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1.
STATEMENT OF SAFETY POLICY (To be displayed front of school)
The Governors of Tibberton CE First School and Hindlip CE First School recognise their responsibility under the Health and Safety at
Work etc. Act (1974), so far as is reasonably practicable, to:
a) provide safe systems of work, plant and equipment;
b) provide for the safe use, handling, storage and transport of articles and substances;
c) provide such information, instruction, training and supervision as is necessary for staff and pupils to undertake their work
safely;
d) provide a safe place of work with safe means of access and egress for all persons using the premises;
e) provide a safe and healthy working environment with adequate welfare arrangements;
f) provide for the health and safety of persons not employed by the school, but who may be affected by its activities.
g) encourage all staff to take reasonable care for their own health and safety and to co-operate with the management of the
school in the carrying out of their statutory duty;
h) require all staff to report to the Executive Headteacher or Rhiannon Jordan / Josh Uren in his absence, any problem, defect
or hazard likely to lead to a lack of safe or healthy conditions for themselves or others.
The Governors recognise the need to consult staff on matters of health and safety and will recognise the right of the staff to appoint
Safety Representatives, through their recognised trade unions or professional associations
No individual member of staff shall be required to undertake specific responsibility for any health and safety function without having
first been consulted.
The Governors recognise the Statement of General Policy of Worcestershire County Council Directorate of Educational Services,
together with its organisation and arrangements and undertake to comply with its requirements and procedures in respect of
maintaining safe and healthy places of work for the staff and pupils of the school, as laid down in the Directorate’s Handbook of Safety
Information.
The Governors recognise that it may on occasions be necessary to seek advice on specialist matters pertaining to health and safety
and will consult the Health and Safety Co-ordinator of Worcestershire County Council Directorate of Educational Services or such
other persons as may be necessary.
The Governors recognise the need to ensure that sufficient funds are reserved for the inspection and maintenance of those items of
premises and equipment where financial responsibility has been delegated to them.
The Governors recognise their responsibilities to ensure that any significant risks arising from work activities, equipment or premises
are assessed, as required under:






the Management of Health and Safety at Work Regulations 1999;
the Control of Substances Hazardous to Health (COSHH) Regulations 2002;
the Manual Handling Operations Regulations 1992
the Provision and Use of Work Equipment Regulations 1998 and
the Display Screen Equipment Regulations 2002.

This Health and Safety Policy applies to the following people at Tibberton CE First School and Hindlip CE First School:

All employees, both teaching and non-teaching, both full time and part time, both temporary and permanent

All pupils, their parents and guardians

All volunteers and visitors to the school

All contractors
All employees have received a copy of this statement, and signed for it. A record of this is kept by our School Secretary.
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2. THE ORGANISATION
2.1

Worcestershire County Council Directorate of Children’s Services:

a)

has overall responsibility as employer for all aspects of health and safety of employees, pupils and other persons
at Tibberton CE First School and Hindlip CE First School (under sections 2 and 3 of the Health and Safety at
Work etc. Act 1974).

b)

has responsibility for appointing competent principal contractors where building or plant maintenance work is
done which is the financial responsibility of the Local Authority under its Scheme for Financing of Schools.

c)

has responsibility for appointing a competent person as co-ordinator (CDMC) in those works which fall within the
scope of the Construction (Design and Management) Regulations 2007 unless the school has initiated the
building work, in which case this will be the responsibility of the Governing Body.

2.2

The Governing Body, through the Headteacher, is responsible for:
a) ensuring that the schools’ safety policy is implemented, monitored and regularly reviewed and revised as
necessary, but at least every three years.
b) ensuring that sufficient funds are reserved for meeting their responsibilities for Health and Safety, in particular for
the maintenance of those items of premises and equipment for which they have financial responsibility under the
Scheme for Financing of Schools.
c) monitoring the (health and safety) need for building maintenance in the schools and implementing repairs as
necessary.
d) advising the Head of WCC Property Services of structural defects that could adversely affect the health and
safety of staff, pupils and other persons.
e) the safe condition, storage and maintenance of equipment, vehicles and plant at the school, and ensuring that
such equipment can be used safely in the normal running of the school.
f) ensuring that the annual risk assessment document is completed.
g) ensuring that the premises, the means of access and exit, and any plant or substance on the premises are safe
and without risks to health.
h) ensuring that safety rules concerning the use of premises and equipment are displayed at appropriate locations in
the school and are enforced.
i) the adoption of safe working practices by staff and pupils, and by contractors on site.
j) acting to deal with potential hazards to health and safety, liaising where appropriate with representatives of the
County Council and contracting organisations.

