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The Manor School — Health and Safety Policy — September 2010

Tl’le Manor SCl‘IOO]
[Health and 5aFct3 Folicg

Tl’xis statement is issued in accordance with the [ealth and SaFety at Work Act
(i 974). ]t supplements the statements of health and saFety Policg which have been

written bg Wiltshire Counci]. The genera] aims of this Poiicg are designecl to

implement the general aims of Tl‘le Manor Sclﬁool.

Alims and objcctivcs

establish and maintain a safe and hea!thg environment throughout the
school;

establish and maintain safe woridng Proccdurcs among staff and Pupils;
make arrangements for ensuring salcetg and absence of risks to health in
connection with the use, haﬂc”ing, storage and transport of articles and
substances;

ensure the Provision of sufficient information, instruction and supervision
to enable all emPioyees and PuPi]s to avoid hazards and contribute
Positivelg to their own health and saxcetg and to ensure that theg have
access to health and safzety training as aPProPria’ce or as and when
Provided;

maintain all areas under the control of the Govcrning Bodﬂ in a condition
that is safe and without risk to health and to Provide and maintain means of
access to and egress from that P]ace of work that are safe and without ris‘c;
formulate effective Procedures foruse in case of fire and for evacuating
the school Prcmises;

Iay down Procedures to be followed in case of accident;

teach samcety as part of PuPi!s‘ duties where aPProPriate;

and Provide and maintain adequate welfare facilities.

RcsPonsibility of the (Governors and the [ {ead T eacher
Tlﬂe Cjovernors and Associate [Head Teaclﬂer are responsible for imP]ementing this

Policy within the school. |n Particu]arthey will:
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monitor the effectiveness of the saFctg Policg and the safe working
Practices described within it and shall revise and amend it, as necessary, on
a regu]ar basis;

prepare an emergency Procedure and arrange for Periodic Practice
evacuation drills (norma”g at least once a term) to take Place and for the
results of these to be recordcd;

make arrangements to draw the attention of all staff employed at the school
to the school and dePar’cmenta] saxcetg Po]icies and Procedures and of any
relevant saf:ety guidclines and information issued;

make arrangements forthe imPlementation of the accident/incident
rePorting Procedure and draw this to the attention of all staff at the school
as necessary;

make arrangements for in?orming staff and PuPi]s, of relevant saf:ctg
Procedures. Otiﬂer users of the school will be aPProPriatelg in?ormed;
ensure that regular salcetg insPections are uncler’calcen;

arrange for the witl—ydrawal, rcPair or rcp]accmcnt of any item of Furm’ture,
Fitting or equipment identified as being unsafe bg the [ealth and Salcetg

insPcc‘cion team;

N.B. The Goveming Boc‘g will deal with all aspects of maintenance which are

under their control and report to the maintenance c{ePar'tmeﬂt of Wiltshire
(ouncil any other situation identified as beiﬂg unsafe or hazardous and which

cannot be remedied within the financial resources available to them;

1] monitor, within the limits of their exPer’cisc, the activities of contractors (in
liaison with the staff of the Wiltshire Council, hirers and other
organisations present on site, as faras is reasonabiy Practicable;

1] ic{enthcy any member of staff having direct resPonsibi]itg for Particu]ar
saf:etg matters and any member of staff who is spcci{:icallg dclegated to
assist the GOvemors and Head Teacher in the management of health and
samcety at the school. Such de]egatecl resPonsibilitﬂ must be defined as
aPProPriate.
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Hcalth and Sa{:ctg - clclcgatccl person

Tl’xe delegated person, Mrs Janc Crudgc, will:

lead the imPlementation, monitoring and dcve]opment of the saFetg Po]icg
within the school;

monitorgeneral advice on saFetg matters given }33 the Autiﬂoritg and other
relevant bodies and advise on its aPP]ication to the school;

co-ordinate arrangements for the desigﬂ and imP]ementation of safe
wori(ing Practices within the school;

investigate any sPeciFic health and SaFCtg Problem identified within the
school and take or recommend (as aPProPriatc) remedial action;

order that a method of working ceases on health and samcetg grouncls on a
temporary basis subjcct to further consideration }33 the GOVCFHOTS and

I~ xecutive [Head Teacher;

assist in carrying out regular saxcety insPections of the school and its
activities and make recommendations on methods of resolving any Problems
identified;

ensure that staff with control of resources (both financial and oti'xer) give
due regard to sa?etg;

co-ordinate arrangements for the dissemination of information and for the
instruction of emP]ogees, students, PuPi!s and visitors on salcetg matters

and to make recommendations on the extent to which staff are trained.

