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Plan of Maundene Primary School
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General Policy Statement

Maundene Primary School adopts and fully endorses both the Corporate and Children’s and Adults Health and Safety Policy Statement of Medway Council. In particular the school accepts its obligations under the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations of 1999 and related legislation to ensure so far as it is reasonable practicable, the health and safety of its employees; and also of persons other than employees who may be affected by its activities.  Reference should be made to Medway Council Statement and Organisation of Health and Safety - Health and Safety Policy.  Medway Council use the services of ‘SAFEGARD’ Management Systems to provide current and updated advice with regard to Health and Safety.  Advice in this policy reflects this.


1. General Guidelines

It is the policy of the Governing Body, so far as is reasonably practicable, to:

1. Establish and maintain a safe and healthy environment throughout the school;
2. Establish and maintain safe working procedures among staff and pupils;
3. Make arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances;
4. Ensure the provision of sufficient information, instruction and supervision to enable all employees and pupils to avoid hazards and contribute positively to their own health and safety and to ensure that they have access to health and safety training as appropriate or as and when provided;
5. Maintain all areas under the control of the Governors and Head teacher in a condition which is safe and without risk to health and to provide and maintain means of access to and egress from that place of work that are safe and without risk;
6. Formulate effective procedures for use in case of fire and for evacuating the school premises;
7. Lay down procedures to be followed in case of accident;
8. Teach safety as part of pupils' duties where appropriate;
9. Provide and maintain adequate welfare facilities and to make recommendations to the Medway Council as appropriate.
10. To carry out risk assessments and continuous monitoring to ascertain potential risk to the environment and health and safety.
11. To provide plant equipment that are safe, without risk and are adequately maintained.









Responsibility of the Governors and Head teacher

The Governors and Head teacher are responsible for implementing this policy within the school. In particular they will:

1. Monitor the effectiveness of the safety policy and the safe working practices described within it and shall revise and amend it, as necessary, on a regular basis;
2. Prepare an emergency evacuation procedure and arrange for periodic practice evacuation drills (normally at least once a term) to take place and for the results of these to be recorded.
3. Make arrangements for the implementation of the Authority's accident reporting procedure and draw this to the attention of all staff at the school as necessary;
4. Make arrangements for informing staff and pupils, of relevant safety procedures. (Other users of the school will be appropriately informed);
5. Ensure regular safety inspections are undertaken. (A Health & Safety team will inspect all school premises and property on a regular basis, normally once a term.);
6. Arrange for the withdrawal, repair or replacement of any item of furniture, fitting or equipment identified as being unsafe;
7. Report to Medway Council Health and Safety Department any defect in the state of repair of the buildings or their surrounds which is identified as being unsafe and make such interim arrangements as are reasonable to limit the risk entailed.
N.B. The Governing Body will deal with all aspects of maintenance that are under their control and report to the Chief Education Officer any other situation identified as being unsafe or hazardous and which cannot be remedied within the financial resources available to them;
8. Monitor, within the limits of their expertise, the activities of contractors (in liaison with the staff of Medway Council), hirers and other organisations present on site, as far as is reasonably practicable;
9. Identify any member of staff having direct responsibility for particular safety matters and any member of staff who is specifically delegated to assist the Governors and Head teacher in the management of health and safety at the school. Such delegated responsibility must be defined as appropriate.

3. Duties of the Person(s) Delegated to Assist the Governors and Head teacher in the Management of Health and Safety

The delegated person(s), Headteacher, Deputy Head teacher (EVC), Health and Safety Officer (non-visits) and Site Manager, shall:

1. Assist the Head teacher in the implementation, monitoring and development of the safety policy within the school;
2. Monitor general advice on safety matters given by the Authority and other relevant bodies and advise on its application to the school;
3. Co-ordinate arrangements for the design and implementation of safe working practices within the school;
4. The Head teacher shall ensure that the responsible person for the trip/event completes any risk assessments that should be undertaken.
5. These risk assessments are kept on the central intranet system
6. Investigate any specific health and safety problem identified within the school and take or recommend (as appropriate) remedial action;
7. Order a method of working ceases on health and safety grounds on a temporary basis subject to further consideration by the Governors and Head teacher;
8. Assist in carrying out regular safety inspections of the school and its activities and make recommendations on methods of resolving any problems identified;
9. Ensure staff with control of resources (both financial and other) give due regard to safety;
10. Co-ordinate arrangements for the dissemination of information and for the instruction of employees, students, pupils and visitors on safety matters and to make recommendations on the extent to which staff are trained.


