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Aimy

withirv the, schools

SOOP@
These arrangements apply to- all areas of the schools business. They must be read, inv conjunction
e Wesb Sussexs Countyy Council, (WSCC) "‘Corporate Healthy Safety, Wellbeing and, Fire Safety policy
which sets outs the WSCC policy statement; and, responsibilities of key staff i the councik
e Local Authoritiy (LA) Healthy and, Safety Policy whichs sets outs the: responsibilities of Headteachenrs,
e WSCC health and, safety arrangements documents; whichs cover as range of healthy and, safetyy

hazards and, set out the WSCC approachs to- managing specific hazards for example working ab

Wheo- can help?

Health and, Safetyy Senvice - healthandsofetyowestsussexigouuk, 01243 752025
West, Sussex; Services for Schools

Facilities Management, - Home (concerto.couk)

If yow require this document, inv arv alternative format; then please contact the HR Policy Queries
email;HRPolmﬁuer‘{Bs@westsumgowuk

Document Control
Date Comments Author Version
Number
May, 2024 Version number reseb Brookie Fraser Jenkins [.O
- moned, to neww formab
- updated, contents to- reflect changes to-
WSCC Arrangements (presiously Corporate
Guidance)
- included, r\eger\enoe/to other WSCC
HSW&F policy and LA H&S policy.
Glossary
The council West, Sussexs County Council
AfPE Association for Physical, Education
CLEAPSS Consortiun of Local Educations Authorities for the Prouision of Science Equipment
COSHH Control, of substances hazardous to health
DSEAR Dangerous substance and, explosise atmospheres
DSE Display, screen equipments
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EVC Educational, Visity Coordinator

FM Facilities Management,

HSE Health, and, Safety Executive

LEV Local, exhaust; ventilation

MiDAS Minibus driscer ameareness scheme
MSDS Material, safety datas sheet

NEM New- and, expectant mother

PPE Personal, protective equipment

RIDDOR Reporting of injuries diseases and, dangerous occurrences regulations
SLA Service lexel, agreement

UKHSA United, K'mg;dom Health, Security Agency,
WSS[S Wesl Sussers Services for School
WSCC West, Sussexs County Councily
Additional, statement: of intent

Th@gmmmg;bod%admow&dgﬂ&t}wWest Sussex Counhdz Councilk (WSCC) Conpomtb Health,
Safety, Wellbeing and Fire Safety policy, acting as Local, Education Authority and, employer; and,
prosvides the following additionals statement, of intent; regarding alls school, buildings, actirvities and,
undertakings for which it is responsible:

Under the Healthy and Safety ab Works Act 197k, the governing body accepts that it has

which ensure healthy and, safety ab work:

Stgned/bxg MP&KWJW ChmnoaCGouer\nm\s/
Date:  December 2024

THE ORGANISATION FOR HEALTH AND SAFETY

Health, and, safety responsibilities

schools undertakings and s answerable to- the LEA for its actions, on behalf of whom it makes
safely adwisers s amailable on health: and safety matters in order to comply withs regulatony
controls:

The Head Teacher has responsibility for the day-to-day operation of headlth, and, safety and,
undertakings: The Head, Teacher is responsible for ensuring that adwice from competent; health, and,
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their indiridual work, areas; as delegated by the Head Teacher or governing body and, detailed, irv
competent; curniculum and, healthy & safety adwisers s sought onv health, and, safelyy matkers iy order to

ARRANGEMENTS FOR HEALTH AND SAFETY

Accident and Incident Reporting/
The school wills follows the arrangements explained iy WSCC, ‘Tncident; Reporting and,
Inmestigahom HealﬂwanszoJ:ehézAr\mng,emenfsf. Al work-related incidents and accidents are
reported to WSCC using the online reporting system, any member of staff can log arv incident iy
this way, Accidents; injuries and, UL-health incidents that: are not connected to- o works actiaity are

®  The Headteacher will, monitor incidents inv order to identify trends and report to- the gomerning,

bod
e The Headteacher wills innestigate incidents when required, completing details i the ‘managers

reA emr.

A! . . [ . !. .

The school's Managing Medicines policy details the procedures followed by the school and, is
based on the template provided by WSCC. The lead for the administrations of medicines are: The
School Office Co-ordinator. A copy of the policy is arailable from the school office.