2.3

The Executive Headteacher is responsible for:

a) The implementation of the school Health and Safety policy.
b) Advising the Governing body of the need to review the school Health and Safety policy.
c) The day to day responsibility for health and safety in the school.
d) Ensuring that risk assessments are carried out in accordance with the Management of Health and Safety at Work
Regulations 1999 in all areas of significant risk as well as those required under the Control of Substances Hazardous
to Health (COSHH) Regulations 2002; the Manual Handling Operations Regulations 1992, the Provision and Use of
Work Equipment Regulations 1998 and the Display Screen Equipment Regulations 2002.
e) Ensuring that staff receive appropriate health and safety training.
f)

Carrying out the six-monthly safety audit required by the LA.

g) Ensuring that all problems or defects affecting the health and safety of staff, pupils or other persons in the school are
dealt with.
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h) Notifying the LA Health and Safety Co-ordinator of any serious accidents to pupils or any accidents to staff or other
persons and any "near miss" situations, in accordance with the procedures laid down.
i)

Notifying the LA Health and Safety Co-ordinator of any hazards or problems affecting the health, safety or welfare of
staff, pupils or others that cannot be resolved by appropriate local action.

j)

Emergency procedures, including evacuation in case of fire or bomb threats.

k) Ensuring that adequate provision is made for the administration of First Aid.
l) Ensuring that all new material on health and safety matters, supplied by the LA or the Health and Safety Executive, is
brought to the attention of any relevant persons promptly.
m) Facilitating the meeting of a School Safety Committee, if it is requested by staff or approved trade union safety
representatives, and for attending such meetings.
n) Consultation with approved trade union safety representatives on matters affecting the health, safety or welfare of any
members of staff and for facilitating the carrying out of their duties, including safety inspections and attendance at
training courses.
2.4

Subject Co-ordinators are responsible for:
a) all matters of health and safety in their subject area.
b) bringing to the notice of the Headteacher any problems or defects affecting the health, safety or welfare of staff,
pupils or other persons in their subject area.
c) having a working knowledge of regulations, guidance materials and codes of practice in their subject areas.
d) Including health and safety issues in subject policy documents as appropriate.
e) ensuring that staff have received adequate training on health and safety aspects of their specialist areas
(especially where use of potentially hazardous equipment or substances is undertaken).
f) ensuring that necessary personal protective equipment (ie. eye protection or protective clothing) is available and
kept well maintained.
g) ensuring that any risks specific to their area of work are adequately assessed (eg. risk assessments for the use of
tools or equipment, COSHH assessments for the use of hazardous substances).
h) ensuring that relevant safety signs and notices are displayed (eg. signs requiring use of eye protection, restricting
use of teacher only machines to named individuals, positions of gas, water or electrical isolators etc.).

2.5

Other Teaching and Support Staff are responsible for:
a) ensuring that they are familiar with and comply with the school and, where applicable, subject safety policy.
b) reporting any defects or problems affecting the health and safety of themselves, their pupils, other staff or any
other person, to the Headteacher.
c) co-operating with their employer (LA or Governing body as appropriate) to enable them to comply with the
requirements of the Health and Safety at Work etc. Act 1974.

2.6

The Cleaner in Charge/ School Administrator is responsible for:
a) Ensuring that he/she is familiar with and complies with the school safety policy.
b) Bringing to the attention of the Headteacher (or School Safety Officer) any problems or defects affecting the health
and safety of any person on the school premises.
c) Bringing the school safety policy and risk assessments to the attention of any cleaning or other staff (including
contract cleaners or grounds staff) working under their direction, in so far as it affects the work of those persons
(eg. in use and storage of equipment and materials).
d) Ensuring that any staff under his/her direct control (ie. non contract staff) receive adequate training and instruction
in the use of any equipment or materials that they are expected to use.
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e) Ensuring that all equipment and materials received have adequate health and safety information (eg. safety data
sheets to allow COSHH assessments to be carried out).
f) Ensuring that safe procedures are laid down and used when work of a potentially hazardous nature is undertaken
by themselves or others working under their direction

g) Ensuring that due warning is given of any caretaking/cleaning operations that could constitute a hazard to other
users of the premises (eg. use of signs to warn of slippery floors, clearance of leaves, ice or snow etc.).
h) Informing the Headteacher (or School Safety Officer as appropriate) of the arrival (or expected arrival) of
contractors for maintenance work (no matter how minor).
i) Informing contractors of any hazards that could affect their health and safety while working in the school
(particularly in the light of risk assessments carried out).
j) The safe use and maintenance of all plant and equipment (eg. boilers, swimming pool filtration and treatment
plant) and the safe use and storage of all materials used for that maintenance (eg. boiler descalers, swimming
pool chemicals etc.).
Our Chief First Aider at Tibberton is Mrs M Adams. At Hindlip Chief First Aider is Mrs Rogers. Mrs Adams
and Mrs Rogers are responsible for:

