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Health, Safety and Environment (HSE) Policy

The Governing Body as an employer, recognises and accepts its responsibility to provide a healthy
and safe working environment for its employees and non-employees who may be affected by its work
activities. The Governing Body will take all necessary steps to fulfil its statutory duties under the
Health and Safety at Work etc Act 1974, the Management of Healthy and Safety at Work Regulations
1992 and subsequent health and safety legislation.

The Governors will encourage a positive health and safety culture, actively supported by the
Headteacher, Senior Leadership Team, Heads of Department and Managers.

The Governors approach to HSE will be based on the identification and control of risks ensuring the
appropriate levels of resources will be allocated to keep risks to a minimum.

To fulfil its statutory duties the following will form the Governors aims and objectives:

To provide and make readily available the necessary HSE information, instruction and training
to employees, strategic partners, contractors, agency workers, voluntary workers and work
experience placements, that may be required to safeguard their health and safety.

To ensure all visitors, contractors and suppliers of goods and services comply with relevant
HSE requirements.

To ensure that health and safety rates at least equal to all other work functions and will attach
equal importance to achieving HSE targets.

To devote the necessary resources in the form of finance, equipment, personnel and time to
ensure and develop a safe and healthy culture. The assistance of expert HSE help will be
sought where the necessary skills are not available within the school.

To co-operate fully in the election and appointment of safety representatives by recognised
trade unions, including the setting up of a School Health and Safety Forum.

To ensure that appropriate systems are developed and maintained for the effective
communication of HSE matters throughout the school.

The Governors will ensure that health and safety is fully integrated into the schools strategic
and operational functions. It will also effectively monitor management’s HSE performance in
line with general service outcomes.

To ensure all departments have HSE documents that clearly specify their organisation and
arrangements for HSE compliance with the corporate Statement of Intent, Policy and
Procedures.

The school will set up a system to ensure that accidents, assaults, near misses and work
related ill-health are fully investigated and appropriate action taken to reduce the likelihood of
their re-occurrence.
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Roles and Responsibilities
Governors —the Governing Body will, so far as is reasonably practicable, provide:

Adequate resources, including time, for work and activities with implications for health and
safety to take place.

A safe environment for staff, pupils and visitors to go about their various activities.
Adequate welfare facilities.

Necessary safety and protective equipment and clothing.

Safe plant, equipment and systems of work.

Safe arrangements for the handling, storage and transport of articles and hazardous
substances.

Supervision, training and instruction so that all staff and pupils can perform their activities in a
safe and healthy manner.

The opportunity for all staff to receive health and safety training appropriate to their duties and
responsibilities. This should be given before an employee commences any relevant work.
Wherever training is required by statute, or considered necessary for the safety of staff, pupils
and others, the Governing Body will ensure that such training is provided.

The Governing Body, so far as is reasonably practicable and in consultation with the Headteacher,
will:

Make itself familiar with the requirements of the Health and Safety at Work etc Act 1974 and
any other health and safety legislation and codes of practice that are relevant to the work of
the school, in particular the Management of Health and Safety at Work Regulations.

Adopt and maintain an effective policy, organisation and arrangements for the provision of
health and safety throughout the school.

Identify and evaluate risk control measures in order to select the most appropriate means of
minimising risks to staff, pupils and others.

Through the Headteacher, will make arrangements for all staff, including temporary and
voluntary staff and helpers to receive a copy of the policy and relevant information.

Where the delegation of responsibility for carrying out a particular health and safety function is
given to an employee, they must ensure that the person is aware of the duty, how they are
expected to perform the duty and provide the necessary information, instruction training and
supervision and resources.

and compliance during lettings and ensuring that premises, equipment and substances are
safe and without risk to health.

Where contracts are awarded to independent companies, proper consideration to the health
and safety aspects before the tendering of such contracts take place and they must satisfy
themselves that successful contractors comply with all relevant safety legislation.
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Headteacher — The Headteacher is accountable to the Governing Body for the implementation of the
health and safety policy. He will also discharge the Governing Body's overall duty as employer. The
discharge of these duties will be through line managers. The Headteacher will be responsible, in
particular, for ensuring that:

The Safety Policy Statement is brought to the attention of all staff.

