HEALTH AND SAFETY POLICY

Attenborough School
PART 1.
STATEMENT OF INTENT

The Governing Body of Attenborough School will strive to achieve the highest standards of health, safety and welfare consistent with their responsibilities under the Health and Safety at Work etc. Act 1974 and other statutory and common law duties.

This statement sets out how these duties will be conducted and includes a description of the school’s organisation and arrangements for dealing with different areas of risk. Details of how these areas of risk will be addressed are given in the arrangements section.
This policy will be brought to the attention of, and/or issued to, all members of staff [a reference copy is kept in the school offices and on the shared drive)
This policy statement and the accompanying organisation and arrangements will be reviewed on an annual basis.  
This policy statement supplements:
MOD SCHOOLS’s Health and Safety Policy and other relevant school policies e.g. educational visits, supporting pupils with medical needs, behaviour, physical intervention policy etc.
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	Lt. Col A Porter
Chair of Governors
	
	Mrs A Thorp MA(Ed)
Headteacher

	
	
	

	February 2017
	
	February 2017


PART 2.
ORGANISATION

As the employer MOD SCHOOLS has overall responsibility for Health and Safety in all Schools.
 
At a school level duties and responsibilities have been assigned to staff and governors as detailed below.

Responsibilities of the Governing Body
The Governing Body are responsible for ensuring health and safety management systems are in place and effective. 

As a minimum these systems should adhere to MOD SCHOOLS’s health and safety policy, procedures and standards as detailed in the Education Health and Safety Manual.
A Health & Safety Governor Carole Rudd has been appointed to receive relevant information, monitor the implementation of policies and procedures and to feedback health and safety issues and identified actions to the Governing Body.

The Governing body will receive regular reports from the Headteacher or other nominated member of staff in order to enable them to provide and prioritise resources for health and safety issues.

Where required the Governing body will seek specialist advice on health and safety which the establishment may not feel competent to deal with. 
Responsibilities of the Headteacher
Overall responsibility for the day to day management of health and safety rests with the Headteacher.

The Headteacher has responsibility for:
· Co-operating with MOD SCHOOLS and Governing Body to enable health and safety policy and procedures to be implemented and complied with.
· Communicating the policy and other appropriate health and safety information to all relevant people including contractors.
· Ensuring effective arrangements are in place to pro-actively manage health and safety by conducting and reviewing inspections and risk assessments and implementing required actions.
· Reporting to the Governing body on health and safety performance and any safety concerns/ issues which may need to be addressed by the allocation of funds.  
· Ensuring that the premises, plant and equipment are maintained in a safe and serviceable condition.
· Reporting to MOD SCHOOLS any significant risks which cannot be rectified within the establishment’s budget.
· Ensuring all staff are competent to carry out their roles and are provided with adequate information, instruction and training.
· Ensuring consultation arrangements are in place for staff and their trade union representatives (where appointed) and recognising the right of trade unions in the workplace to require a health and safety committee to be set up.
· Monitoring purchasing and contracting procedures to ensure health and safety is included in specifications & contract conditions. 
Whilst overall responsibility for health and safety cannot be delegated the Headteacher may choose to delegate certain tasks to other members of staff.  

The task of overseeing health and safety on the site has been delegated by the head to the Caretaker 

Responsibilities of other staff holding posts of special responsibility (Key Stage Leaders.)
· Apply the school’s health and safety policy to their own department or area of work.

· Ensure staff under their control are aware of and follow relevant published health and safety guidance.
· Ensure health and safety risk assessments are undertaken for the activities for which they are responsible and that identified control measures are implemented. 

· Ensure that appropriate safe working procedures are brought to the attention of all staff under their control.
· Take appropriate action on health, safety and welfare issues referred to them, informing the head of any problems they are unable to resolve within the resources available to them.

· Carry out regular inspections of their areas of responsibility and report / record these inspections.

· Ensure the provision of sufficient information, instruction, training and supervision to enable staff and pupils to avoid hazards and contribute positively to their own health and safety.

· Ensure that all accidents (including near misses) occurring within their area of responsibility are promptly reported and investigated. 
Responsibilities of employees
Under the Health and Safety at Work Act etc. 1974 all employees have general health and safety responsibilities. All employees are obliged to take care of their own health and safety whilst at work along with that of others who may be affected by their actions.
All employees have responsibility to:

· Take reasonable care for the health and safety of themselves and others in undertaking their work.
· Comply with the school's health and safety policy and procedures at all times.
· Report all accidents and incidents in line with the reporting procedure.
· Co-operate with school management on all matters relating to health and safety.
· Not to intentionally interfere with or misuse any equipment or fittings provided in the interests of health safety and welfare.
· Report all defects in condition of premises or equipment and any health and safety concerns immediately to their line manager.
· Ensure that they only use equipment or machinery that they are competent / have been trained to use.
· Make use of all necessary control measures and personal protective equipment provided for safety or health reasons
PART 3.
ARRANGEMENTS
Detailed information on MOD SCHOOLS’S expectations are provided in the MOD SCHOOLS Health and Safety manual

https://www.gov.uk/government/collections/service-childrens-education#safety-health-environment-and-fire-shef
The following list of arrangements covers the key elements of a Health and Safety policy. 

Appendix 1

-
Risk Assessments 
Appendix 2

-
Offsite visits

Appendix 3

-
Health and Safety Monitoring and Inspections
Appendix 4

-
Fire Evacuation and other Emergency Arrangements 

Appendix 5

-
Fire Prevention, Testing of Equipment
Appendix 6

-
First Aid and Medication
Appendix 7

-
Accident Reporting Procedures

Appendix 8

- 
Health and Safety Information and Training

Appendix 9

- 
Personal safety / lone Working

Appendix 10

- 
Premises Work Equipment

Appendix 11

-
Flammable and Hazardous Substances 

Appendix 12      -      
Asbestos 
Appendix 13      -        Moving and Handling 
Appendix 14

-
Contractors 

Appendix 15

-
Work at Height 
Appendix 16

-
Display Screen Equipment

Appendix 17

-
Lettings
Appendix 18

-
Minibuses

Appendix 19

-
Stress

Appendix 20

-
Legionella

Appendix 21

-
Swimming lessons
Appendix 22      -         Accident Reporting


APPENDIX 1

[image: image1.png]



General Risk Assessments

The school conducts and documents risk assessments for all activities presenting a significant risk. These are co-ordinated by the caretaker following guidance contained in the Education Health and Safety Manual and are approved by the headteacher.
 
Risk assessments are available for all staff to view and are held centrally in a shared folder etc. These assessments will be reviewed on an annual basis or when the work activity changes, whichever is the soonest. Staff will be made aware of any changes to risk assessments relating to their work.

Individual Risk Assessments
Specific assessments relating to staff member(s) or pupil(s) are held on that individual’s file and will be undertaken by the Senior Leadership team
Such risk assessments will be reviewed on a regular basis.

It is the responsibility of all staff to inform their line manager of any medical conditions (including pregnancy) which may impact upon their work.  
Curriculum Activities 

Risk assessments for curriculum activities will be carried out by relevant Subject Leaders using the relevant codes of practice and model risk assessments detailed below.  