2.7

Maintaining the First Aid box(es) in line with the guidance given in the LEA's Handbook of Safety Information and
controlling and maintaining any other First Aid supplies as may be kept separately.
2.8

Safety Representatives (Appointed by Staff / Trade Unions / Professional Associations) have the right to:
a) Carry out termly inspections of the premises and submit a written report to the headteacher.
b) Receive any reports of inspections or accident investigations made by the Health and Safety Executive.
c) Represent their membership to the headteacher (as representative of the employer) on matters affecting the
health, safety or welfare of staff.
d) Represent the staff / union membership on school safety committees.
e) Receive such training as may be necessary for them to perform their duties.

3. THE ARRANGEMENTS
Page references refer to the HANDBOOK OF SAFETY INFORMATION.
ACCESS AND EGRESS
The Executive Headteacher, Head of School and School Handy person are responsible for clearing snow and ice. Handy
Person cleans leaves from pedestrian entrances and paths so that there is a clear route into the school building at all
times. Cleaner in Charge is also responsible for ensuring that Fire Exits are unobstructed at all times. There are no
vehicle entrances into school. The playground is only used in snowy and icy conditions when the children are suitably
dressed and supervised.
ACCIDENT REPORTING
The following procedure must be carried out whenever there is a major injury, or in the event of a death.
For all persons including pupils, visitors, contractors, non employees and employees:
a)
b)
c)
d)
e)

Record accident and violent incidents using Medgate On-line Accident reporting System
For major injury, dangerous occurrence, or death following an accident, contact County Education
Department Safety Co-ordinator immediately.
For injury becoming notifiable after 7 days absence, complete online accident form within 24 hours.
For minor injury, complete online accident form.
Keep record of incident in minor injury log in school medical practical area

https://wcc.zaspcl5.medgate.com/safetyincidentselfreportselection/display.rails?argEventReportSelectionId=0&argEventR
eportTypeId=0
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In all cases of accident or dangerous occurrence, the responsibility for initial investigation rests with the Headteacher. In
the case of reportable accidents which are immediately notifiable to the County, further investigation may be necessary.
Advice will be given when the accident is reported.
A reportable dangerous occurrence is defined as
•
•
•
•

explosion, collapse or bursting of any closed vessel, including the boiler
electrical short circuit
collapse or partial collapse of any building, wall or floor
accident or uncontrolled release of any substance deleterious to health

BOILER
Records of boiler inspection/repairs are kept in the office.
BUILDING REPAIRS AND CONTRACTORS (p 19-20)
The contractor’s representative should consult the Headteacher as to the arrangement of work, siting of equipment
and materials before work commences.
The contractor should consult with the Headteacher on a regular basis to ensure that work in progress does not
interfere with the work of the school, or endanger employees, pupils and visitors on the premises.
If, after consultation with the contractor, the Headteacher is not satisfied that safety aspects are adequate, she should
contact the supervising County Property Officer and the County Education Department Safety Co—ordinator
immediately.
Workmen will be segregated from pupils.
For any longer term contracted work, the contractors will be responsible for providing adequate facilities for their
employees.
CLEANING (P220-223)
It is the responsibility of the Cleaner in Charge to
•
•
•
•
•
•
•
•

ensure that all machines and attachments are cleaned after use
ensure that electrical leads and cables are regularly examined
ensure that plug heads are removed from sockets when the machines are being examined.
report breakdown of machines to Headteacher
make sure that all electrical appliances are disconnected from mains when not in use.
ensure that no mechanical cleaning aids are used by unauthorised persons
store all cleaning materials in a locked cupboard
place warning signs when floors are wet and slippery

Data sheets regarding hazardous substances, are stored in the Handbook of Safety Information in the office.
COMMUNICATIONS
All employees are responsible for reporting any problems or defects regarding health and safety.
Matters which should be notified as constituting a hazard
•
•
•
•
•
•

any defect to the main fabric of the building — roof, walls, floor surfaces, steps, mat wells.
any electrical defect
broken or damaged glass in doors or windows
defective door or window catches
obstruction to access/egress from any part of the building
water leaks