Kcsponsibilitics of staff towards PuPils and others in their care

A” staff are resPonsib]e for the health and sa)cetg arrangements in relation to s‘caxq:,

students, PuPiis and volunteer helpers under their suPer\/ision. Jn Particu]ar, theg will

monitor their own work activities and take all reasonable stePs to:

exercise effective suPer\/ision over all those for whom thcg are responsib]e,
inc]uding PuPiis;

be aware of and implement safe wori(ing Practices and to set a good
example Persona”y. ic{entixcg actual and Potentia] hazards and introduce

Procedures to minimise the Possibi]it3 of mishap;
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ensure that any equipment or tools used are aPProPriate to that use and
meet acceP’ced salcety standards;

Provide writtenjob instructions, warning notices and signs as aPProPriate;
Provide aPProPriate Protective clotl'xirxg and saFctg equipment as necessary
and ensure that these are used as rec]uirecl;

minimise the occasions when an individual is rcquired to work in iso]ation,
Par‘ticuiar!y in a hazardous situation or on a hazardous process;

evaluate Promp’cly and, where aPProPriate, take action on criticism of health
and saFety arrangements;

Provide the oPPortunitg for discussion of health and saFety arrangements;
investigate any accident (or incident where Pcrsonal irjury could have
arisen) and take aPProPriate corrective action;

Provide for adequate instruction, information and training in safe working
methods and recommend suitable "off thejob“ training;

where Private vehicles are use to transport children to and from school
Functions, staff should ensure that child restraints and booster seats
aPProPriate to the age and height of the children concerned are used, and

the correct insurances are in Placc

N.B. When any member of staff considers that corrective action is necessary but

that action lies outside the scope of their authority, they should refer the Problem to

the senior manager on site.

KcsPonsibiIitics of all Employccs

All emPloyees have a resPonsibi!itg under the Act to:

take reasonable care for the health and salcetg of themselves and of any
person who might be affected bg their acts or omissions at work;
co-operate with the school and others in meeting statutory requirements.
not interfere with or misuse angthing Proviclec] in the interests of health,
samcety and we]Fare;

make themselves aware of all samcety rules, Proceclures and safe working
Practices aPPiicable to their posts; where in doubt tl‘léﬂ must seek

immediate clarification from the senior management team;
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B cnsure that tools and equipment are in good condition and report any
defects to the Executive head teacher;

Bl use Protective ciothing and saxcetg ecluiPment Provided and ensure that
these are kept in good condition;

B chsure that offices, genera] accommodation and vehicles are kePt tidy;

B cnsure that any accidents, whether or not an irjurg occurs, and Potential

hazards are rePortecl to the Executive Heacl Teacher.
Flease note the Fo“owing:-

17 |t must be realised that new]g aPPointed emP]ogees could be Particularig
vulnerable to any risk and it must be ensured that all relevant health and
samcety matters are drawn to their attention at an earb stage.

1] Wl‘lilst it is a management responsibi]itg to instruct all emplogees in safe
wori(ing Procedures in relation to their posts and work Places, emplogees
may from time to time find themselves in unfamiliar environments. |n such
cases, the emplogee concerned should be Particu]arly alert for rxazards, and
whenever Possiblej ensure theg are accompaniecl bg a person familiar with
the environment or that theg are advised of speciﬁc hazards.