Whenever a new activity is adopted or developed all activities are checked against these and significant findings incorporated into texts in daily use.
In addition the following publications are used within the school as sources of model risk assessments:
[Primary schools]
· [Be Safe! Health and Safety in primary science and technology, 4th Edition ASE ]
· [National Society for Education in Art & Design (NSEAD)
http://www.nsead.org/hsg/index.aspx ]
· [ Safe Practice in Physical Education and School Sport’  Association of PE ‘afPE’  http://www.afpe.org.uk/ ]
APPENDIX 2
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MOD SCHOOLS has adopted the Outdoor Education Advisory Panel’s national guidance for learning outside the classroom and offsite visits and all offsite visits will be planned following this guidance available.
MOD SCHOOLS’s Offsite Visits Advisor must be notified of all level 3 trips, which include self-led adventurous activities, fieldwork trips to open or "wild" country, and all trips overseas. This will be done via email contact with Richard Simpson. Relevant risk assessments, participants names etc. will be attached electronically as required.
The member of staff planning the trip will submit all relevant paperwork and risk assessments relating to the trip to the school’s Educational Visits Co-ordinator(s) Alison Drakeford and Ann-Marie Mason who will check the documentation and planning of the trip and if acceptable initially approve the visit.
APPENDIX 3

	HEALTH AND SAFETY MONITORING AND INSPECTION


A general inspection of the site will be conducted on a termly basis and be undertaken / co-ordinated by the caretaker
Inspections of individual departments will be carried out by Heads of Department or nominated staff. 
In both cases the person(s) undertaking inspection will complete a report in writing and submit this to the head teacher. Responsibility for following up items detailed in the safety inspection report will rest with the head teacher.
A named governor (Carole Rudd) will be involved / undertake an audit of the school’s health and safety management systems on an annual basis and report back to both the relevant sub-committee and full governing body meetings. 

Advice and pro forma inspection checklists can be found in the SHEF Manual Inspections will be conducted jointly with the establishment’s health and safety representative(s) if possible.
 LEAFLET 11 TO PART 3 TO SHEF MANUAL WORKPLACE INSPECTIONS 
1. It is MOD policy that all workplaces are subject to workplace health and safety inspections at intervals not exceeding 6 months. The requirement exists to meet compliance with relevant aspects of the Management of Health and Safety at Work regulations (MHSWR), the Workplace Health and Safety at Work regulations (WHSWR) and the general duties under the Health and Safety at Work etc. Act 1974 (HASWA). 

2. In schools the responsibility for ensuring workplace inspections are conducted sits with the Headteacher although the task can be delegated to other members of staff. It must be remembered however that within each 6 month time frame every section of the school must have been inspected. 

3. In all other MOD SCHOOLS establishments the responsibility for ensuring workplace inspections are conducted sits with line managers for their areas of control. Communal areas are to be inspected by the local SHEF co-ordinator, or other employees if designated by the senior line manager responsible for SHEF in that building. Where MOD SCHOOLS employees are utilising part of a shared building the responsibility for inspection of shared areas must be agreed after consultation with other users and documented. 

4. The aim of the inspection is to look for hazards or potential hazards to reduce the risk of accidents, injury and ill health. Some of the hazards to be considered during the inspection come to mind easily, e.g. poor housekeeping standards which are the root cause of thousands of accidents each year or unhygienic toilet areas leading to ill health, but consideration must also be given to the less obvious aspects. Documentation must be examined e.g. risk assessments to ensure they are being raised and current, machinery records to ensure maintenance is being recorded and inspections conducted to schedule etc. 

5. All workplace inspections must be recorded and have recommended remedial action identified. Where an action requires review or alteration to the health and safety management system (or any element of it) this should be identified on the local SHEF management plan as an action and cross referenced to the inspection aide-memoir. 

E.g. If it is identified that a first aid needs assessment does not exist or requires review this would need to be added as an action on the SHEF management plan. However, if a broken light fitting is noted this would be annotated on the aide-memoir with action progress shown in the appropriate column. All inspection records, including the action plan, must be held on file for 5 years and be available for audit on request. It is emphasised that good working practises should be highlighted as part of the inspection report as well as the areas found to need improvement. This will improve moral and encourage good health and safety standards. An aide-memoir can be found at Annex A to this leaflet but it is important that this is seen as a guide and does not limit the scope of the inspection
APPENDIX 4
	FIRE EVACUATION AND OTHER EMERGENCY ARRANGEMENTS


The headteacher is responsible for ensuring the school’s fire risk assessment is undertaken and implemented following guidance contained in the SHEF Manual. The fire risk assessment is located in the school’s fire log book and will be reviewed on an annual basis.
Emergency Procedures 
Fire and emergency evacuation procedures are detailed in this policy and displayed in each room. These procedures will be reviewed at least annually and are made available to all staff as part of the school’s induction process.
Evacuation procedures are also made available to all contractors / visitors.
Emergency exits, fire alarm call points, assembly points etc are clearly identified by safety signs and notices.
Emergency contact and key holder details are maintained by Ann-Marie Mason and updated to MOD SCHOOLS each term.
Fire Drills

· Fire drills will be undertaken termly and results recorded in the fire log book.
Fire Fighting

· Staff must ensure the alarm is raised BEFORE attempting to tackle a fire.
· The safe evacuation of persons is an absolute priority. Staff may only attempt to deal with small fires, if it is safe to do so without putting themselves at risk, using portable fire fighting equipment. 
· Staff should be made aware of the type and location of portable fire fighting 
equipment and receive basic instruction in its correct use at induction.]
Details of service isolation points (i.e. gas, water, electricity) 
Details of chemicals and flammable substances on site.  
An inventory of these will be kept by Caretaker as appropriate, for consultation.

APPENDIX 5
	INSPECTION /MAINTENANCE OF EMERGENCY EQUIPMENT


The caretaker is responsible for ensuring that the school’s fire log is kept up to date and that the following inspection / maintenance is undertaken and recorded in the fire log book located in the caretakers office.
FIRE ALARM SYSTEM 
Fire alarm call points will be tested weekly in rotation. Any defects on the system will be reported immediately to the alarm contractor 
A fire alarm maintenance contract is in and the system tested annually by an MOD SCHOOLS contractor.
FIRE FIGHTING EQUIPMENT 
Weekly in-house checks that all fire fighting equipment remains available for use and operational. 
The garrison fire officer undertakes an annual maintenance service of all firefighting equipment.
Defective equipment or extinguishers that need recharging should be taken out of service and reported direct to the caretaker who will arrange for their replacement.
EMERGENCY LIGHTING SYSTEMS
These systems will be checked for operation monthly in house and annually a full discharge test and certification of the system will be undertaken by the Garrison.
MEANS OF ESCAPE 

Daily checks for any obstructions on exit routes and ensures all final exit doors are operational and available for use.

APPENDIX 6
	FIRST AID AND MEDICATION


The school has assessed the need for first aid provision and identified staff to provide first aid (both on site and where required for trips/visits and extra-curricular activities) This list is stored in the medical room and in the office.
First aid qualifications remain valid for 3 years. The headteacher will ensure that refresher training is organised to maintain competence and that new persons are trained should first aiders leave.
FIRST AID BOXES ARE LOCATED AT THE FOLLOWING POINTS:
Medical Room and in the Medical Shed and in the FS 1 and 2 buildings.

The school office is responsible for regularly checking (termly) that the contents of first aid boxes including travel kits are complete and replenished as necessary. 

Transport to hospital: Where a first aider considers it necessary, the injured person will be sent directly to hospital (normally by ambulance). Parents / carers will be notified immediately of all major injuries to pupils.   
 
No casualty will be allowed to travel to hospital unaccompanied and an accompanying adult will be designated in situations where the parents/carers cannot be contacted in time.

Where there is any doubt about the appropriate course of action, the first aider will consult with the MRS and, in the case of pupil with the parents/carers.

Administration of medicines 

All medication will be administered to pupils in accordance with the DfE document supporting pupils at school with medical conditions. Detailed arrangements are provided in a separate policy.
No member of staff will administer any medication unless a request form 
has been completed by the parent / carer.
The school office is responsible for accepting medication and checking all relevant 

information has been provided by parents / carers prior to administering..
Records of administration will be kept by the school office.
All non emergency medication kept in school is securely stored with access strictly controlled. All pupils know how to access their medication.
Where children need to have immediate access to emergency medication i.e. asthma inhalers, epi-pen etc., it will be kept in an agreed location and clearly labelled.

Health Care Plans

Parents / carers are responsible for providing the school with up to date 

information regarding their child’s health care needs and providing appropriate 

medication.

Individual health care plans are in place for those pupils with significant medical 
needs e.g. chronic or ongoing medical conditions such as diabetes, epilepsy, 
anaphylaxis etc. These plans will be completed at the beginning of the school year 
/ when child enrols / on diagnosis being communicated to the school and will be 
reviewed annually by the headteacher,
All staff are made aware of any relevant health care needs and copies of health 
care plans are available from the school SENCO. 

