employees in section 7 and 8 of the Health & Safety at Work Act 1974. They do not carry legal liability for wither their activities or omissions as a safety representative.

HEALTH & SAFETY POLICY – ARRANGEMENTS AT KINGS HIGH SCHOOL
1. Accident reporting, recording and investigation

1.1. Kings High School has a Matron on site located in the ground floor of the Butts cottages which is staffed throughout the school day.
1.2. In the event of an accident the Matron is the first port of call.
1.3. There are a number of Qualified First Aiders and Emergency First Aid at Work trained staff; details of these can be found from the School office.

1.4. All accidents should be recorded on the Foundation Accident Report form these can be obtained from the Matron.
1.5. Any accidents which are reportable under the Reporting of Injuries Diseases and Dangerous Occurrence Regulations will be actioned by Matron or in her absences by the Foundation Health & Safety Manager.
1.6. Details of all accidents are brought to the Schools Health & Safety Committee, where they are discussed and trends can be identified in order to put measures in place to prevent reoccurrence.

1.7. All serious accidents are brought to the attention of the School Head, Chairman and Vice Chairman of the Foundation Governors and the Governor responsible for Health & Safety.

1.8. All serious accidents or potentially serious incidents / near misses are investigated in detail by the Foundation Health & Safety Manager following the HSE guidance “Investigating Accidents and Incidents” HSG 245 and following the Foundation Serious Untoward Incident Policy.

1.9. The Foundation Health & Safety Manager will produce a full report to the Foundation Governors on any serious accident, incident or near miss.

1.10. Accident reports and investigation records should be kept for a period of three years or until the injured party reaches the age of 21.

1.11. Please refer to the First Aid Policy and Serious Incident Policy for further details and guidance.
2. Asbestos

2.1. The asbestos survey is located in the Estate manager office.

2.2. Key staff have attended Asbestos Awareness training.

2.3. All contractors are required to sign to confirm they have seen the asbestos register in relation to the area they will be working in.

2.4. An Asbestos Management Plan is currently under construction.

2.5. Please refer to the Asbestos Policy for further details and guidance.
3. Biological Hazards

3.1. Please refer to the Science Health & Safety Policy for further details and guidance.
4. Bullying and Harassment

4.1. Please refer to the Bullying and Harassment Policy.
5. Child Protection

5.1. Please refer to the Warwick School Child Protection Policy.
6. Safe Management of Contractors

6.1. Please refer to the Management of Contractors Policy.
7. Contractors & Visitors on Site

7.1. All Contractors are required to sign in and undergo and induction process.

7.2. All visitors are expected to be escorted and will be the responsibility of the member of staff they are visiting.

7.3. Please refer to the Contractors Policy for further information and guidance.
8. Consultation with employees

8.1. The School has a Health & Safety Committee which meets four times a year. 

8.2. The committee is made up of Heads of Department, Line Managers, Foundation Managers, Governor representation and is chaired by the Deputy Headmaster.

8.3. The meetings will meet as scheduled, with agendas and minutes should be carefully recorded – information about these meetings will be made available to all staff through the Head of Department or Line Manager. 

8.4. Employees are welcomed and encouraged to bring forward a concern through their Head of Department to this forum.

8.5. Any employee appointed by a trade union as a Health & Safety Representative is entitled to receive time off with pay to attend training.

9. Control Of substances Hazardous to Health (COSSH)
9.1. All regularly used products will have a material safety data sheets to accompany each product.

9.2. The COSHH files should be maintained and kept by each department.

9.3. Details of products used by the Domestic Services Team are kept by the Domestic Services Manager with a copy contained in each cleaning cupboard.

9.4. Any decanted substances should clearly display the product information, dilution rates and safety information.

9.5. Please refer to COSHH policy for further advice and guidance.
10. Radiation

10.1. The School has a small amount of radioactive sources.

10.2. The School has a Radiation Protection Supervisor and uses Dr Keith Bowker of Oxford Safety and Risk management as their Radiation Protection Advisor.

10.3. Please refer to separate H & S Policy for Science/Physics.
11. Defect Reporting Procedures

11.1. All staff have a responsibility for their own and others’ health & safety and are therefore responsible for ensuring that any defective, damaged or untested equipment is brought to the attention of the maintenance team so that remedial action can be carried out. 

11.2. Any information regarding faulty equipment should be brought tot he attention of the Senior Administrator in the Bursary, so it can be logged onto the system, actioned and monitored.

11.3. Records of repairs and defect reporting should be kept for 21 years.

12. Display Screen Equipment (DSE)
12.1. Please refer to the DSE policy for further advice and guidance.
13. Electricity at work

13.1. All hard wired electrical equipment is tested every five years.

13.2. There is an ongoing programme to PAT all items though ought the whole School. 

13.3. Records of items which have been PAT are held within each department.

13.4. All items should display a valid PAT sticker.

13.5. Live working is prohibited unless and adequate unless a hot works permit has been completed and signed doff.

13.6. Staff designated to PAT should undergo training for this. This will be arranged by the Foundation Health & Safety Manager.