Codes of Practice are available for each work activity carried out in the school. That a copy of

each Code of Practice is kept in the Health and Safety Co-ordinator’s office and the staffroom

of the establishment. That other copies are distributed to relevant staff and a record of

distribution is maintained.

The provisions set out in the Codes of Practice are implemented.

Risk assessments are carried out, recorded and control measures implemented.

Health and safety monitoring is undertaken in the school through:

0 Annual internal monitoring.

o Termly inspections of the premises (Headteacher to be involved in at least one of the

inspections).

0 Accident, near miss and ill health investigation.

0 Performance management review.
And to ensure that -

Other health and safety information is communicated to relevant staff.

Relevant health and safety information is provided to visitors, temporary and agency staff,
voluntary workers, contractors and those who may use the site.

There is agreement and co-operation between other users/other employers of the school site
to ensure hazard reporting and joint risk assessments are recorded.

Accidents are investigated reported using the established procedures.

Trade union safety representatives can carry out their functions and that appropriate
consultation takes place.

Opportunities are identified to improve health and safety within the school and that the health
and safety responsibilities in relation to procurement and the management of contracts are
carried out and recorded.

Health and safety are included on team and staff meeting agenda and governing body
meeting agenda.

There are arrangements for monitoring services such as gas and electrical systems and
equipment.

Arrangements to enable staff to report hazards are in place.

An Educational Visits Co-ordinator, who has attended a recognized training course is
appointed within the school.

Procedures for identifying and acting upon failures by an employee to achieve adequate
health and safety performance are in place.

6
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Health and safety training needs are identified and met.
Fire precautions procedures are implemented, including fire drills.

Ensuring assessments are undertaken of all risks to health and safety as required by the
Management of Health and Safety at Work Regulations and other legislation and that the
significant findings are recorded,;

New employees receive appropriate health and safety information including details of the
safety policy, codes of practice, fire drill procedures and other safety information.

A copy of Appendix 1 is completed, posted on notice boards in a prominent position and
updated at regular intervals.

Arrangements are in place for liaising with contractors to ensure appropriate co-operation and

co-ordination between the school and the contractor as required by the Management of Health
and Safety at Work Regulations. All reasonable steps are taken to inform contractors of risks

to their employees arising out of or in connection with the operation of the school. Contractors
are aware of any special risks to children which might arise out of their work.

Health and safety matters which cannot be resolved appropriately are raised with the
Governing Body.

Health and Safety Co-ordinator - The Director of Resources is the Health and Safety Co-ordinator
for the school. As Safety Co-ordinator specific duties include:

Establishing arrangements for dealing with health and safety matters such as:

dissemination of health and safety information to all staff

first aid

accident reporting

emergency evacuation procedures

ensuring accidents are investigated

ensuring health and safety matters raised by staff are dealt with
maintaining a central file of Codes of Practice.

maintaining a central file of other relevant information.

OO0 O0OO0OO0OO0OO0OOo

Co-ordinating all aspects of the Health and Safety Policy and practice.
Liaising with safety representatives or other means of consulting with employees.
Ensuring the implementation of the Safety Policy is monitored.

Ensuring appropriate Codes of Practice are brought to the attention of all staff in the work
areas.

Ensuring relevant health and safety information is communicated to staff.
Ensuring first aid procedures are complied with.

Ensuring all accidents occurring in the work areas are reported and an accident report form is
completed. That all “reportable” accidents are reported to the Health and Safety Executive.

Ensuring assessments are undertaken, of all risks to health and safety as required by
legislation and the significant findings are recorded.
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Ensuring premise defects (which affect health and safety) and other premise related health
and safety matters are dealt with. Any such matters which cannot be dealt with should be
raised at the Premises Committee following consultation with the Headteacher.