Staff will receive appropriate training related to health conditions of pupils and  

The administration of medicines by a health professional as appropriate.

 ACCIDENT/INCIDENT REPORTING PROCEDURES 
Introduction 

1. It is a legal requirement that every workplace must have an effective means of reporting and recording accidents/Incidents. Minor Incidents – Pupils at School 
2. If following an incident at school a pupil or pupils suffer minor injuries where no first aid or medical attention is required, the details of the incident are to be recorded locally through the schools in-house accident reporting format. Parents are to be notified according to the school’s policy and procedures but no further forward reporting is required. Significant or Serious Incidents 
3. For either of the following: 

a. An incident at school resulting in one or more pupils requiring internal or external first aid and/or medical assistance whether at the time of the incident or after school hours.

b. Staff injured at work.
4. In the case of school pupils, parents must be notified immediately. For both 2a and 2b above, the incident must be recorded and reported by filling in the relevant details on the MOD 510 Accident Reporting Form which can be found at Annex A. This can either be done by the injured party, if an adult, or by somebody else on their behalf. The Accident Report Form must be filled in electronically and then sent to the MOD SCHOOLS Lead SHEF Advisor as an attachment to an email to: ronald.oakley573@mod.uk who will forward report it to the Army Incident Notification Cell (AINC). Please note also that any work related injury or illness that results in an absence from normal work/school duties for 3 days or more must be recorded as such on the incident form and additional notification on the form is required if the injury results in an absence of duties for more than 7 days. As soon as possible after the incident a proportionate investigation should take place (see leaflet 20 in the MOD SCHOOLS SHEF Manual). Major Incidents 
The reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) require the MOD/MOD SCHOOLS to report specified dangerous occurrences, ill health and accidents that occur at work in the UK within defined timescales to the HSE. A full list of incidents that are categorised as RIDDOR’s can be found in HSE Leaflet L73 available on the HSE website. Under these regulations it is a legal requirement that any deaths, major injuries, certain occupational diseases or dangerous occurrences that occur as a result of work or work related incidents in the UK shall be reported to the HSE as soon as possible and any work related injury resulting in over 7 consecutive days incapacitation must be reported within 15 days of the accident occurring/diagnosis. RIDDOR rules also apply if a visitor, member of the public or school pupil/student has to be taken away from the workplace/school premises to a hospital as a result of an incident at the workplace or school. 
6. In view of the above RIDDOR requirements, it is crucial that incidents referred to in

Paragraphs 3 and 4 above are reported on the Form 510 to the MOD SCHOOLS Lead SHEF Advisor without undue delay. The MOD SCHOOLS SHEF Advisor will then forward the report to the AINC who will make a judgement regarding mandatory reporting to either the HSE or other delegated authority. 

7. If a work related incident has resulted in a death or major injury or if a dangerous occurrence has been identified, then following all necessary emergency actions the MOD SCHOOLS SHEF Advisor - tel: +044 980 615853 or in his absence the Army Incident Notification Cell (AINC) – tel +44 1264 382055 must be contacted as soon as possible followed by the submission of a MOD 510 Incident Report. Please note that the telephone numbers given above are not emergency numbers, they are for reporting purposes only and their availability is subject to typical office work terms and conditions. Of course all necessary emergency actions to preserve and protect life, secure appropriate medical attention for the injured and prevent further injuries must take precedence over any reporting actions. Near Miss Reporting 
8. A near miss can be defined as an unplanned event which could have resulted in injury, loss of life or loss/damage to property but did not on that particular occasion as a result of chance. For example, a heavy load falling from a high shelf and just missing someone who happened to be underneath is an example of a near miss. It is important that near misses are reported using the Form 510 process in the same way as accidents/incidents. The main reason as in all accident/incident reporting is that awareness is raised and evasive action can be taken to prevent recurrence. Hence it is important that near misses are proportionately investigated in the same way as accidents/incidents. Further Guidance 

9. Further guidance on accident/incident reporting can be found in JSP 375 Vol 2 Leaflet 14 which can be accessed on the Defence Intranet and the worldwide web. 

10. The MOD SCHOOLS Lead SHEF Advisor can also be contacted using the details below: e-mail: ronald.oakley573@mod.uk
	PROTECT - STAFF (When complete)

	Accident Reporting Form 510

	AINC Caveat: Units are required to complete Form 510 and forward to AINC without delay This applies in particular to accidents involving Death, Major Injuries, Dangerous Occurrences and Serious Failure of Land Systems Equipment.  Form 510 should not be delayed for lack of full information 

	Army LF-CESO-AINC-mailbox or  ArmyLF-CESO-AINC-mailbox@mod.uk           

	Incident Title:
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TYPE OF INCIDENT: Tick boxes as required                    

	
(* Shows Required Fields)



	Death
	FALSE
	Occupational Health
	FALSE
	Land Systems Equipment
	FALSE
	Range Incursion
	FALSE
	 

	Injury
	FALSE
	Occupational Disease
	FALSE
	Ammunition/Explosives
	FALSE
	Near Miss
	FALSE
	 

	Environmental
	FALSE
	Dangerous Occurrence
	FALSE
	Enforcement Action
	FALSE
	Fire
	FALSE
	 

	 

	SECTION 1: DETAILS OF INJURED PERSON / OCCUPATIONAL ILLNESS

	Surname:*
	 
	Forenames:
	 
	Service/Staff No:
	 

	Date of Birth:
	 
	Duty:
	On Duty / Off Duty
	Gender:
	Male / Female

	Service:*
	 
	Sub Division:
	 
	Grade/Rank/Rate:
	 

	Corps:
	 
	Establishment/Unit Name:
	 
	UIN:
	 

	Work Address:
	Line 1
	 
	Contact Number:
	 

	
	Line 2
	 
	Email Address:
	 

	
	Line 3
	 
	 

	
	Town/City
	 
	

	
	County
	 
	

	
	Post Code
	 
	

	
	Country
	 
	

	Home Address: (if applicable)
	Line 1
	 
	

	
	Line 2
	 
	

	
	Line 3
	 
	

	
	Town/City
	 
	

	
	County
	 
	

	
	Post Code
	 
	

	
	Country
	 
	

	Employers Name (if not MOD):
	
 



	Tick box if more than one casualty:
	FALSE
	Note: Reporting Person to provide additional form 510 for each casualty involved

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	SECTION 2: DETAILS OF REPORTING PERSON

	Surname:*
	 
	Forenames:
	 
	Service/Staff No:
	 

	Date of Report:
	 
	 

	Service:*
	 
	Sub Division:
	 
	Grade/Rank/Rate:
	 

	Establishment / Unit Name:
	 

	
	

	Establishment / Unit Address:
	 

	
	

	Contact Number:*
	 
	Mil Tel:*
	 
	Email:
	 

	Signature of Reporting Person:
	 
	Signature of Injured Person:
	 
	Consent to disclosure to TU/Staff safety reps
	
 



	SECTION 3: ABOUT THE INCIDENT / ACCIDENT

	Incident Date:*
	 
	Incident Time (Local Time):
	 

	Incident Location (Place):
	 
	Location UIN:
	 
	Grid Ref:if known:
	 

	Incident Location Unit / Establishment:
	 
	Dept:
	 
	Building:
	 

	Principle Condition:
	 
	Body Part Affected:
	 

	Where Incident Involves Fall from Height (Tick box):
	
FALSE


	Height of Fall in Metres (if applicable):
	 

	Given Professional Medical Treatment by Med Facility Staff:
	
FALSE


	Given First Aid Treatment:
	
FALSE



	Taken to Hospital:
	
FALSE


	Hospital Name:
	 

	Hospitalised (or Confined to Bed) for 24 hours or more):
	
FALSE


	
 



	If restricted or unable to continue duties, indicate time lost or anticipated loss: 
	N/A:
	
1


	Work Restrictions: 
	N/A:
	1

	
	3 Days or Less:
	
	
	Able to Continue Normal Duties:
	 