13.7. All staff has a responsibility to report any defective equipment and are also required to have a visual check of electrical items for loose pins, frayed cables etc prior to use.

13.8. The Foundation Estates Manager is responsible for ensuring all contractors are competent to work on the electrical systems as will use a Permit to Work System when required.

13.9. The Foundation Estates Manager is responsible for ensuring anyone working on or with electrical items has been made aware of any relevant information.

14. Fire Precautions and Emergency Plans

14.1. Comprehensive Fire Risk Assessments have been completed for all buildings within the School and copies of the documents are available from the Foundation Estates Manager.

14.2. Action Plans from the Fire Risk Assessment have been circulated to the appropriate staff for action; these are monitored on a termly basis by the Foundation Health & Safety Manager.

14.3. Fire Precautions manuals for the fire panel is located in the Domestic Services Managers Office and is completed weekly by the caretakers.

14.4. The Foundation Health & Safety Manager monitors these on a termly basis for completion
14.5. Copies of the Fire Policy and emergency Evacuation Procedures have been made available to all staff, additional copies are available from the Foundation Health & Safety Manager.

14.6. Please refer to the Fire Policy and Fire Procedures for further advice and guidance.
15. First Aid and Medication

15.1. Please refer to the First Aid Policy for further Advice and Guidance.
16. 
Glass and Glazing

16.1. It is the responsibility of the Foundation Estates Manager to arrange for a Glazing Survey to be carried out and to action the remedial work.

17. Health & Safety Advice

17.1. Any member of staff who requires advice or guidance on any health & safety matter can contact the Foundation Health & Safety Manager either directly:

cp@warwickschools.co.uk
07850 916828

01926 836672

or, if they prefer, through their Head of Department or Line Manager.

18. Housekeeping, Cleaning and Waste Disposal

18.1. The Domestic Services Manager is responsible for ensuring the premises are kept clean, tidy and to minimise the accumulation of rubbish.

18.2. The Domestic Services Manager is assisted by a team of two caretakers and numerous cleaning staff who work before, during and at the end of the school day.

18.3. Any spillages should be cleaned away immediately and signs should be erected to worn people of potential slip hazards.

18.4. The Domestic Services Manager ensures sufficient quantities of salt are available to clear snow and ice form the School grounds and various equipment is available to aid snow clearing.

18.5. The Domestic Services Manager is responsible for ensuring that all pathways are clear of leaves to avoid slips.

18.6. If glass is broken the caretaking team are called to remove it safely. It is bagged and boxed and disposed of through a skip hire company.
18.7. Florescent light tubes are also taken to the caretakers areas for collection and disposal by an outside contractor.

18.8. Bins are located in various secure locations around the School.

19. Information dissemination procedure.

19.1. Information and instruction on Health & Safety matters are given to staff through their Head of Department or Line Manager. 

19.2. Employees are informed of existing health & safety information through the Health & Safety policy and their Head of Department or Line Manager.

19.3. The Foundation Health & Safety Manager will carry out briefings to the Senior Management team and whole staff as and when required.

19.4. Staff are required to sign to confirm they have read and understood all health & safety documentation relevant to their role. 

19.5. This will be carried out by the Head of Department or Line Manager.

19.6. All Health & Safety documents are kept in the Bursary.

19.7. It is the responsibility of teaching staff to ensure that pupils are advised of the relevant health & safety information, through lessons and if appropriate at School assemblies.

20. Kiln

20.1. Art staff are trained and competent to use the kiln and a risk assessment for the kiln is displayed in the kiln room along with operating and emergency operating procedures.

20.2. The kiln is inspected on an annual basis by Celtic Kiln Care through a contract with Warwick County Council.

20.3. Personal protective equipment in the form of thermal gloves are available and are located in the kiln room.

21. Lettings

21.1. Please refer to the lettings and Events policy for further advice and guidance.
21.2. Adequate standards of lighting should be maintained throughout the School. 

21.3. Wherever possible workplaces should be illuminated by natural light. 

21.4. In areas where additional lighting is required due to the nature of the work 
involved, this will be addressed on an individual basis and lighting levels increased to include individual desk top lighting if required.

21.5. Lighting will be positioned at a level so as not to cause additional risks or come into contact with combustible material.

21.6. New lighting should be positioned to ensure access to cleaning and maintenance can be achieved safely.

22. Lone Working & Personal Safety

1.1. Please refer to the Lone Working Policy for further advice and guidance.
23. Maintenance and Inspection of Equipment

23.1. Equipment is inspected and tested as per the applicable regulations a full list of the equipment which is tested, how and by whom and frequency of testing schedule is located in Appendix 1 of this policy.