Asbestos

The school, wills follow the, arrangements explained i WSCC, "Ashestos Management, Health, and,
SoJiehA/Amng,ement&
Al contractons working on the, building will be: made aware of the location of ashestos and, sigr
the ashestos register.
suspected, ashestos) is disturbed.
e Staff whose work could, expose them, to- ashestos will, complete: WSCC training irv asbestos
amareness.
e The Premises Manager is responsible for asbestos management; irv the school and, will, complete the
WSCC training i ashestos management e~ learing exery year, and face to face course emvery
third year.
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Control qf Substances Hazardous to- Healths (COSHH)

The school, wills follow the, arrangements explained i WSCC, ‘Control of Substances Hazardous to-
Health, Healthy and Safety Arrangements. Al hazardous substances storeds and, used, withiry the
e CLEAPSS hazards and guidance are followied for hazardous substances thab are used during
e COSHH assessments of other hazardous substances used, inv school will be held, iy e COSHH risk
assessments file, along with the relevant date sheets ands COSHH assessment request form,
e The Premises Manager will ensure the COSHH risk assessment file. s kepb up to- date and:

Contractors

The school, wills follow the, arrangements explained i WSCC, ‘Contractors Selection and,
alteration work to the building or grounds by, following the, Schooll Managed, Projects process:
e Contactors wills be required, to- provide risk assessments and, method, statements:
e Contractors are monitored whilst orv site to- check that the: agreed safety measures are being
followed:
e  The Premises Manager is responsible for the management, of contractors during school, managed,
projects:
Curriculum, Safety
Th@govmnmgnmﬂwbmewmlummmpxmbmmmwmsbﬂ\m
® The DT Subject Leader - responsible for Designy and, Technology
o The Headteacher; supported, by the singing/drama coach - responsible for Dramas and Theatre Arts
e The PE Subject Leader - responsible for Physical Education
e The Science Subject Leader - responsible for Science

Display Screens Equipment (DSE)

The school wills follows the arrangements explained inn WSCC, ‘Display Screen Equipment; Health,
and, Safety Arrangements. All staff who are DSE users' ue: those who use DSE daily, for
continuous periods of arnv hour or more; will, complete the WSCC DSE e~ learming course and, carry
oub o DSE risk assessment: The assessments will, bes reviewed, exrery year or earlier if necessary
attributed, to; or aggramated by, working with, DSE. The Premises Manager will, ensure: DSE

6|Page



Electricity
The school, wills follow the: arrangements explained, i WSCC, "Safe use of Electrical; Systems and,
Electrical Equipment; Healthy and Safety Arrangements. Electrical
equipment; and, systems used, irv school wills be tested; inspected and, maintained. irv s safe condition
o competent, persony and, portable appliance testing ab suitable intervals. Private electrical
and/or tested, withirv the last 12 months:

o  Electrical safety is managed, by The Premises Manager

e The S-yearly inspection of electrical supplies s arranged, by The Premises Manager

Ehuygency/Pmmﬂskﬂ#Buﬁwa&(ldeMMQ*

The Emergency Plan details procedures and: arrangements to be used, in the exents of anv
eme;\gewahi&indude&lmmoruwiﬂvWSCC and;ﬂwee;nﬂ\gmoauser‘wm& px‘ov{&oru([;on’dwe
continuation of school business and, arrangements to- contact interested parties ue. parents and, the
press. Al staff are trained, in the procedures contained within the: emergency plary ands are able to-
by The Headteacher:

Fire Safety

The school wills follows the arrangements explained iy WSCC, Fire Risk Management, Health, and,
Safety Arrangements including that the Headteacher wills ensure o fire risk, assessment: is
completed by o competent; assessor following a recognised, national standard, ab least every 3-5
years: All staff will complete fire safety e-leaming, contractors, wisitors and pupils will bes gisery
information aboub fire safety ands exacuation that is appropriate to their role. The Premises

e Completing the school, Fire Safety Loghook keeping, it up to date.

o Weekly sounding of the fire alarm throughs activation of o different; manuals calls point eachs week,
with this recorded.

Dereloping a GEEP that explains how assistance is givers to- ad, hoo wisitors, for example if

e Deumeloping PEEPs for individual staff or pupils that require assistance during an evacuation
e Ensuring at least one planned, fire drill, / term is carnied, out
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They wills also- ensure that the establishment has i place arv up to- date Emergency, Evacuation
arrangements for calling the Fire & Rescue Service.

First Aid

The school wills follows the arrangements explained in WSCC, First Aid, aby Work, Health, and,
Safety Arrangements. The Headteacher will ensure that: o first aids needs assessment, has beery
Foundation Stage Statutory Framework, (EYFSF). Suitable and appropriate first aid cover is
cubs: All staff members are made aware of the arrangements i place.