	
	Between 3 and 7 Days:
	
	
	Unable to Continue Duties:
	 

	
	More than 7 Days:
	
	
	Restricted to Light Duties:
	 

	Summary of Incident / Accident:

	

	How:*
	 

	What:*
	 

	Why:*
	 

	SECTION 4: TYPE OF ACTIVITY AT TIME OF INCIDENT / ACCIDENT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	
 


	 
	 
	 
	 
	 
	 
	 
	 
	 

	On Operations:
	FALSE
	Operation Name (e.g. HERRICK):
	 

	Exercise:
	FALSE
	Exercise Name (e.g. Exercise UK):
	 

	Training:
	FALSE
	Training Type (e.g. OPTAG, POT etc.):
	 

	Ranges:
	FALSE
	Range Name and Serial Number:
	 

	Normal Duties:
	FALSE
	 

	Off Duty Activity:
	FALSE
	

	Other:
	FALSE
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SECTION 5: DETAILS OF LAND SYSTEMS EQUIPMENT INVOLVED
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Equipment Type (e.g.: Warrior, Small Arms, and Munitions etc.):
	 

	Equipment Type:
	 

	Equipment Serial / VRN:
	
 


	Caused By:
	Damage / Failure

	SEFIT Involved: 
	FALSE
	SEFIT Ref Number (if applicable):
	 

	Summary of Equipment Failure:
	 

	
	

	
	

	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	V2.2 09/2013

	Note: AINC Provides Statutory Reporting to Regulatory Bodies on Behalf of Units

	
	
	
	
	
	
	
	
	
	
	
	
	
	



APPENDIX 8
	HEALTH AND SAFETY INFORMATION & TRAINING


Consultation
The SGC meets termly to discuss health, safety and welfare issues affecting staff, pupils or visitors.  Action points from meetings are brought forward for review by school management.

Communication of Information

Detailed information on how to comply with the MOD SCHOOLS’s health and safety policy is given in the SHEF manual, which is available for reference via the MOD SCHOOLS website.
The Health and Safety Law poster is displayed in the Office.
Health and Safety Training
All employees will be provided with:
SYMBOL 183 \f "Symbol" \s 10 \h
induction training in the requirements of this policy;
SYMBOL 183 \f "Symbol" \s 10 \h
update training in response to any significant change;
SYMBOL 183 \f "Symbol" \s 10 \h
training in specific skills needed for certain activities, (e.g. use of hazardous substances, work at height etc.)
· refresher training where required.
Training records will be kept by the school office. The headteacher is responsible for co-ordinating health and safety training needs and for including details in the training and development plan.  This includes a system for ensuring that refresher training is undertaken within the prescribed time limits.  
The Headteacher will be responsible for assessing the effectiveness of training received.
Each member of staff is also responsible for drawing the Headteacher's / line 

managers attention to their own personal needs for training and for not 
undertaking duties unless they are confident that they have the necessary 
competence.
APPENDIX 9
	PERSONAL SAFETY / LONE WORKING


The school believes that staff should not be expected to put themselves in danger and will not tolerate violent / threatening behaviour to its staff.
Staff will report any such incidents to the headteacher. The school will work in partnership with the MOD SCHOOLS and police where inappropriate behaviour/ individual conduct compromise the school’s aims in providing an environment in which the pupils and staff feel safe.  

Lone working

Staff are encouraged not to work alone in school. Work carried out unaccompanied or without immediate access to assistance should be risk assessed to determine if the activity is necessary.
Work involving potentially significant risks (for example work at height) must not be undertaken whilst working alone.

Staff working outside of normal school hours must obtain permission of the headteacher.
Where lone working cannot be avoided staff should ensure they have means to summon help in an emergency e.g. access to a telephone or mobile phone etc.
School staff responding to call outs 

Nominated key holders attending empty premises where there has been an alarm activation should do so with a colleague if possible. They should not enter the premises unless they are sure it is safe to do so. 
 LEAFLET 8 TO PART 3 TO SHEF MANUAL 
LONE AND PERIPATETIC WORKING 
1. There are occasions when members of staff are required to work alone. Working alone presents a particular health and safety situation since, whilst the individual employee has a responsibility for their own safety, as far as the HASWA 1974 Act is concerned, the responsibility of the employer to ensure the safety of a lone working employee does not differ from the responsibility to employees working in groups or under close supervision. The employer’s overall duty of care is contained in sub sections 2(a) to (e) of the Act. As this duty extends to lone workers it is necessary for the employer to consider in depth the hazards and risk of the work involved and take steps to minimise the hazards so as to reduce those risks so far as “reasonably practicable”. In schools and music centres the employer is the Headteacher/head of music centre. In non-educational MOD SCHOOLS establishments the responsibility is delegated to line managers. 

2. The above responsibility is balanced by Section 7 of the HASWA which requires employees to take reasonable care of their own health and safety and others who may be affected by acts or omissions at work. Employees must co-operate with their employers/line managers. 

3. Headteacher’s, Heads of Music Centres and Line Managers are required to assess and document risks associated with lone working. Where low risks are identified an employee may be instructed/permitted to carry out the tasks. In the case of high risk tasks consideration must be given to protecting the individual employee by ensuring additional support in the form of a colleague to work directly alongside, or in the immediate vicinity, of the person at risk. 

4. Consideration must also be given to those workers, who because of the nature of their roles, do not work in fixed locations and whose whereabouts are not always known. For these cases arrangements must be made to ensure that such workers are communicated with. The degree of risk should determine the actual interval between contacts. 

5. There is a clear legal requirement to protect and monitor staff who are required to work alone and the following instructions are to be followed in all such cases. 

a. A risk assessment must be carried out. 

b. For high risk cases where the use of machinery or a dangerous task is identified, arrange for a co-worker to be present for the duration of the task. 

	1 c. 
	All lone workers are to be briefed on the actions to take in an emergency and any control measures that are to be adhered to. 

	d. 
	Spot checks and inspections should be conducted periodically to ensure the compliance of the lone worker. 



APPENDIX 10
	PREMISES AND WORK EQUIPMENT


All staff are required to report to the caretaker any problems found with plant/equipment. Defective equipment will be clearly marked and taken out of service by storing in a secure location pending repair / disposal. 

The caretaker is responsible for identifying all plant and equipment in an equipment register and ensuring that any specific training or instruction needs, personal protective equipment requirements are identified and relevant risk assessments conducted where required.
Equipment restricted to those users who are authorised / have received specific training is listed here

Planned maintenance / inspection 
Regular inspection and testing of school plant and equipment is conducted to legislative requirements by competent contractors. Records of such monitoring will be kept in / by the Caretaker SHEF file 
Curriculum Areas 

Subject leaders are responsible for ensuring maintenance requirements for equipment in their areas are identified and implemented.

Electrical Safety
All staff will conduct a visual inspection of plugs, cables and electrical equipment prior to use. Defective equipment will be reported to the caretaker.
All portable items of electrical equipment will be subject to formal inspection and testing (Portable Appliance Testing (PAT)) on an identified cycle (dependant upon the type of equipment and the environment it is used in). All earthed equipment (class 1) and cables attached to such equipment will be tested annually. 

This inspection and testing will be conducted by the caretaker.
The caretaker is responsible for keeping an up-to-date inventory of all relevant electrical appliances and for ensuring that all equipment is available for testing
Personal items of equipment (electrical or mechanical) should not be brought into the school without prior authorisation and must be subjected to the same tests as school equipment.  

A fixed electrical installation test (fixed wire test) will be conducted by the garrison on a 5 year cycle
External play equipment 

External play equipment will only be used when appropriately supervised. 

This equipment will be checked daily before use for any apparent defects, and 
the caretaker will conduct a formal termly inspection of the equipment. 
PE and Play equipment is subject to an annual inspection by the garrison.
LEAFLET 12 TO PART 3 TO SHEF MANUALMACHINERY AND WORK EQUIPMENT
1. The Provision and Use of Work Equipment Regulations (PUWER) amplify and make more specific the general duty of employers under Section 2 of the HASWA to provide and maintain safe plant and safe systems of work. 