24. Manual Handling

24.1. There are a number of activities and work practices throughout the organisation that require manual handling. 

24.2. A programme of providing training for staff is in place and will be rolled out to all relevant staff.  A list of all available course is detailed in the section “Training and Development for Health & Safety” within this policy.
24.3. Please refer to the Manual Handling Policy for further advice and guidance.
25. Minibuses
25.1. Please refer to the Foundation Minibus Policy for further advice and guidance.
26. Arrangements for monitoring Health & Safety

26.1. The Foundation Health & Safety Manager is responsible for carrying out audits and inspections of the School site.

26.2.  Within each academic year the whole site will under go an inspection.

26.3. The inspection will produce a report of non-compliance and any other reasonable actions required to ensure the health, safety and welfare of all employees, pupils and visitors to the site.

26.4. A member of the governing body will accompany the Foundation Health & Safety Manager prior to each Health & Safety Committee meeting to a particular area of the School.

26.5. The Foundation Health & Safety manager will report any non-compliance issues, results of any external and internal audits to the Governors through the Estates and Procurement meeting s held termly.

27. New and Expectant Mothers at Work

27.1. Staff are encouraged to advise their Head of Department or Line Manager as soon as possible if they suspect they are pregnant.

27.2. The Head of Department or Line Manager is responsible for ensuring that they Foundation HR Manager is informed so the appropriate advice and guidance can be provided.

27.3. The Head of Department of Line Manager is responsible for ensuring the Foundation Health & Safety Manager is informed so a Risk Assessment can be put in place for the expectant mother. 

27.4. The Risk Assessment should be monitored and amended as necessary throughout the course of the pregnancy.

27.5. On return to work, breast feeding mothers will be provided with a private room for the purpose of expressing milk should they request this.

28. Noise

28.1. In order to comply with the Noise at Work Regulations 2005 weekly noise exposure levels must not exceed 80dB.

28.2. Where there is likelihood of this happening, noise monitoring checks will be carried out.

28.3. Control measures will be put in place to reduce the noise levels as far as is reasonably practicable.

28.4. If it is not possible to reduce the noise levels below 85dB employees will be issued with appropriate hearing protection and hearing protection zones will be set up.

28.5. In circumstances where the noise level still remains above 80dB hearing protection will be supplied to employees working in these areas.

28.6. If an employee raises a matter related to noise in the workplace, the School will take all necessary steps to investigate circumstances, take corrective action and advice the employee accordingly.

28.7. Where employees are found to be exposed to high level noise appropriate health surveillance and occupational health advice will be sought.

29. Trips and Educational Visits
29.1. Please refer to the Trips Policy for further advice and guidance.
30. PE Inspection

30.1. Fitness suites, Sports halls and gyms are inspected on an annual basis by and independent competent contractor through a service level agreement with Warwick County Council.

30.2. Staff are responsible for use checks on equipment which should be recorded.
30.3. Risk Assessments are completed for all sporting activities and equipment used.

31. Personal Protective Equipment (PPE)

31.1. Personal Protective equipment will be provided free of charged where is it is identified as a control measure.

31.2. The equipment needs to be fit for purpose and appropriate with other PPE.

31.3. The Head of Department or Line Manager is responsible for periodic checking of the equipment and for ensuring the equipment is worn by the employee when required.
32. Permit to Work

32.1. A permit to work is required for a number of activities, hot work, confined spaces, evacuation work etc.

32.2. The Foundation Estates Manager will liaise with the contractor and issue a Permit to work as and when required.

33. Pesticides

33.1. The use of pesticides is reserved for the gardener.

33.2. All pesticides should have been risk assessed and an accompanying Material Safety Data Sheet is available.

33.3. Measure identified within the risk assessment in order to reduce the risk should be utilised and any equipment provided to increase safety such as gloves, safety bots etc should be work.
33.4.  The Estates Manager should ensure this takes place.

34. Risk Assessments

34.1. Risk Assessments are completed for all activities where there is a foreseeable risk of injury or harm occurring.
34.2.  A comprehensive folder of all completed risk assessments is located in the Foundation Health and Safety Managers Office at number 2 Chapel Street.
34.3.  Each department should also have a copy of the risk assessments relevant to them.
34.4. Please refer to Risk Assessment Policy for further advice and guidance.
35. Safety Signs

35.1. Any safety signs displayed will comply will the Health & Safety (Safety Signs and Signals) Regulations 1996.
35.2.  Areas will be identified where signs are required and employees, pupils and visitors are expected to adhere to the signage displayed at all times.
36. Smoking

36.1. Warwick School is a no smoking site, smoking is not permitted anywhere in the School buildings in accordance with regulations nor on the School grounds. 