Heads of Department/Line Managers of Teaching Staff =~ — Heads of Department and Line
Managers of teaching staff are responsible for implementing the Safety Policy within their area of
responsibility. In particular, line managers of teaching staff will need to ensure that:

Codes of practice appropriate to their area of responsibility are brought to the attention of all
staff within the area and complied with.

Appropriate safety signs or notices are displayed in all areas within their department.
Relevant health and safety information is communicated to staff.

All accidents occurring in the area are reported, the causes are investigated and an accident
report form is completed.

Reasonable arrangements for allowing safety representatives to carry out their functions are
complied with.

Health and Safety training needs of staff within the area are identified and met or reported to
the Headteacher.

Staff are all aware of the fire procedures.

New employees receive appropriate health and safety information, instruction and training,
including safety procedures within the department/school as appropriate.

Regular assessments for all risks to health and safety are carried out and significant findings
recorded, with appropriate preventative measures completed in accordance with the codes of
practice relevant to the area.

Ensuring there are procedures for identifying and acting upon failures by an employee
(including managers) to implement the Health, Safety and Environment Policy and
procedures.

Classroom Teachers - The Health, safety and welfare of students in classroom, laboratories and
workshops are the responsibility of the classroom teacher. These rules also apply to student
teachers who must be aware of their responsibilities by a professional tutor, and to support staff, such
as teaching assistants.

A classroom teacher is expected to:
Know the emergency procedures in respect of fire and first aid and the special health and
safety measures to be adopted in his/her own teaching areas and to ensure that they are
applied.
Be aware of and follow health and safety codes of practice and guidance.
Exercise effective supervision of students and ensure that they know of the general

emergency procedures in respect of fire and first aid and the special safety measures of the
teaching area.
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Give clear verbal instructions and warnings as often as necessary, notices, posters and
handouts are not enough.

Ensure that students items such as coats, bags, cases are safely stowed away.

Integrate all relevant aspects of health, safety and welfare into the teaching process and if
necessary give special lessons on health and safety.

Follow safe working procedures personally.

Ensure such precautions as personal protective clothing, guards and special safe procedures
are used when necessary.

Make recommendations on health, safety and welfare matters to the line manager.

Line Managers of Support Staff -  Other line manager, such as site managers, or office managers
are responsible for the implementation of the Health, Safety and Environment Policy in their area of
control. This includes:

Ensuring in their area of control that risk assessments are carried out recorded and the control
measures implemented.

Undertaking risk assessments relating to hazards to which directly managed staff are
exposed, including stress risk assessments.

Ensuring that health and safety monitoring is undertaken in their area of control through:

Annual internal monitoring

Inspections

Accident, near miss and ill-health investigations
Performance management reviews

O o0oo0oo

Identifying the training needs of staff to enable them to meet required competencies.
Ensuring all new employees to the area receive a health and safety induction.

Ensuring all relevant health and safety information is communicated effectively to the correct
staff.

Ensuring procedures for identifying and acting upon failures by an employee to implement the

Health, Safety and Environment Policy and procedures.

All Employees — Although prime responsibility for health and safety lies with the Governors, the
Health Safety and Environmental Policy can only be implemented with the full co-operation of all
members of staff. All employees therefore have the following responsibilities:

To take reasonable care for their own health, safety and welfare and that of other persons
affected by their acts or omissions.

To co-operate with the Governors so far as is necessary to enable them to meet their
responsibilities for health, safety and welfare.

To be aware of and follow health and safety codes of practice and guidelines.

To use work equipment provided correctly, in accordance with instructions and training.

9
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To report to their line manager any hazards or work situations they; identify and any
inadequacies in health and safety.

To report using prescribed procedure all accidents, reportable diseases, ill health, dangerous
occurrences and near misses.

To take part in any health and safety training identified as necessary by the Governors or
Headteacher.

Employees at all levels should note that if they fail to discharge the obligations placed on them by this
Health, Safety and Environmental Policy or any relevant statutory provision, they may be liable to
disciplinary action according to the schools disciplinary rules and procedures or prosecution by the
Health & Safety Executive.