2. The aim of PUWER is to ensure the provision of safe work equipment and its safe use. Regulations 1 to 10 deal with general requirements, e.g. operational or management functions such as risk assessment, selection, inspection, maintenance, training and provision of information and apply to all equipment from 1 January 1993. Regulations 11 to 24 deal with the physical aspects and cover the guarding of dangerous parts of work equipment, the provision of appropriate stop and emergency stop controls, stability, suitable and sufficient lighting and suitable warning markings or devices. Regulations 25 to 30 deal with certain risks from mobile work equipment. Any advice over and above this leaflet can be obtained from the MOD SCHOOLS SHEF Advisor. 

3. Work equipment includes all machinery, appliances, apparatus, tools (not just electrical tools) or component assemblies so arranged as to function as a whole unit. 

4. Regulation 4 requires employers to ensure that any equipment provided for work is suitable for its intended purpose. In MOD SCHOOLS that responsibility sits with Head teachers in schools and heads of Music Centres (although they are likely to delegate the responsibility to another member of staff). In the case of non-educational MOD SCHOOLS establishments the responsibility is delegated to line managers. 

5. All equipment in the workplace/school is to be assessed using the form at Annex 

A. 

Purchasing 
6. To ensure that any equipment purchased meets legal requirements all personnel with the responsibility for obtaining it should go through the Commercial Department, their host/parent unit Defence Infrastructure Organisation (DIO) Facilities Manager, or use authorised catalogues where provided. It is tempting to shop locally but sometimes difficult to ensure that the items purchased meet legal requirements, particularly overseas. This includes play equipment, as equipment designed and produced for the home environment is not necessarily suitable for schools and the numbers of children who will be using it. 

Installation 
7. All fixed equipment must be installed by the supplier or other authorised/competent persons. The Facilities Manager can advise. If equipment is installed by the supplier, the DIO must be informed so that it can be taken onto the ‘books’ and a planned, formal, inspection and maintenance regime initiated by them if the equipment requires it. 
Maintenance 

8. Lack of proper maintenance is one of the most common contributory causes of accidents involving equipment. Some parts of equipment such as safety control, limit devices and guards are in obvious need of planned preventative maintenance and in some cases statutory examination. However, other parts that may need a similar maintenance regime are often overlooked. The unexpected failure of these parts can result in serious risks to health and safety. The manual provided with the equipment will provide maintenance requirements and must be complied with. Where appropriate, maintenance logs should be kept up to date. Training 
10. In the case of new machinery training must be provided to the main user e.g. wood work teacher etc. This must be conducted by a competent person, often the supplier. Any other users e.g. pupils, other members of staff must also be instructed in the safe use of the equipment and this is usually done by the main user. Safe systems of work must also be in place. This does not have to be a complicated procedure. An example of this is a list of ‘do’s and don’ts’ placed on a wall above a photocopier 

 LEAFLET 7 TO PART 3 TO SHEF MANUAL 
PERSONAL PROTECTIVE EQUIPMENT 
1. The Personal Protective Equipment Regulations 1992 applies to all personal protective equipment (PPE) not subject to other specific regulations e.g. Noise and COSHH etc. PPE is any equipment, and addition or accessory, including clothing that protects against the weather, which is intended to be worn or held by a person at work and which protects him/her against one or more risks to their health and safety. This does not include uniforms which do not specifically protect the health and safety of the user. 

2. PPE must be provided to MOD SCHOOLS employees who may be exposed to health and safety risks when other methods cannot adequately control the risk. It must be capable of fitting the wearer and be compatible with the task and any other PPE equipment in use at the same time. It must only be used as a last resort and only with other control measures in place. 

3. Where the need for PPE is identified an assessment must be made to ensure the correct equipment is obtained. Under no circumstances must any MOD SCHOOLS employee be expected to purchase their own safety clothing/equipment. 

4. Accommodation must be provided for PPE when it is not in use although this can be simple and straightforward e.g. cases for safety spectacles or pegs for wet weather clothing. 

5. Employees/pupils must be trained in the proper use of PPE, how to correctly fit and wear it and what its limitations are and line managers/teachers are required to take all reasonable steps to ensure that it is properly used. Employees must use PPE in accordance with training or other instructions given and should take all reasonable steps to ensure that it is returned safely to its accommodation. 

6. The cleaning of PPE is vital to protect against illness and disease. Simple cleaning can be carried out by the user but more complex cleaning requirements must be carried out professionally. Where PPE is shared e.g. safety goggles for pupils, a procedure for cleaning after each use must be produced and adhered to. This will prevent the transfer of infections from one person to another e.g. conjunctivitis 


APPENDIX 11
	FLAMMABLE AND HAZARDOUS SUBSTANCES


Every attempt will be made to avoid, or choose the least harmful of, 

substances which fall under the “Control of Substances Hazardous to 

Health Regulations 2002” (COSHH Regulations).  

Within curriculum areas (in particular science and DT subject leaders are responsible for COSHH and ensuring that an up to date inventory and model risk assessments contained in the relevant national publications are in place. (CLEAPSS, Association for Science Education's "Topics in Safety" etc.) 

In all other areas the establishments nominated person(s) responsible for substances hazardous to health the caretaker.
They shall ensure:

· an inventory of all hazardous substances used on site is compiled and regularly reviewed.
· material safety data sheets are obtained from the relevant supplier for all such materials.
· If required, full COSHH risk assessments are conducted and communicated to staff exposed to the product/substance. 
· all chemicals are appropriately and securely stored out of the reach of children and.
· all chemicals are kept in their original packaging and labelled (no decanting into unmarked containers).
· suitable personal protective equipment (PPE) has been identified and available for use. PPE is to be provided free of charge where the need is identified as part of the risk assessment.
Where persons may be affected by their use on site the caretaker is responsible for ensuring that COSHH assessments are available from contractors (this applies to both regular contracts such as cleaners and caterers and from builders, decorators, flooring specialists, etc).
 LEAFLET 15 TO PART 3 TO SHEF MANUAL 
HAZARDOUS SUBSTANCES CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH) 
1. The Control of Substances Hazardous to Health (COSHH) Regulations 2002 consolidates all previous COSHH Regulations and amendments and covers all substances hazardous to health except for substances with their own regulations i.e. asbestos, lead, ionising radiation etc. 

2. The definition of substances hazardous to health is given in Regulation 2 of COSHH and it covers virtually all substances including preparations, capable of causing adverse health effects or disease arising from work activities. A substance may be natural or artificial and in a solid, liquid, gaseous or vapour form. Micro-organisms are also included. 

3. The Regulations state that no employer may carry out any work liable to expose employees to substances hazardous to their health unless a suitable and sufficient assessment of the risks created by that work has been completed. 

4. Line managers are responsible for ensuring that assessments, in accordance with JSP 375, Volume 2, Leaflet 51 have been carried out by competent personnel for all work activities under their control involving substances hazardous to health, and that appropriate actions have been taken to minimise and control exposure. Reviews must be periodically undertaken and assessments recorded on the COSHH assessment form shown in Annex A. All staff must be made aware of such assessments and are to read, understand and comply with the requirements detailed in them. 
5. Assessments are to be conducted in accordance with the instructions detailed on the COSHH Assessment Form shown in Annex A and JSP 375 Vol 2 Leaflet 51. The following is an outline of the procedure:
a. Identify the work process. 

b. List the substances involved in the work process. 

c. Establish the hazards presented by the process/substances using the manufactures safety data sheets as a reference. 

d. Determine the exposure level of firstly, operators directly involved in the process, and, secondly, of any personnel indirectly involved in the process. 

e. Devise and prioritise proportionate Control Measures. 
1. JSP 375 is accessible on the Defence Intranet and on the Worldwide Web. 
1. Manufacturers are obliged by law to provide hazard information for their products and hazard data sheets for substances in use within the workplace may be obtained through the supply chain or HSIS (available in JSP 515 on the Defence Intranet). Manufacturers of hazardous substances are also required to identify such substances with an appropriate hazard logo and indicate on the label, adjacent to the logo, the nature of the hazard and the precautions to be taken. 