37. Sports Pitches

37.1. The sports pitches for Kings High School are located on the Banbury Road, alongside the Myton Road campus. 
37.2. The Head Groundsman at Warwick School has overall responsibility for ensuring the grounds are in a suitable condition for the activity for which it is being used.
37.3. Staff are required to carry out a pre use visual check on the playing area prior to any activity and to make a decision on the suitability of the surface.

38. Stress and Staff Wellbeing

38.1. If employees are experiencing any problems in relation to stress they are encouraged to report this to their line manager or Head of Department in the first instance.

38.2.  Staff can however speak directly to the Foundation Human Resources Manager or the Foundation Health & Safety Manager.

38.3. Please refer to the Foundation Stress Policy for further advice and guidance.
39. Temporary Workers

39.1. The duty of care to employees also extends to those who may be temporary in any areas of the School. 

39.2. All temporary staff are required to receive a basic Health & Safety Induction carried out by their Head of Department or Line Manager which covers Fire Evacuation procedures, first aid procedures and access to relevant risk assessments.

39.3. They should also be given more formal training on the use of any particular training which should be recorded. 

39.4. A file should be set up which details the training they have received and should be signed by the temporary worker and the Head of Department or Line Manager.

40. Temperature

40.1. In areas where air conditioning is installed this will be maintained as part of a service level agreement inline with current regulatory guidance.

40.2. In areas where air conditioning is not available adequate access to natural ventilation should be available.
40.3.  In the event of employees experiencing problems with thermal comfort they should raise the matter in the first instance with the head of department or their line manager.

41. Training and development related to Health& Safety

41.1. The following training courses are arranged by the Foundation Health and Safety Manager at various intervals throughout the year.

· First Aid 

· Emergency First Aid at Work

· Manual Handling

· Working at Height

· Asbestos Awareness

· Legionella Awareness

· Educational Visits

· Risk Assessment

· Use of Fire Extinguishers

· Fire Safety Awareness

· General Health & Safety Awareness

· IOSH Managing Safely in the World of Work

41.2. Health & Safety Inductions are carried out for all new staff within the first two weeks of starting their employment by the Foundation Health & Safety Manager or the Head of Department or Line Manager.
41.3. Records of all Health & Safety related training is kept by the Foundation Health & Safety Manager on a Training matrix spreadsheet.

41.4. The Foundation Health & Safety Manager is responsible for ensuring all employees undergo appropriate refresher training as and when required.

42. Ventilation

42.1. Employees should wherever possible make appropriate use of the ventilation systems available.
42.2.  In the event that training is required this issues should be raised with the head of department or line manager.

42.3. Natural ventilation should be used where possible, in areas where additional mechanical ventilation has been installed this will be tested and services by a competent person in line with current regulations.

43. Water Hygiene

43.1. The Water Hygiene log book is located in the Bursary. 
43.2. A contractor is employed to carry out many of the requirements of water testing under L8 guidance. 
43.3. The domestic services team carry out weekly flushing and temperature recording.
43.4. Please refer to the Foundation Legionnaires and Water Hygiene Policy for further advice and information.
44. Work Equipment

44.1. All work equipment used on the premises should be fully inspected upon installation.

44.2. All work equipment should undergo an annual recorded maintenance and service inspection by a competent person.

44.3. Records should be kept and made available for annual maintenance and servicing regimes.

44.4. Technicians and caretakers are responsible for carrying out pre-use visual check of the equipment within their department, which should be recorded.

44.5. Employees must not provide their own equipment.

44.6. Heads of departments and line managers must ensure that any such equipment within their department is used appropriately and training should be provided if required by the user.

44.7. Heads of Department and line managers are responsible for ensuring a suitable and sufficient risk assessment has been carried out prior to the use of such equipment. 
44.8. Personal Protective Equipment must be provided free of charge if required.

45. Working at Height

45.1. Activities which require work at height should be identified and eliminated where possible. 
45.2. Where it is not possible to eliminate all reasonable steps should be taken to reduce the risk to as low as possible
45.3. Any staff who may be required to work at height must attend the half day working at height training.

45.4. There is various equipment throughout the School with most departments having or having access to kick stools or small steps.

45.5. The Domestic Services Team have step ladders, long ladders and access tower equipment.

45.6. The Access tower is only erected by the staff that are certified as competent to do so.

45.7. The Domestic Services Manager carry’s out the annual inspections of the ladders and records such testing.
45.8. All working at height activities must be risk assessed prior to commencement, this is the responsibility of the Head of Department or Line Manager to ensure this takes place.
45.9. Heads of Departments are responsible for ensuring employees within their department only use the equipment they are trained to use, unless it is low level kick stools or steps and that they wear the correct clothing and footwear.

45.10. Pupils are not permitted to use access equipment. 
45.11. Contractors are expected to provide their own equipment and are not permitted to use the Schools.
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