Moor End Technology College

Health and Safety Policy


Every member of staff must be involved in maintaining and improving the Health and Safety of all members of our school.

We need to ensure that our school is a safe place in which both pupils and staff can work.  We need to be aware of our responsibilities to one another in the areas in which we work and at times when we are moving from one location to another.

The school adopts the Kirklees Education Service Manual (a copy is kept in the School Managers office)to which staff are able to refer, and HandSaM an online Health & Safety Management tool.  Staff with specific areas of responsibility will receive training and guidance on the above.  
There is a separate contingency plan for emergencies and policy for the administration of medicines.
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All METC staff must be responsible for: -

· Their own areas of work and for reporting any dangers or potential hazards, following school procedures.
· Supervising movement in and out of their classrooms and generally in their departmental suites.

· Reading appropriate pages in the staff handbook which relate to H&S matters, such as out of school visits, fire practices and times of staff duties (before morning school and after school).

· Reading and implementing this policy document.

Each department should have an up-to-date H&S Policy.

The H&S team meets once a term to discuss matters, which have arisen or have been, brought to their attention.

The members of school staff appointed to be in charge of First Aid are identified on a notice in the school entrance.  

Also in the staff room, in each form room and in the staff handbook are details of school evacuation procedures.

Implementation

Fire & other emergencies

See the notes in the METC staff handbook.

Notices of school evacuation procedures must be clearly displayed in all classrooms at all times.  Staff must continually monitor displays and storage to check fire risk is kept to a minimum. 

Movement around school

Staff must be present for daily duties - or appoint a substitute.  The person in charge of the duty-day must ensure all areas are covered.

Pupils must walk inside the school buildings and keep on the left and to the one-way system. Staff must follow the one way system at change of lesson/busy times.
Staff should supervise corridors and stairways at every available opportunity at change of lessons.

All staff and pupils must be aware of the needs of others and especially aware that the visually impaired pupils have special problems in moving around school on stairs, on corridors and when using doors. It helps them if everyone is sensible and considerate as we go around the school building.

Staff are advised not to carry hot drinks in uncovered mugs/cups. 

Safety in classrooms

· Pupils should be encouraged to keep bags under tables and not obstructing spaces.

· There should be no trailing leads on electrical equipment.

· Doors should under no circumstances be locked with children inside, whether or not a teacher is present.

· Discipline must be maintained.

· Classes should not be left unattended. 

· All cupboards, fixed blackboards and display units must be stable.

· Classroom furniture should not be damaged. (Report same day in writing to caretaker via book in Reception).

· Furniture should be positioned safely. 

· All shelf mountings should be secure. 

· Avoid storing heavy items on high shelves and on top of cupboards. 

· Do not mount displays at heights.

· Doorways and fire exits must be kept clear.

Science: 
Refer to the Science department’s safety policy.

PE: 

See PE departmental policy. 

D&T: 

See D&T departmental policy.

Art: 

See Art departmental safety policy.
General Health Awareness

Pupils will be instructed in H&S related matters as part of the Year 7 Science, D&T, PE and Art programmes.  Also, wherever appropriate, PSHE schemes will introduce road safety, safety at play, safety in the home and personal hygiene topics.  Pupils generally should be instructed in the safe use of electrical equipment, which must always be isolated at the switch before attempting to correct faults.

When necessary, pupils will be reminded via the school bulletin, via Year Tutors or assemblies, of the hazards of certain anti-social behaviour patterns, such as spitting.

Safety Around Vehicles

· Pupils must be kept well away from car parking areas and discouraged from using the main drive where possible.

· Vehicles should park in the Car Park.
Identification of Visitors

All visitors to school must report to the main office, sign in and out and wear identification.

Medication and First Aid   

See separate policy and notes in staff handbook.

A list of qualified First Aiders is on display in the main entrance.

If a child is taken ill in the classroom, see the sheet of guidelines in the staff handbook issued to staff and involve the First Aid representative if necessary.

If the illness is as a result of an accident, appropriate accident report forms must be filled in.  These are kept in the main office; see Susan Smith (SS).

A list of all referrals for illness must also be kept in the office.

The Additional Needs Coordinator has documentation on asthma, diabetes and epilepsy.  These are available for staff perusal.  Staff in contact with pupils known to have such disabilities (see ‘Pupils’ disabilities list’) must read them.  Any medical information provided by parents can be viewed in SIMS.  INSET on such matters can be provided from time to time.

Contingency Plans for Severe Weather 

See Emergency Plan.

Trips and Visits

All relevant forms and permissions from the Business Support Manager (MK).
No member of staff must escort pupils out of school without having first obtained permission, having taken adequate First Aid precautions, completing a risk assessment and having ensured adequate insurance arrangements have been made.

Visually Impaired Unit

See separate departmental H&S Policy, Diana Monahan (MO). 
Communication

All employees will be given a copy of this policy as part of their school induction; the Induction Tutor is Tony Miller (ML).

All staff will need to read appropriate notices, which relate to Health&Safety matters, which are posted in the staff room/handbook.

Curriculum Leaders or persons in charge of areas are responsible for issuing the policy to any new staff or temporary staff who arrive mid-year.

Monitoring and Reviewing

The H&S team will meet twice a year to review and update the policy and discuss any areas for action, these dates will be issued on the school calendar.  RB will report from these meetings to staff meetings and to Governors and will and place a copy of the minutes on the staff notice board.

Training of inspectors will he updated when required.
Extra meetings of the H&S team (or some members of it) may be called as a result of an incident or accident in order to review policy where necessary.

Reporting and Developing

The School H&S representative (RB) will provide a written report for the end of each academic year.

The policy will be updated annually as a result of the team’s discussions, recommendations and findings during the year.

Parents will be informed by the parent’s handbook that the school has good H&S arrangements.

Moor End Technology College

Personal Safety and Security Policy
(to be used in conjunction with Health and Safety Policy)


Statement

The school recognises its duty to ensure, as far as is reasonably practicable, that children should be able to learn and that staff should be able to carry out their full range of responsibilities and duties in a safe environment, free from the threat of crime and violence.

To achieve this the school will:-

· maintain and annually review this policy in conjunction with its Health and Safety Policy and its annual cycle of termly risk assessment procedures.

· liaise fully with the LEA and the local police, taking full advantage of their support and recommendations.

· provide, so far as is reasonably practicable, and maintain access control systems and procedure for safety as follows:-

-   all visitors to be directed to controlled access via main entrance.

-   Main entrance access to be controlled by push-button with video surveillance system 

    and visible from main office.

-   all visitors to report to main office via reception and to be provided with a safe

    waiting area.

-   all visitors to wear identity badges.

-   staff and pupils to be encouraged to challenge any strangers not wearing badges and 

    direct them to the main office.

-   pupils to be told to report any worrying situation immediately to the nearest member of 

    staff.

-   staff training needs to be reviewed at regular points throughout the year and in

    response to local and LEA initiatives.

-   security measures to be reviewed termly in conjunction with the internal Health and

    safety inspections.

-   staff working off-site or outside the main school building to be consulted on the most 

    suitable method of ensuring personal safety.

-  staff expected always to perform regular duties before and at the end of school.
-  the perimeter boundary to be made and kept safe from vehicular and criminal access

   as far as is reasonably practicable.

-  parents to be informed of the school security policy and related issues by way of the

   handbook and the regular newsletters.

-  Details of security concerns or lapses to be recorded in Bursar’s office.

In addition to the above, the school has a Contingency Plan for Emergencies in place.

R Batley
08.07.08
(update)
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