2. One of the main areas within MOD SCHOOLS to fall under the COSHH Regulations are Science Laboratories. However, MOD SCHOOLS uses the services of CLEAPPS, who provide advice and guidance to educational establishments on Science, and this includes the provision of generic COSHH assessments. It is therefore acceptable for Science Heads of Department to use those Generic assessments as long as each assessment has been checked to ensure it’s suitability for local use, which amendments are made where required, that it’s signed off by the responsible person and reviewed every 12 months. In all other areas the COSHH Assessment sheet at Annex A must be used. 

3. COSHH Assessments must be conducted by competent persons who have adequate knowledge, training and expertise. All head teachers/heads of departments who have accountability for the use of hazardous substances in their schools should ensure that they have staff with appropriate training and experience. The MOD SCHOOLS Lead SHEF Advisor should be contacted if there is a requirement for staff training in COSHH. 

UNDER NO CIRCUMSTANCES ARE HAZARDOUS SUBSTANCES TO BE DISPOSED OF BY UNAUTHORISED METHODS
.
APPENDIX 12
An asbestos survey and management plan is in place for the school in accordance with HCC’s asbestos policy. The school’s most recent asbestos management survey was conducted on ……….
The school’s asbestos log (including school plans, asbestos survey data and site specific management plan) is held in  SHEF folder.
The headteacher will ensure that all school staff (including those such as catering and cleaning staff who may be employed by others) are made aware of the location of asbestos containing materials (ACM) within their work areas.

Under no circumstances must staff drill or affix anything to walls without first obtaining approval from an Asbestos Authorising Officer. (Even stapling / pushing a drawing pin into ACM may result in the release of fibres into the air.)   

Any damage to materials known or suspected to contain asbestos should be reported to the caretaker who will contact Babcock.
Prior to any work commencing on the fabric of the building or fixed equipment (e.g. boilers, kilns etc.), either by contractors or school staff, one of the asbestos Geoff Taylor must check the asbestos log and establish whether permission to work can be given.

The headteacher / the caretaker shall ensure:

· That the asbestos log is consulted at the earliest possible opportunity and that all work affecting the fabric of the building or fixed equipment is entered in the permission to work log and signed by those undertaking the work.
· A visual inspection of asbestos containing materials remaining on site is conducted and recorded (legal requirement to do so annually as a minimum).

· The limitations of the management survey and areas of the building that  have not been surveyed are understood and considered as part of the permission to work process e.g. areas above 3m in height, within ceiling voids (where panels / tiles are fixed), floor voids and ducts etc
· All records pertaining to asbestos are effectively maintained and retained (legal requirement to do so for a period of 40 years)
· The school’s asbestos management plan is kept up to date and that any asbestos works (removal, new project specific surveys etc.) are notified to MOD SCHOOLS. 
APPENDIX 13
	LIFTING AND HANDLING


Generic risk assessments for regular manual handling operations are 
undertaken and staff provided with information on safe moving and handling 
techniques.

Staff should ensure they are not lifting heavy items and equipment unless they have received training and/or equipment in order to do so safely.
All manual handling activities which present a significant risk to the health and safety of staff, will be reported to the headteacher and where such activities cannot be avoided a risk assessment will be conducted to ensure such risks are adequately controlled. A copy of this assessment will be provided to employees who must follow the instruction given when carrying out the task.
LEAFLET 6 TO PART 3 TO SHEF MANUALHANDLING

1  Manual Handling as defined under the Manual Handling Regulations 1992

relates to any transporting or supporting of a load (including the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or by bodily force.
2. Any of the tasks specified above which may be carried out by personnel in the

course of carrying out their duties for an employer may cause injury resulting in

temporary or permanent disability. Employers have a duty to prevent such injuries and are in the first instance required to carry out an initial (dynamic) manual handling risk assessment for all non-trivial manual handling tasks. Where the initial assessment identifies a risk of injury, the employer must first of all consider a means of avoiding the manual handling task. If this is not reasonably practicable, then the employer must ensure a full suitable and sufficient written assessment to be carried out by competent person/s and provide so far as is reasonably practicable, the necessary mechanical handling aids, training and information that has been identified by this assessment to minimise the risk of injury. The procedure that must be used for carrying out initial (dynamic) risk assessments and full written manual handing assessments is detailed in the MOD JSP 375 Vol 2 Leaflet 4. This leaflet is accessible on both the MOD Intranet and the Worldwide Web. If you have any difficulty accessing this leaflet or require further guidance in its use then please contact the MOD SCHOOLS Lead SHEF Advisor.
3. Examples of situations which would need assessment are as follows but is not

limited to:

1. The receiving and storing of stores (paper, books, cardboard, furniture

etc).

2. The movement of furniture.

3. Moving classrooms at the end of the year.

4. Transport/movement of Televisions and Computer equipment.

5. Emptying and refilling of sand trays, water play trays.

6. Post collection.

7. Transport of salt/grit in winter.

8. Rubbish collection/disposal.
4. As with all risk assessments, completed manual handling assessments must be

brought to the attention of all personnel who may have a requirement to conduct the task. Mechanical aids must be provided where the assessment has identified the need. In schools the funding for SHEF Equipment should, in the first instance, come from a School Budget. In MOD SCHOOLS non-educational establishments the provision of mechanical aids is a line management function but Budget Managers can assist in identifying funds. In all cases if difficulties are met, please approach the MOD SCHOOLS Lead SHEF Advisor for further guidance. It must be remembered at all levels of management that lack of funding will not be regarded as a mitigating factor in any investigation of a subsequent Manual Handling accident/injury.
5. All employees who are likely to be required to undertake Manual Handling tasks

should undergo Manual Handling Training. This will vary from Manual Handling

Awareness Training which is available in-house for clerical staff and teachers who have no major manual handling responsibilities etc to formal training for those who have manual handling duties as part of their job description e.g. caretakers, ICT personnel etc.
6. Manual Handling Assessment is mandatory (1992 Manual Handling Regulations) and so is providing suitable training. Failure to ensure that either or both are carried out could lead to a Line Manager being personally liable in the event of a claim being upheld.
Paediatric Moving and Handling

All staff who move and handle pupils have received appropriate training (both in general moving and handling people techniques and specific training on any lifting equipment, hoists, slings etc. they are required to use).
All moving and handling of pupils has been risk assessed and recorded by a competent member of staff.
Equipment for moving and handling people is subject to inspection on a 6 monthly basis by a competent contractor.

 









APPENDIX 14


All contractors used by the school shall ensure compliance with relevant health and safety legislation, guidance and good practice. 
All contractors must report to school office / reception where they will be asked to sign the visitor’s book and wear an identification badge.  Contractors will be issued with guidance on emergency procedures, relevant risks, and local management arrangements.
The caretaker is responsible for monitoring areas where the contractor’s work may directly affect staff and pupils and checking whether expected controls are in place and working effectively.
APPENDIX 15

Working at height can present a significant risk, where such activities cannot be avoided a risk assessment will be conducted to ensure such risks are adequately controlled. A copy of this assessment will be provided to employees authorised to work at height.
When working at height (including accessing storage or putting up displays) appropriate stepladders or kick stools are to be used. Staff must not climb onto chairs etc. 

Only those persons who have been trained to use ladders safely may use them.

Basic instruction is provided to all staff that use ladders / stepladders
http://www.hse.gov.uk/pubns/indg455.htm
Formal training on work at height, use of ladders, mobile tower scaffolds etc. will be provided where a significant risk is identified as part of an individuals role e.g. site staff, drama, ICT technician etc. 
The establishments nominated person(s) responsible for work at height is (are) the caretaker
The nominated person(s) shall ensure:

· all work at height is properly planned and organised;

· the use of access equipment is restricted to authorised users;

· all those involved in work at height are trained and competent to do so;

· the risks from working at height are assessed and appropriate equipment selected;

· a register of access equipment is maintained and all equipment is regularly inspected and maintained; 
· any risks from fragile surfaces are properly controlled.