The Office Co-ondinator manages the day to- day first aids arrangements or site; ensuring that first
followwing stoff are trained First, Aiders:

o Jen Taylon, Jacqui Booloozians Karen Godley; Heids Hayes

o Jules Pugh, Mairi Law and Mel Stenlake hare Paediatric First Aid: Training

o All stoff are trained in Emengency First Aids ab Work

Food Safetyy
The lead for Food Safety is Chartwells:  The Foods Safety lead, wills ensure that there are
arvangements.for sofehy and hygienicaly receving foocfrom. suppliers and prepering :for

use.

Gl;a/zingz
Aglwzing;swwe)é/ha&bwvoam\wd/oub TherMse&Managef\reguloﬂgmoniton&glazmga&pw\t

Gas Safety

The school will, follow- the arrangements explained, iy WSCC, ‘Gas Safetyy, Health, and Safetyy
Amxgﬂneni’fy’.
° TMPWMWMM%&MWWGWWMMMWM
by a competent; contractor registered, withy Gas Safe, and, that gas shiub-off walumes are accessible at
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Induction

Al new employees are informed, of the schools healthy and, safety arrangements and, procedures
using the induction checklist anailable within the Healthy and, Safety A-Z on the WSS[S. Staff will
also- complete the el_earning ‘Schools Health, and, Safety Inductions and records wills be kept: The

Visitors, volunteers; contractors and, those doing work expenience will, also be given o health, and,
this is recorded, in the wisitor book at the reception: The Premises Manager is responsible for
induction of contractors, and: The Office: Co-ordinator is responsible for induction of work,
expentence students:

Infection Control
The school, wills follows the arrangements explained iy WSCC, “Tnfection, Control; Healthy and Safety,
Arrangements. The school seeks to manage the spread, of infection to- prevent il healthy such, as

The school, has o risk assessment, for infection control and communicates the significant findings of
this assessment to- staff. The school emergency plans include the steps needed, to- respond to- an
outbreaks of infectious disease; based on guidance from the UK Health, Security Agency (UKHSA)
and, following the, UKHSA adwice on exclusion periods for infectious diseases. These exclusion

AsWWWRW%IMDmDWOWRW&
(RIDDOR) infectious diseases that meet; the RIDDOR criterias are reported; vias the online incident
reporting system so- that: WSCC Healthy and Safety Services can submib the required, report to- the
Health, and, Safety Executine (HSE).

The school, wills follow the: arrangements explained i WSCC, “Lone Working, Healthy and, Safety
Arrangements.. Lone working is discouraged; howerer where employees are required; to- work alone
the risks will be assessed, and, safely measures pub inv place. The Premises Manager is responsible

Plag/andP.E. equipment
EMMMWMWW(PE)WWMWUW
Services and, WSCC Caretaking and Premises Support Serwvices Officer P.E.eq;iprrmbl&d\mkﬁdszw
to emery use by the teaching staff any defects are reported, immediately to- the Headteacher: The
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Pr\embstarw,g,ement

The school, wills follows the arrangements explained. iy WSCC, ‘Premises: Management, Corporate
Guidance.” The school will, be kept cleary tidy and, free from hazardous obstacles: Day to- day,
bg//\ecor\dmg/wtheppefmse&Manug@'slogbooh located/wt/wstaagfmom Amxmber\qfaudxts,

° Dailyy visual checks of the site are: carried, out by The Premises Manager following the WSCC
premises toolkit:

° More detailed, inspections of the premises are caried oub ati least termliy by, The Premises
Manager; and, the Headteacher. These inspections are recorded; and any, issues found will, be
reported; where relevant; the Goserning Body: A member of the Goserning Body wills attend, at

° Health, and Sofety self-assessment; is completed by The Headteacher and, Premises Manager
at least annually, following the WSCC self-assessment; toolkit, and, o site visily is' carried, outs by,
WSCC Healthy and, Safety Services as part of the service lemel, agreement.

The Headteacher and The School Business Manager will, give termly, reports to- the Governing
Body regarding Health, ands Safety, and the Governing Body will, prepare arv annual, actior plary to

Manual Handl;in,gz, Mongzand/HandLingz.