Pupils — Pupils have no particular responsibility in the implementation of the schools Health, Safety
and Environmental Policy, but are nevertheless expected to:

Exercise personal responsibility for safety of themselves and others.

Observe the safety rules of the school and in particular the instructions of staff given in an
emergency situation.

Use and not wilfully misuse, neglect or interfere with any item provided for safety.

Safety Representatives, Safety Forum and Communicat  ion With Staff

Safety Forum — The purpose of the Safety Forum is to facilitate consultation on the schools health
and safety issues and to enable employees to raise and discuss any matters concerning health and
safety with the work areas of the school. The Safety Forum will be made up of employee
representatives and management representatives as described in the constitution. The Forum will
meet half termly but additional meetings will be arranged as necessary.

Local Consultation — The Headteacher is responsible for ensuring that arrangements are in place
for consultation with workplace safety representatives and to address issues raised by safety
representatives on behalf of the staff they represent.

In the situation where trade unions have not appointed local safety representatives, the Headteacher
will be responsible for consulting directly with employees or with their elected representatives. The
Headteacher will ensure that all relevant staff are consulted with regarding risk assessments which
cover their work activities.

General Arrangements for Health and Safety

Organisation and Arrangements Notice -  The Headteacher is responsible for the completion of
Appendix 1 indicating the local organisation and arrangements for implementing the Policy.

Risk Assessments — Under the Management of Health and Safety at Work Regulations there is a
requirement for all risks to health and safety to be assessed and for significant findings to be
recorded. The codes of practice were prepared following an assessment of the risks and in general
form the basis of most routine risk assessments. However, as generic assessments they have
limitations and it is the responsibility of managers to ensure assessments are modified and extended
to take account of local circumstances. The Headteacher is responsible for ensuring specific risk
assessments are undertaken (such as VDU and Manual Handling) and for undertaking risk
assessments relating to hazards to which directly managed staff are exposed, including stress risk
assessments.
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Health and Safety Monitoring and Auditing

Inspections of each department will be carried out termly by the Head of Department or Line Manager
with reports submitted to the Safety Co-ordinator. Routine inspections of the school, site and
contractor operations will be completed termly by the Site Manager and reports submitted to the
Safety Co-ordinator.

An internal audit of health and safety will be carried out annually, this will be co-ordinated by the
Safety Co-ordinator. A copy of the report will be sent to the Governing Body.

All accidents will be investigated to identify any failures in the management of health and safety and
where necessary reported to the Governing Body.

Annual inspections will be carried out by external specialists of specific equipment, mechanical and
other services within the school including fire extinguishers and portable electrical equipment.

An annual Health and Safety audit will be undertaken by the school and the Local Education Authority
and the report and action plan made available to the Governing Body.
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APPENDIX 1

Hassenbrook School
Health and Safety Organisation and Arrangements Not  ice

Responsible Manager Headteacher

Mr R Glasby

Health and Safety Co-ordinator Director of Resources

Mrs P Griffiths

Location of Health and Safety codes of
practice/documents/risk assessments Director of Resources Office

Director of Resources Office
Location of Fire Register

Procedure for accident reporting:

Name of employee to report accident to Main Office Mrs Y Trott

Who reports notifiable accidents to HSE Headteacher

Mrs J Bradley — Science

Mr L Jones — PE

Mr D Reed Technology

Mrs A Harrold — Main Office
Mrs D Placeson — Main Office
Mrs S Sansom — Main Office

First Aider/Appointed Person(s)

Site Manager Mr P Smith
Procedure for Reporting hazards Tel: 07792711848

Fire Assembly Point
Netball Courts

Director of Resources
Fire Marshal/Evacuation Officer

Day and time of weekly fire alarm tests Wednesday at 7.00 am

Basildon Hospital
Nethermayne
Name and address of nearest hospital Basildon

Tel: 01268 533911

Medical Room (including travelling
first aid kit)

Science Prep Room

Technology Department

Location of First Aid boxes PE Department

Site Office

Main Office

Finance Office

Minibus

Site Staff
Tel: 07792711848

Contact arrangements outside school hours
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