4. Responsibilities of Staff Towards Pupils and Others in their Care


All staff are responsible for the health and safety arrangements in relation to staff, students, pupils and volunteer helpers under their supervision. In particular, they will monitor their own work activities and take all reasonable steps to:

1. Exercise effective supervision over all those for whom they are responsible, including pupils;
2. Be aware of and implement safe working practices and to set a good example personally; identify actual and potential hazards and introduce procedures to minimise the possibility of mishap;
3. Ensure any equipment or tools used are appropriate to that use and meet accepted safety standards;
4. Provide written job instructions, warning notices and signs as appropriate;
5. Provide appropriate protective clothing and safety equipment as necessary and ensure that these are used as required;
6. Minimise the occasions when an individual is required to work in isolation, particularly in a hazardous situation or on a hazardous process;
7. Evaluate promptly and, where appropriate, take action on advice on health and safety arrangements;
8. Provide the opportunity for discussion of health and safety arrangements;
9. Investigate any accident (or incident where personal injury could have arisen) and take appropriate corrective action;
10. Provide for adequate instruction, information and training in safe working methods and recommend suitable "off the job" training;
11. Where private vehicles are use to transport children to and from school functions, staff should ensure that child restraints and seats appropriate to the age of the children concerned are used and that the driver is insured for this purpose.  N.B. When any member of staff considers corrective action is necessary but that action lies outside the scope of their authority, they should refer the problem to the Headteacher.







5. Responsibilities of all Employees


All employees have a responsibility under the Act to:

1. Take reasonable care for the health and safety of themselves and of any person who might be affected by their acts or omissions at work;
2. Co-operate with the Director of Children and Adults and others in meeting statutory requirements; not interfere with or misuse anything provided in the interests of health, safety and welfare;
3. Make themselves aware of safety rules, procedures and safe working practices applicable to their posts; where in doubt they must seek immediate clarification from the Head teacher;
4. Ensure tools and equipment are in good condition and report any defects to the Head teacher;
5. Use protective clothing and safety equipment provided and ensure that these are kept in good condition;
6. Ensure offices, general accommodation are kept tidy;
7. Ensure any accidents, whether or not an injury occurs, and potential hazards are reported to the Head teacher.

WHENEVER AN EMPLOYEE IS AWARE OF ANY POSSIBLE DEFICIENCIES IN HEALTH AND SAFETY ARRANGEMENTS S/HE MUST DRAW THESE TO THE ATTENTION OF THE HEADTEACHER, DEPUTY HEADTEACHER, SITE MANAGER OR HEALTH & SAFETY OFFICER.

Please note the following:-

8. It must be realised newly appointed employees could be particularly vulnerable to any risk and it must be ensured all relevant health and safety matters are drawn to their attention at an early stage.
9. Whilst it is a management responsibility to instruct all employees in safe working procedures in relation to their posts and work places, employees may from time to time find themselves in unfamiliar environments. In such cases, the employee concerned should be particularly alert for hazards, and whenever possible, ensure they are accompanied by a person familiar with the environment or that they are advised of specific hazards.
10. All volunteer helpers will be expected, as far as reasonably possible, to meet the same standards required of employees.  Volunteer helpers are issued with a policy detailing roles and responsibilities when working in school as well as the DfE guidance document on the Safe working Practices within an Educational Setting.  A signed copy of this document is to be returned to the Deputy Head teacher.