LEAFLET 10 TO PART 3 TO SHEF MANUAL WORKING AT HEIGHT

1. Working at height is defined as working anywhere with a potential to fall to a

lower level e.g. at the edge of a large hole or standing on a low platform. Under Section 2 of the Health and Safety at Work etc Act 1974 it is the duty of employers to ensure, so far as reasonably practical, the Health and Safety and Welfare at Work of all employees.

2. For that reason no equipment for working at height other than equipment

specifically designed for that purpose is acceptable. It must be noted that chairs and tables etc are not designed for that purpose and must not be used as alternatives to ladders/stepladders by MOD SCHOOLS employees. If any equipment for working above floor level, other than ladders, steps or step ladders is required to be used by MOD SCHOOLS employees, and agency SHEF Advisor must be consulted first.

3. Falling off ladders is a common cause of accident and therefore employers must

take particular care to ensure that they are properly constructed, stored, maintained and properly used. Employees should be trained, instructed and given information about the safe use of ladders and the associated risks/control measures (risk assessments).

4. An HSE Information Sheet giving advice on safe use of ladders can be found at

Annex A.

5. The Provision of Use of Work Equipment Regulations (PUWER) requires all

types of work equipment, including that used for working at height, i.e. kick steps, mobile safety steps, ladders etc to be registered and subjected to inspections. The ladder and step ladder register can be found at Annex B.

6. All ladders and steps must be inspected by the user each and every time prior to

use. If any faults are noted, or the user is unsure, it must be put out of use until the

matter is resolved. Please note that painted ladders should not be used as the paint can hide deficiencies. No equipment for working above floor level, other that ladders,steps or step ladders, should be used by MOD SCHOOLS employees without consulting an AgencySHEF Advisor.

7. For the regular checks please note the following;

Frequency:

These checks must take place every 6 (six) months.

Ladder register;

Each ladder and stepladder must be marked with an indelible identification

number and the details entered on the LADDER REGISTER.

Checks

Ladders and stepladders must be formally examined to ensure that they are

maintained in a safe condition. Ladders must be checked for:

a. Wear, decay, corrosion, cracks, splits or distortion of rungs or stile

(vertical pieces).

b. Loose rungs or chains.

c. Presence of non-slip feet and in good condition.

Step ladders must be checked for:

a. Condition of stile (vertical uprights).

b. Condition of steps and rungs.

c. Stability of top platform.

d. The feet, are the rubber covers fitted, if not the steps must be taken out

of use until new rubber covers are fitted.

e. The mechanism which stabilises the steps when they are extended/open.

Results

These should be entered on the register, together with the date of the

inspection.

Ladder storage

a. Ladders and steps MUST NOT be stored by hanging vertically from one

of the rungs/steps.

b. They should be kept away from children.

c. They should not be exposed to the weather.
APPENDIX 16

All staff who use computers daily, as a significant part of their normal 
work (significant is taken to be continuous / near continuous spells of an hour or 

more at a time) e.g. admin / office staff shall have a DSE assessment carried 
out.
Staff identified as DSE users are entitled to an eyesight test for DSE use every 2 years by a qualified optician (and corrective glasses if required specifically for DSE use).
Advice on the use of DSE is available in the SHEF file. 
LEAFLET 5 TO PART 3 TO SHEF MANUAL 
SAFE WORKING WITH COMPUTERS (DISPLAY SCREEN EQUIPMENT) 
1. Working with Display Screen Equipment (DSE) can lead to musculoskeletal problems, eye fatigue and mental stress if Health and Safety criteria are not observed. The Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health and Safety (MiMOD Schoolsllaneous Amendments) Regulations 2002 deal with all aspects of the workstation where DSE is used. 

2. An employee is a DSE user if they regularly use display screen equipment for an hour a day or more as part of their working activities. The definition of DSE covers any work equipment having a screen that displays alphanumeric or graphical information; this information may be displayed using cathode ray tube (conventional) or flat panel (liquid crystal/plasma) screens, touch-screens, or any other emerging technologies but does not include such things as calculators or measurement displays etc. Common sense applies and if for example an employee uses a specific computer for 5 hours at a time but only 1 day a week they must still be considered a user. 

3. To minimise the risk of exposure to DSE hazards, all staff who are classified DSE users should undertake DSE training appropriate to their role and the equipment they use. For normal office use, appropriate training can be achieved by taking the Defence Academy online V397(DSE) course that is available on the Defence Learning Portal, this training should be repeated at least every 2 years. All DSE users should also complete a User DSE Assessment using MOD Form 5016 (Annex A). In doing this assessment they should take into consideration their accumulative use of DSE which includes work, domestic and hobby activities. 

Line Managers, in accordance with DSE Regulations and JSP375, must: 

a. Carry out DSE Workstation Assessments on all DSE equipment in their area of responsibility using MOD Form 5013 (Annex B) in accordance with JSP 375 Vol 2 Leaflet 24. 

b. Ensure that workstations satisfy the minimum requirements which are set for DSE i.e. suitable screen with height and tilt adjustments, separate keyboard with tilt adjustment, pointing device, suitable desk, chair, task design and software. 

c. Plan work schedules to ensure the DSE users take adequate breaks from the computer. This does not mean that users necessarily leave their workplace but can use the time to conduct other activities that do not require computer use e.g. filing. Users should take a minimum of 5 to 10 minutes every hour rather than 15 mins every 3 hours. 
4. The User DSE Assessment, MOD Form 5016 and Workstation DSE Assessment MOD Form 5013 are available in Annexes A and B respectively. User and workplace assessments should be completed in accordance with instructions on the forms and further guidance can be found in JSP 375 Vol 2 Leaflet 24. 

5. If you frequently work away from the office and use a lap-top, you should wherever possible use a docking station. 

· Use a separate keyboard and mouse where possible, this should help improve/maintain a good posture. 

· Position the lap-top to minimise glare on the screen. 

· Lap-tops should be placed on a firm surface at the right height for keying in. 

· Always Use an appropriate bag or carry case when carrying a laptop. 

· Before each use do a visual check to ensure cables etc are not causing a trip hazard and check for damage, especially to power cables. 

APPENDIX 17

Vehicular access to the school is restricted to school staff and visitors only and not for general use by parents / guardians when bringing children to school or collecting them.  
Access to the school must be kept clear for emergency vehicles.

The vehicle access gate must not normally be used for pedestrian access. 

APPENDIX 18


Lettings are managed by the headteacher following MOD SCHOOLS guidance.
APPENDIX 19

The school and governing body are committed to promoting high levels of health and well being and recognise the importance of identifying and reducing workplace stressors through risk assessment, in line with the HSE and HCC’s management standards. All staff should seek support from the Headteacher if they have concerns in this area.
,
APPENDIX 20

The school complies with advice on the potential risks from legionella as identified in the Education Health and Safety Manual. 

A water risk assessment of the school has been completed by MOD SCHOOLS contractor and the caretaker responsible for ensuring that the identified operational controls are being conducted and recorded in the school’s water log book. 
This risk assessment will be reviewed where significant changes have occurred to the water system and/ or building footprint. 
The risks from legionella are mitigated by basic operational controls and thus the following checks are recorded.

· Water is heated and stored to 60 deg C at calorifiers (any vessel that 
generates heat within a mass of stored water) 
· Weekly flushing of seldom used outlets and all showers (with all outlets flushed after school holiday periods) 

· Monthly temperature checks on sentinel outlets (those nearest and furthest away from calorifiers(s) 
· Quarterly disinfection / descaling of showers
· Stored cold water tanks are inspected for compliance and safety on an annual basis [insert contractors name]
LEAFLET 13 TO PART 3 TO SHEF MANUAL
LEGIONELLA MANAGEMENT IN SCHOOLS
1. Where-ever MOD SCHOOLS occupies MOD buildings the ultimate responsibility for the provision of safe water lies with Defence Estates (DE). However, MOD SCHOOLS must accept the responsibilities of the end user and comply with any procedures laid down in DE’s Legionella Management Plans. 