The school wills follows the arrangements explained iy WSCC, "Moring and, Handling People
Cor\por\abe/ Guidance and ‘Marwal Hondling;q.ﬁlnanﬂnaib Loads Cor\pm\ate/ Guidance. Marwual
handling is defined as the transporting or supporting of a load (including lifting, putting dowsy

o Staff that cary oub manual handling as o regular part of their role will, complete the face to- face
training from WSCC, and, risk: assessments of the tasks will, be: writteru

e Stoff that carny oub moving and handling of people as as regular part of their role: will, undertake
training from o competent; persoru

®  Risk assessment; of moving and handling tasks is a specialist areas and, only, trained, and, competent;

The Premises Manager s responsible for denveloping and resiewing mosing and, handling risk
assessments v schools
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New and Exped’unt Mothers

The school, wills follow the, arrangements explained i WSCC, News and, Expectant, Mothers
Corponate Guidance. Any staff member who- becomes pregnant should, inform the, Headteacher so
that: a risk, assessment; can be carnied oub following, the guidance from WSCC. The school
once o trimester, or as indicated by the persorvs healthcare professional:

Rmm%%-mmmmmmm%fv@ewmm
from the WSCC Outdoor Educations Adwisor:  The Headteacher; support by the Office: Co-
ordinator; is the schools Educational Visit Co-ordinator (EVC).

Risk Assessments

Th@sdwoobdeoﬁoUoAMﬂ\eam\ongﬂn@ntsexplmeSCC, ‘Risk, Assessments Cor\por\atb
Guidance. Awwmmmmmmmmm@ Curriculuny risks
assessments are; completed following the adwice and guidance from CLEAPSS and the ofPE. All
risk assessments will, be recorded, inv writing and, rexiemed, annually or following o, significant

e

e  The Headteacher is responsible for the schools nisk, assessment register.

o INSET dayss staff meetings; weekly staff briefings are used to- remind, staff of essential safety

Staff Welfare/Stress

The school wills follows the arrangements explained iy WSCC, "The Management, of Work-Related,
Stress, Health, and, Safety, Arrangements. The goserning body considers staff welfare of paramount
mwmmmwM@wWhﬁwmmmg@WTheHmmwmm
wpﬂ\mmgshmaﬂ\mabhmewwm%Thbsd\oobdwuhlmthem%ﬁmEmplw
Assistance Programme and, Occupational, Health.
e School stress nisk assessment(s) are written, to- proactinvely, identify potential stressors and, hows they,
carv be: managed:
e Indimvidual stress risk assessments are writtery inv response to- concerns raised by o staff member or
their manager.

T . .
®  The school uses o training matrix that) identifies the health, and, safety training required, by, staff inv
different roles.
¢ Training records are kepb and rewiewed: biy The School Business Manager
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Violence at wonk

Th@sdwooLWdLOCoUowfhem\angﬂment&explmnﬁdwaSCC, ‘MW%CWOT%—RM
Violence, Corporate Guidance. Violence and aggression may be from adults or children and, irv the
positive behariour or de-escalation training). deent@f}wbnesultwstoﬁbw\g/p}vé&mllghu\tor\
cary submib v report: This is separate to the reports made onv the schools pupil safeguarding
database (such as CPOMS). Violence and, aggression incidents will be: included, irv the Headteacher
mwwmtoﬂwbwmgbo@ normally as part of health, and, safety

¢  The Headteacher ensures that there is o risks assessment; of wiolence ati works inv schools following
guidunwaﬁr\omWSCC.

. T/WJSE/\/DCO WMMW@WWWW&MMWW@
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The school wills follow the: arrangements explained iy WSCC, "The Control and Management, of Legionella,
Heﬂlﬂvand,SaMAm\angmmtsf, Whmneoessamé,, l@gmndl@w%bem&de(\ed/a&a;hamdwmsh
assessments, for example if the work inwolves exposure to- inhalable droplets of water eq., jeb-washing,
. The Premises Manager is responsible for monitoring and, recording water temperatures ab
the school to ensure, water quality is maintained:
. Aquacare is the competent; contractor that the school, has engaged, to cary out and, rexien

The school wills follow the: armangements explained i WSCC Healthy and, Safety Arrangements, Working, ab
carnied oubs (for example haring displays ab o heights thaty can be reached, from the floor, or by using gutter
sucioning to- clear leares). If the work ab heighty cannob be avoided, steps wills be takens to- present a fall,
fromy occurring and, to- mitigate the seamenity of the outcome:
e School staff are instructed neaer to- climb on chairs, tables, or any other equipment; not
specifically designed, for working at height: They are reminded, of this during INSET days; staff
® Al of the schools access equipment is listed orv o register; stored securely, and, is subject to-
regular inspection and maintenance: This register is managed, by The Premises Manager

®  The schools specialist access equipment, is inspected, by a competent; contractor.

o Risk assessments for work ab height; wills include emergency arrangements such as how- those

13|Page