6. Responsibilities of Pupils

All pupils are expected, within their expertise and ability, to:

1. Exercise personal responsibility for the safety of themselves and their fellow pupils;
2. Observe standards of dress consistent with safety and/or hygiene (this would preclude unsuitable footwear, knives and other items considered dangerous);
3. Observe all the safety rules of the school and in particular the instructions of the staff in the event of an emergency;
4. Use and not willfully misuse, neglect or interfere with things provided for safety purposes.  N.B. The Governors and Headteacher will make pupils (and where appropriate the parents) aware of these responsibilities through direct instruction, notices and the school behaviour policy.
5. Report any safety hazards to a member of staff


School Arrangements and Procedures


1.	Off-Site Visits including Risk Assessment 

· Any Off-Site visit should take account of the Off-Site Visit Policy, to ensure that Health & Safety considerations are adhered to.
· It is essential all required Risk Assessments are completed by the person responsible for the visit/event; a copy kept by the EVC (The Head teacher) and a copy sent to the LEA.
· The party leader should take a copy of any Risk Assessment on the visit.  A copy of the Off-Site Policy is available in the School Office. 

N.B.  The Governing Body have agreed only single-decker transport will be used for KS1 children.  In KS2 double decker coaches may be used if appropriate.

2.	Visitors

Regular visitors and other users of the premises (e.g. contractors and delivery personnel) are expected, as far as reasonably possible, to observe the safety rules of the school.
To achieve this, we:

1. Have a Health and Safety Policy and carry out risk assessments
2. Direct visitors to the reception area outside of the School Office
3. Do not leave unknown visitors alone – wait with them until they are received personally by a member of staff
4. Have a signing in and out procedure
5. Provide badges for visitors, contractors etc to wear
6. Report visitors in unusual places e.g. playground/classrooms to the Head teacher or Deputy Head teacher
7. Secure windows and doors
8. Keep an inventory of equipment
9. Store equipment safely and securely, at night
10. Keep gates and fencing in good order
11. Carry out regular fire evacuation checks as well as checks on fire extinguishers
12. Attend relevant courses on Safety and security in Schools
13. Encourage vigilance by those within and around school
14. Have a main safe for cash and other valuables
15. Keep database information and other confidential records securely
16. Advise pupils and staff not to bring valuables into school
17. Provide a register of key holders, both permanent and temporary


3. Young Visitors (e.g. Grounds Day, Foundation Stage)

Young visitors are expected, as far as reasonably possible, to observe the safety rules of the school.

To achieve this, we:

	1.    Have Health and Safety procedures specific to activities to be undertaken.
2. Ask for any medical information
3. Ensure accompanying adults are aware of their responsibility to check adult: child ratios.
4. Provide risk assessments for areas in which they may be working and ensure they understand their responsibility regarding Lone Working

4. Food in School 

1. Fruit provided through the “Fruit and Vegetable” government scheme is always 
washed.
2. Waste is disposed of correctly.
3. Children are reminded to wash hands prior to eating.

5, Lettings

The Governors and Head teacher must ensure:

1. The means of access and egress are safe for the use of hirers, and all plant and school equipment made available to and used by the hirers is safe. If the Head teacher or Site Manager knows of any hazard associated with the above, action should be taken to make hirers aware of it;
2. Fire escape routes and exits are clearly marked for the benefit of unfamiliar users of the building;
3. Hirers of the building are briefed about the location of the telephone, fire escape routes, fire alarms and firefighting equipment. Notices regarding emergency procedures should be prominently displayed;
4. Hirers using any equipment or facility provided by the school are familiar with its safe use and, if necessary, briefed accordingly;
5. Arrangements are made for checking the security and condition of the premises and equipment used after vacation by the hirer or his/her staff.


6, Fire and Emergency Evacuation Procedures


1. The school has procedures for fire and emergency evacuation. They are posted in classrooms and other rooms in the school and at every exit.
2. These procedures will be updated as appropriate.
3. The logbook for the recording and evaluation of fire evacuation drills is available in the school office.