Bl Allvolunteer l‘lelpers will be exPec’ced, asfaras reasonablg Possible, to

meet the same standards requirecl of emPioyees.
ResPonsibilities of FuPils
A” PuPils are exPected, within their exPertise and abilityj to:

B cxercise Personal resPonsibi]it9 for the samcety of themselves and their
fellow PuPiis;

B observe standards of dress consistent with saxcetg and/or hygiene (this
would Preciude unsuitable footwear, knives and other items considered
dangerous;

B observe all the saxcetg rules of the school and in Particu!ar the instructions
of the teaclﬂing staff in the event of an emergency;

B use and not wi”Fu”g misuse, rxeg]ect orinterfere with things Provided saxcetg

PUFPOSCS.
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NB Tl’me (Governors and [~ xecutive [Jead Teaclﬂer will make Pupils (and where

aPProPriate the Parents) aware of these resPonsibi!ities through direct instruction,

notices and the school handbook.
Visitors

Reguiar visitors and other users of the Premiscs (e.g. contractors and de]iverg men)

are exPected, as faras reasonab]g Possible, to observe the samcety rules of the school.

Lcttings
The GOvernorsj and senior management team must ensure that:

Bl the means of access and egress are safe for the use of hirers, and that all
Plant and equiPment made available to and used }35 the hirers is safe. |f the
I~ xecutive [Head Teacher knows of any hazard associated with the above,
she/he should take action to make hirers aware of it;

Hl fire escape routes and exits are clearlg marked for the benefit of unfamiliar
users of the buildiﬂg, Particu]arlg cluring the hours of darkness;

B hirers of the builcliﬂg are briefed about the location of the te]ephone, fire
escape routes, fire alarms and fire Fighting cquipment. Notices rcgarding
emergency Procedures should be Prominent]g disP]aged;

Bl hirers using any equipment orxcacilitg Provided 139 the school are familiar
with its safe use and, if necessary, briefed accorclingiy;

1] arrangements are made for clﬂecking the security and condition of the

Premiscs and equipment used after vacation 135 the hirer or his staff.

Fire and E_mcrgcncy [ vacuation Procedures

B The schools procedures for fire and emergency evacuation are appended.
Ti’xeg are also Posted in the school entrance hall.

1] These Procedures will be uPdath as aPProPriate.

17} The log for the recordiﬂg and evaluation of Practice and evacuation drills is

available.
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Fire Frcvcntion Equipmcnt

Arrangements are made to regularb monitor the condition of all fire Prevention
equipment. Tl‘lis would include the regular visual insPection of fire cxtinguishcrs and

the fire alarm system.
First Aid and Accident chorting Procedures

B [Tirst aid is available in the [First Aid Room.

1] Tlﬂe names of the Primary first aiders are Mrs. M \/\/eatlﬂerburn, Mrs D.
Diﬁch, Mr [ Goldson and Mrs D B]ackey.

1] The person resPonsib]e for aclminis’cering the accident rePor'ting
Proceclure, the notification of serious accidents causing death or major
irjurg and c{angerous occurrences is the [~ xecutive [1ead | eacher. T he
accident book and rePort forms and the arrangements to be followed if the
person injurec{ is unable to comp]ete an accident report form or who is not
an employee of the Authoritg are to be found in the administration office
and first aid room.

17} The arrangements for first aid for sports, outdoor Pursuits and field triPs
are the resPonsibility of the suPcr\/ising staff.

onitoring and review
M . . g d .
e [Jealth an arety delegated person is responsible ror monitorin ealth an
The Health and Safety delegated p ponsible f g [Tealth and
Salcety across the school. S/he is also resPonsible for suPPor’cing co”eagues in the
understanding the cxpectations, for being informed about current c]cvelopments and
for Provic]ing a strategic lead and direction for the development of f'jealth and Saget}j
rocedures in the school. e delegate erson presents the [ Jead an overnors
procedures in the school. The delegated person p he Head and g
with an annual report which evaluates the strengths and weaknesses and indicates

areas For fu r’cher imProvemcnt‘

Signed on behalf of the Govcrning Boclg of Thc Manor Sclﬂool.
Datei9th September 201 1

Date of review: Scptember 2012