2. Legionella is managed differently in different parts of the world and this makes it impossible for MOD SCHOOLS to adopt generic internal procedures, therefore, dependant on where you are based, the following applies: 

a. BFG 
· Action 1 -If the school has been shut for longer than 3 days but less than 1 month the sentinel taps must be run at full flow for at least 5 mins prior to re-using the water system. The taps should initially be opened slowly to prevent aerosol. 

· Action 2 -If the school is going to be shut for longer than 1 month (e.g. summer holidays) DE must be informed and they will carry out thermal pasteurisation during the shutdown period. Action 1 must then be carried out by the school prior to re-using the water system. During these extended periods of closure any member of staff having cause to use the school premises should not use the water supply but should bring in bottled water. 

APPENDIX 21

The school uses a local swimming pool in Bad Lippespringe
A risk assessment has been carried out by Carole Rudd.
All staff are to ensure that they are familiar with the risk assessments for the swimming pool, check that rescue equipment is available and that the swimming pool is secured to prevent unauthorised access when not supervised.

The headteacher will ensure that teachers expected to undertake swimming teaching activities will have completed swimming teaching as part of their Initial Teacher Education (ITE) and have experience and confidence which is appropriate for the level of swimming instruction. For example TOPS swimming] 
[NB For pools deeper than 1.2M staff must have also completed appropriate specialist qualifications as identified in Safe Practice in School Swimming]
The headteacher will ensure adequate provision is made for lifesaving, first aid and resuscitation cover appropriate to the type of swimming sessions.
LEAFLET 9 TO PART 3 TO SHEF MANUAL NEW AND EXPECTANT MOTHERS

The Management of Health and Safety at Work Regulations introduced

measures to improve the health and safety at work of pregnant workers and workers who have given birth (to a living child or, after 24 weeks of pregnancy, a stillborn child) within the previous 6 months or are still breastfeeding. These measures specifically

require employers to take particular account of the risks from any agents, processes or working conditions through the risk assessment process. Therefore a specific risk assessment must be raised for each employee known to be in this category. The risk assessment must be reviewed on a regular basis as although the hazards are likely to remain constant, the possibility of damage to the unborn child will vary at different, stages of pregnancy, and there may be different risks to consider for the worker and baby when breastfeeding. Please refer to Annex A.

2. There is no time limit imposed regulating how long a mother can continue to

breast feed. That decision lies entirely with the mother, not the employer. She may

continue to breast feed for as long as she wishes.

3. All MOD SCHOOLS female employees should inform their line manager in writing as soon as they become aware that they are pregnant. Line management is not required to take any action until the employee has done so. They are not required to maintain these controls if the employee fails to produce a certificate confirming her condition, within a reasonable time when requested to do so in writing.

4. The day to day activities associated with MOD SCHOOLS employees do not in general carry

a high risk however the assessment must still be conducted and consideration must be given to the following; (which is not an exhaustive list)

a. Contact with chemicals in science labs. (Obtain guidance from a SHEF

Advisor if this is likely to be applicable).

b. Manual handling - Pregnant workers are especially at risk as hormonal

changes can affect ligaments; postural problems may increase as the pregnancy

progresses. Possible risks from those who have recently given birth e.g.

limitations on lifting and handling capability after caesarean section.

Breastfeeding mothers are at no greater risk than other workers.

c. Computers and VDU’s - Although there has been widespread anxiety

about

radiation emissions from display screen equipment and possible effects on

pregnant women, there is substantial evidence that these concerns are

unfounded. However, as the employee’s size and shape changes her DSE

assessment will require review.

d. Extremes of heat and cold - When pregnant, women tolerate heat less

well and more readily faint or be liable to heat stress. Breastfeeding may be

impaired by heat dehydration.

e. Fatigue - Miscarriage, premature birth and low birth weight can be

associated with fatigue. Excessive physical or mental pressure may cause

stress, anxiety and raised blood pressure. Consideration should be given to the

following;

· Ensuring that hours, volume and pacing of work are not excessive.

· Where possible, allowing employees have some control over how their

· work is organised.

· Ensuring that seating is available where appropriate.

· Giving longer or more frequent rest breaks.

· Adjusting workstations or work processes.

5. The Workplace (Health, Safety and Welfare) Regulations require suitable

facilities to be provided for pregnant or breastfeeding employees to rest, and to

providing facilities for those who are breastfeeding to express and store milk. However, employers are under no obligation to allow employees to bring their babies into the workplace
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Accident Investigation Summary

The Importance of Accident Investigation

Determining the cause of workplace accidents is extremely important. It is essential that even minor accidents are reported and properly investigated so that causes are identified and control measures put in place to prevent recurrence.

One of the most important aspects of accident investigation is determining the

underlying causes of the accident. Often, people stop the investigation too early,

forgetting that each main cause may have several underlying causes. For example, if a person slips on a wet floor and injures themselves, some people would say the ‘cause’ of the accident was the wet floor. This is correct, but we say this is the IMMEDIATE CAUSE.

What is more important are the underlying causes, or ROOT CAUSES. For example, what caused the water to be left lying on the floor; did the water come from a leak, had the water been lying on the floor for several minutes or several hours – or even days –before the accident?

These questions, and of course their answers, are more beneficial than the actual

immediate cause itself. We can learn more about the safety culture of an organisation by investigating root causes, than we can by any other means. Therefore, carrying out an in-depth investigation, which goes beyond the immediate cause, is not only essential; it is very beneficial in the long-term.

The Five Stages of an Accident Investigation

Reporting

Gathering information

Analysing information

Identifying risk control measures

Action planning and implementing

Reporting

After an accident occurs, it is important that it is reported properly following the

guidance given in Leaflet 3 of this SHEF Manual.

Gathering Information

The next step is to gather information about the accident and about the events that led up to the accident. Interviews with people who were injured or involved are essential.

Interviews may also need to be conducted with people who supervise the area where the accident occurred. Drawings and photographs are a good way of recording the MOD Schoolsne of the accident. Things to consider during the information gathering stage are:

What happened?

Who was involved?

What equipment was being used at the time?

Were procedures being followed at the time and, if so, copies of those

procedures should be looked at?

What was the injured person actually doing at the time of the accident and

immediately before the accident?

How did the injury occur?

Were any first aid measures taken and, if so, by whom?

Who was the site supervisor?

Were there any witnesses?

What personal protective equipment was being worn at the time of the accident?

What was the sequence of events that led up to the accident?

This final point is an important one. It is essential for anyone who investigates an

accident to fully understand the sequence of events. An accident often occurs, not

because of the immediate thing that went wrong, but because of something much

earlier going wrong.

Analysing the Information

Once information has been gathered, it should be analysed thoroughly. This is the stage when the investigator can start to piece together the sequence of events and to start understanding why the incident occurred and, more importantly, the underlying reasons for the accident. Many accident investigators use a ‘tree’ diagram to show the events that led up to the accident. This technique puts the accident at the top of the tree and the branches that come from the top show the contributing factors. In fact, this is why the main causes of an accident are called the ROOT cause – the root of the tree feeds its growth. The root causes of the accident contribute towards the final accident. Cut off the root and the plant dies! By identifying the root cause of an accident, and then by eliminating that

cause, the accident can never happen again.

Identifying Risk Control Measures

After the accident has been analysed and the root causes have been identified, control measures can be identified that will ‘cut off the root’. Control measures cover many different aspects of health and safety and can include: personal protective equipment; training of personnel; procedures for doing the job; better equipment; improved maintenance; and improved safety inspections.

Action Planning and Implementing

The final stage of the accident investigation is to ensure that a plan is put together for implementing the control measures that have been identified. By following the five stages of accident investigation, you can greatly improve workplace safety. Unfortunately, often it takes an injury for lessons to be learned, but at least if an

injury does occur; the event can be used to help increase the standard of health and safety at work.

In Annex 3 to this leaflet, there is a form which can be used to record and accident

investigation. Further Guidance notes are also given in Annex B.
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