7, Fire Prevention Equipment

Arrangements are made to regularly monitor the condition of all fire prevention equipment. This includes the regular visual inspection of fire extinguishers and the fire alarm system.

8, First Aid and Accident Reporting Procedures

1. The main First Aid is situated in the school medical room.  Smaller First Aid boxes are located throughout then school.  Persons requiring first aid should first be attended to by First Aid staff in teaching areas, after that they may need to be taken to the school office/medical room for treatment whenever possible, should further support beyond reasonable first aid not be deemed suitable. All accidents should be reported to the School Office first aider. (RIDDOR-aware)
2. Trained/qualified First Aiders are listed in the First Aid room and around the school (who will accompany out of school journeys, as necessary). 
3. There is an appointed person responsible for First Aid Boxes.
4. The first stage of recording an accident is recorded in the accident book kept in medical room.
5. The second stage of recording an incident (H.S.E./RIDDOR). Pupils/Adult Accident Record and Forms are retained in the School Office.  (F2508 copy attached).
6. Each first aider is responsible for administering the accident reporting procedure. The notification of serious accidents causing death or major injury and dangerous occurrences is by the Head teacher.  The accident book and report forms are kept in the school office.
7. The arrangements for first aid for P.E./sports and field trips are the responsibility of the supervising staff.  N.B: Medway Council indemnifies any employee rendering first aid to the best of their ability.  See also Medway LA “CHILDREN AND ADULTS DIRECTORATE HEALTH AND SAFETY POLICY in conjunction with this policy statement.

9, Control of Substances Hazardous to Health

1. The responsibility for carrying out COSHH assessments rests with Headteacher or the Site Manager depending on the substance concerned.

2. COSHH data sheets will be requested from the supplier/KCS and, once the substance has been assessed, will be kept in secure locked locations depending on substance.

3.	Instructions for storage and use of cleaning materials and other substances must be adhered to. Refer also to C.O.S.H.E. publications.

 

10, Specific Responsibilities

1. Overall and final responsibility for Health and Safety in the school is that of Medway Council.

2. The Headteacher is responsible for this policy being carried out at the premises at Maundene Primary School, Swallow Rise, Chatham, Kent ME5 7QB.

The Deputy Headteacher is responsible in the Head teacher’s absence.

3. The following are responsible for safety in particular areas:

Playground before school		staff on duty/Playground supervisor
Playground at breaktime		Duty teachers / TAs
Lunchtimes	Lunchtime supervisors reporting to Senior M.M.S.., Head or Deputy Head

Kitchens			Head of kitchen

Boiler room, 			Site Manager
stores and cleaning
operations all areas.

4. All employees have the responsibility to co-operate to achieve a healthy and safe work place and to take reasonable care of themselves and others.

5. Whenever an employee notices a health of safety problem which they are not able to put right, they must immediately tell the appropriate person named above. They may also tell the safety representative. Consultation between management and employees is provided by regular staff meetings.

6. Other people responsible for:

Carrying out safety inspections:	H&S Officer (non EVC)/ Deputy Head teacher/ Governor Safety Rep./ Site Manager

Investigating maintenance of		Head teacher
plant and equipment.

Monitoring maintenance of			H&S Officer/Site Manager
Plant and equipment.

Annual check of electrical			IT Technician
Equipment and apparatus.



11, Specific Arrangements

Accidents

A First Aid Box is kept in the school’s Medical Room; (others are available for use on school journeys).

Trained/qualified First Aiders are listed in the First Aid Room.
There is an appointed person responsible for First Aid Boxes checking and replenishment.

When a child arrives at the medical room (having been sent in by a member of staff), the child is assessed and injury recorded and details of treatment noted.  If the child has a minor injury no action taken.  A minor bumped head or a minor bumped nose / eye  – a Sticker is placed on child’s chest.  All children are made aware for whose attention this is ie.  Mum / Dad and Teacher.  All staff are then aware of the sticker and monitor.  If however an injury, i.e. bumped head or more serious injury is recorded the parent is automatically notified by phone to draw this to their attention – even if we consider all is well the decision is placed into the parents hands as to whether they consider it serious enough to come and see for themselves.

The second stage of recording an incident (H.S.E./RIDDOR). Pupils/Adult Accident Record and Forms are retained in the School Office.  (F2508 copy attached).  

The School Office FA will ensure relevant first aiders complete first stage is completed and second stage is completed by the relevant aider and checked by the School Office in consultation with senior management.  This will confirm whether HSE/RIDDOR should be informed.  (www.hse.gov or www.riddor.gov.uk )    

The accident book and report forms are kept in the school office.

General Fire Safety

Action

Who checks:

Headteacher, Deputy Head teacher and Health & Safety Officer check these.

Site Manager checks alarms are working on a weekly rolling schedule.

Kent Fire Brigade carries out fire extinguisher maintenance.

Fire alarms all around the building

· Staff should familiarise themselves with the closest fire alarm points to the place in which they are working 
· NKM Maintains Fire Alarm System as and when required.


12..	Ladders

For working at any height above normal reach all staff should use steps or ladders when possible. Different sizes of ladder are available. A stepladder is also kept in the art store for staff use. Standing on chairs or tables is strongly discouraged. Help should be asked for if needed. Current advice for working at height and the use of ladders and step ladders is available in the school office on request for consultation.





13.	Lifting

Great care needs to be exercised when lifting heavy objects to avoid back injuries or trapped fingers or toes. Even relatively light objects can cause problems if handled awkwardly. Do not risk injury, ask for help.

14.	Protecting Eye Sight

Medway as an employer has a responsibility to reduce any risk to health of those who use equipment with display screens. Provision can be made for free eye testing and free spectacles where they are required solely for the use of V.D.U.’s these regulations apply in the main to secretarial/clerical staff.

When carrying out science experiments with pupils involving elastic bands, paper clips etc., it is advisable for the pupils to wear safety goggles to prevent injury if such items should spring back or break under stress during the experiment. 

15.	Hazards

a)	Housekeeping and Premises

· Cleanliness:  Premises to be cleaned by Site Manager and cleaning staff as per agreed schedules. Care should be taken over trailing leads and wet floors indicated by use of safety cones/signs.
· Waste Disposal: First Aid waste to be confined to the metal bin in the Medical Room. First Aid waste is removed by Cannon Hygiene.
· Glass: Broken or otherwise or any other sharp objects not to be placed in general waste baskets. Site Manager will dispose of as requested.
· Equipment, apparatus and materials to be stored safely and doorways/corridors kept free of clutter.

b)	Contractors and Visitors

All contractors and visitors to the school must report to the school office. Permission must be obtained to bring machinery or heavy vehicles on to the premises. (Grounds staff are asked not to use mowing machines during playtimes).

In general, major repairs and maintenance work should be carried out during holidays or after school hours. However, it is sometimes necessary to carry out work during the day (e.g. window repairs). When this happens children should be kept completely away from these areas.

c)	Road Crossing Patrol

Our Road Crossing Patrol Officer is on duty each day from 8:35am to 9:05 am and from 3:15pm to 3:45pm and is responsible for seeing children safely across Swallow Rise.


d)	Playground Supervision

Between 8.15am and 8.55am supervision is provided on the playgrounds.  

e)	Bikes

No bikes or scooters to be ridden on school grounds at any time during the day unless under supervision when undertaking the Bikeability courses.  Bikes may then be ridden to school with parental permission and once a Bikeability 2 course has been undertaken successfully.  Permission may be obtained from the Deputy Head teacher

f)	Traffic In/Out of School Car Park

Parents have been advised parking in the school car park is restricted to staff employed by the school, official visitor, School Nurse etc. Temporary permission to park is granted from time to time for special reasons, e.g. temporary disability of parent or pupil. All parents are frequently reminded to keep the entrance and zigzag lines clear or cars.


g)	Electrical Equipment

The IT Technician carries out annually routine safety checks (PAT testing) on all electrical items. Faults and breakages are reported to the Head Teacher immediately and the items taken out of use for repair or disposal.

Extension leads must be fully extended before use and re-wound after use. Adults only, should carry portable equipment. Under no circumstances must children be allowed to plug in electrical equipment for themselves.

Internal Procedures

16.	Staff Entering/Leaving Site
Any staff entering/leaving the site should sign in/out through card readers installed at main entrance.  This is to ensure awareness of staff on site in the event of an emergency.

17.	Supervision of Children
Movement of pupils around school premises. (also see Behaviour Management Policy):  Children should always walk and never run inside the building (unless in P.E.).  All vehicles are directed to keep to the very end of the driveway clear for turning.

Children should never be left unsupervised in classes or around the school building and need to be seen out of and into cloakrooms by staff. When taking messages around the school younger pupils should be with a partner.

18. 	Safety Measures in Lessons

Notes pertaining to particular subject areas have been compiled by the relevant coordinators.

Apparatus

Maintenance and repair of large P.E. apparatus is at present carried out under contract by Kent County Council.  The safe deployment and use of the apparatus is the responsibility of the class teacher. Any defect or damage to equipment must be reported immediately so the item can be taken out of use and arrangements made for repair.

When setting out apparatus, pupils need to be instructed and closely supervised to avoid accidents such as trapped fingers or toes or back strains, and to ensure correct spacing of items. Teachers will need to satisfy themselves locking bolts, cables etc., are securely fixed in position and mats are strategically placed before allowing use of the apparatus to commence.

Similar care will of course need to be exercised when dismantling equipment and returning it to storage. (Staff should refer to Safety Guidelines outlined in the Policy Statement for P.E.).

19. Fire Evacuation Practices

Fire notices and copies of the Fire Evacuation Procedure are posted strategically in classrooms and around the school. Fire evacuations should take place at least once each term and a record kept in the ‘Fire Log’. 


20, Bomb Alerts

Guidance for bomb alerts has been provided by Medway Council and is included herewith:

Code of Practice 

1. Receipt of Information Initial action to be taken in the event of a bomb threat. (Such threats are usually made in anonymous telephone calls, but remember they may be received by post or hand).

· Persons responsible for the management of buildings and staff shall instruct their telephone operators or other persons likely to accept incoming calls of the need to report bomb threats to a designated person immediately they are received.
· As soon as the telephone operator realised that a bomb threat is being made, she/he should allow the caller to FINISH THE MESSAGE WITHOUT INTERRUPTION. If any response is essential as to a statement such as “This is about a bomb, are you listening?” – Keep it to one or two words. Whilst the caller talks, get the message EXACTLY and also listen for clues to:


i) Caller’s sex and approximate age;
ii) noticeable conditions affecting speech, such as drunkenness, laughter, anger, excitement, incoherency;
iii) peculiarities of speech, such as foreign accent, mispronunciation, speech impediment, tone and pitch of voice; and
iv) background noise audible during the call, such as traffic, music, talking, machinery etc.

	When the caller has given his message, try to keep him in conversation.

· The following are key questions and should be asked if possible, AFTER THE CALLER HAS GIVEN HIS MESSAGE:

i) Where is the bomb located?
ii) What time will it explode?
iii) When was it placed?
iv) Why was it placed?

· Note whether the caller repeated his message or any part of it.
· Note the exact time of its receipt.
· Write down the message IMMEDIATELY after the call, and report to the designated person as above.
· Inform the Police as soon as possible after receipt of message. Repeat the message EXACTLY AS YOU RECEIVED IT, and then fill in the other details you were able to get.

BE CALM – LISTEN CAREFULLY – REPORT EXACTLY

2. Evacuation of Premises

a) Bomb threat evacuation will normally involve the assessment of the credibility of the message. The Head teacher must use his judgement prior to the selection of one of three courses of action:

i) to take no action;
ii) to search without evacuation; or
iii) to evacuate.

	In the case of educational establishments it is considered that the third course of action will be the normal option – the safety of occupants being the paramount issue, unless the Head of the Establishment concerned considers that there is clear evidence that the alert is a false one.

b) Evacuation should be carried out as quickly and as orderly as possible.

i) Pupils should be asked to take their bags/personal belongings with them – BUT ONLY IF THEY ARE IMMEDIATELY TO HAND AND THEY ARE KNOWN NOT TO HAVE BEEN LEFT UNATTENDED. Pupils should also be encouraged to label their school bags. These measures will assist in the early stages of identifying any suspicious packages.
ii) The normal evacuation procedures will be that formulated for fire situations by the Head teacher and agreed with the Kent Fire Brigade,  BUT THE SUITABILITY OF THIS PROCEDURE FOR BOMB ALERTS SHOULD BE CLARIFIED in discussion and agreement with the Local Police, at the time of incident
iii) The assembly points are the normal fire evacuation points unless otherwise advised. 
iv) It should also be remembered that normal fire drill may take children close to where the bomb has allegedly been placed. THIS MUST BE AVOIDED.
v) A non-verbal bomb alert notice will be used as an alternative system of warning, other than the use of an electronic alarm (which could trigger a bomb device).  This will be carried quietly and quickly from classroom to classroom.
vi) Evacuation procedures should be rehearsed on a termly basis.
vii) Search procedure shall be put into operation once the building has been cleared. The following points should be considered:

· A responsible volunteer should act as search co-ordinator.
· Those searching must be made aware of what is required of them and what area they are required to search. They shall then report directly to the person co-ordinating the search, carry out the search and report the result. (Where possible, persons should search the area they are familiar with, so that they may have more chance of recognising usual objects.)
· It should be made quite clear to all staff that suspicious or unaccountable objects MUST NOT BE TOUCHED.
· The Police must be informed of anything suspicious found and they will then take control of the situation and advise accordingly. (On receipt of information from a school that a bomb threat has been made, the Police will attend and, where possible, assist in the search. They will not assume control of the operation unless a suspicious package/object is found.)
· Planning in advance is the best course of action. Searching and evacuation plans prepared beforehand will save much valuable time when a threat is received.



Search Plan

· Who? member of staff who knows area best
· What? Unusual objects / items 
· Where? Area known best to member of staff
· When? As soon as asked by the Head Teacher
· How? Using observation skills, unknown objects not to be touched and Head Teacher informed immediately.



· Search should begin in the area where the bomb has allegedly been placed.
· If search has proved negative, then the Head Teacher will have to decide when to re-occupy in consultation with the police.
· Heads should look at Medway Council’s advice and assistance where necessary.

21 Accident Reporting

Accident forms are passed to the Headteacher.



22. Medicines in School

All parents are informed in the school prospectus of the school policy with regard to the administration of medicines in school. Prescription medicines will be administered by the school.  The prescribed medicine should be supplied in the original bottle; this should have the child’s name and dosage recorded on the item.  Parents will be required to complete a form which lists information the school needs to know e.g. the time the last dose of the prescribed medicine was given to avoid over dosing.  Pupils suffering from asthma who use tablets or inhalers keep these in their own classroom teacher’s cupboard for ease of access.  A “Medical Alert List” is produced and updated as necessary to make staff aware of pupils with medical conditions.
An Emergency Asthma Inhaler in School Policy (Sabutamol) has been implemented in November 2015, after DfE advice allowing schools to provide this.23 Child Protection/Safeguarding

Details of our duty of care as staff at school and of actions to be taken are included in the school’s Safeguarding Policy, together with pro forma sheets.  

24. Safety Complaints Procedure

See Annex 8b Health and Safety Procedures. Accident Reporting - (Refer to Medway document Memorandum No 2.).  Accident forms must be completed within 48 hours and filed in the School Office.

25. Staff Training and Awareness

Health and Safety matters will be placed on the agenda of the first staff meeting of the academic year.
The Head teacher will ensure that any statutory requirements for Health and Safety training are met.  The policy will be reviewed from time to time and any necessary alterations made.







Signed: …………………………………………………………

Position: ……………………………………………………….

Date: …………………………….
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