A record of all reports is kept by the Headteacher, who is also responsible for recording action taken to rectify the
matter.
DISPLAY SCREEN EQUIPMENT
Handbook of safety Information p.2.21-2.23
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FIRE
The school administrator is responsible for a monthly visual examination of Fire Extinguishers to ensure that they have
not been accidentally discharged, or suffered damage.
A record of these examinations is kept by her in the school office.
An annual inspection of all Fire Appliances is carried out by the Fire Brigade.
A termly Fire Drill is carried out, on different days of the week, and at different times of the day, by the Executive Head
Office Administrator or Head of School and a record kept.
All staff are familiar with the use of the Fire Extinguishers, and are aware of their location.
FIRST AID
Tibberton First Aiders 2020
Mr Alex Gromski
Mrs Dee Minor (Paediatric)
Mrs Sarah Michell
Mrs Michelle Adams (Paediatric)
Mrs Tracy Guinivan
Mrs Jan Forrest
Miss Sian Hawkins-Harding
Mrs Janet Wright
Mrs Kim White
Mrs Diana Greig (Paediatric)

Hindlip First Aiders 2020
Mr Alex Gromski
Mrs Stephanie Senter (Paediatric)
Mrs Jane Lawson
Mrs Ruth Green (Paediatric)
Mrs Mandy Smith (Paediatric)
Mrs Paulette Robbins (Paediatric)
Mrs Ellen Rogers (Paediatric)

We ensure that training is made available in order to maintain this level of qualified First Aiders in the school.
Annual Epipen Training is made available to all staff through our school nurse when necessary.
All staff are aware of First Aid practice and procedure.
Mrs Adams and Mrs Rogers are responsible for maintaining the First Aid Boxes.
Minor grazes, burns, cuts may be dealt with by any member of staff, and a record of every incident kept in the accident
book stored in the Practical Area by the photocopier. Disposable gloves must be worn at all times by staff dealing with
blood, due to the risk of blood borne diseases.
All staff are made aware of infectious diseases carried by children.
If an accident appears to be more serious than a simple cut or graze, the qualified First Aider must be notified
immediately. In their absence, the Headteacher must be notified.
Emergency Contact forms are kept on all children, that their parents may be contacted at any time of the day. Copies
of these are also taken out on School Visits.
The Governing Body review the accident book on an annual basis at the same time that our annual risk assessments
are carried out.
FIRE RISK ASSESSMENT
This is carried out by WCC Property Services
INFORMATION AND PUBLICATIONS
The Handbook of Safety Information, along with other related publications are kept on the office computer staffroom,
and are available for all employees to see.
JOURNEYS AND VISITS

Written consent from parents is required for visits out of school. For all visits taking place within the school day and
within 50 miles of school consent is collected once annually covering a whole school year.
Emergency Contact Forms are carried by staff on all visits out of school.
Risk Assessments are carried out prior to visits and pre visits are taken to new venues.
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Consent is sought from the Governing Body to take our annual residential visit. Our Off Site Visit Co-coordinators are
Mr Alex Gromski and Mrs Kirsty Herbert.
LETTINGS
There are no regular lettings. All lettings are dependent on our lettings agreement. Please see lettings policy.
MEDICINES
All prescribed medicines/tablets/inhalers brought to school, must be accompanied by a written consent from the parent
using the medicine form, which must also indicate the required dosage, and time of administration. Staff are willing to
administer medicine only if 4 or more doses in a 24hr period are required. They cannot be held responsible if they
forget to administer the medicine at the required time. If it is vital that a child receives a given dose at a specified time,
the parent may be asked to come to school to deal with this.
All medicines are kept securely in the office or school staff fridge during the school day.
Proprietary medicines will not be administered.
STAFF WELLBEING
Headteacher and Governors are sympathetic to the effects of stress in workplace and will take reasonable action to
support staff. Stress counseling is available through our insurance policy. Mr J. Uren is a trained mental health lead.
PLAYGROUND SAFETY AND SUPERVISION
The Health and Safety Governor's annual audit will include checks on the playground equipment. A record of the visit is
kept and signed by the Governor.
Mrs Adams is a trained play inspector and performs our three monthly checks at both schools. An annual
check is provided by the ‘Playground Inspection Company’.
All equipment, fittings and surfaces should be inspected regularly for damage and deterioration. The following are
points to look for
(a)

Structure and Foundations
The supports should be in the ground and the foundations showing no cracking. Concrete bases should slope
slightly to avoid rainwater pools collecting at the floor of the frames. Look for signs of bending, breaking,
warping or cracking. Check that no bolts, screws or nuts are missing and that all are tightly in position.

(b)

Surface Finish.
Check that the protective coating is not missing thereby exposing bare metal. Look for any rust or corrosion,
particularly at ground level. Wooden structures should be checked for splinters or signs of rotting.

(c)

Edges.
Look for sharp points or corners at eyelevel. Ends of metal tubing should be stopped up securely.

(d)

Moving Parts.
Look for worn bearings, lack of lubrication, unduly noisy action, missing covers.

(e)

Guard and Hand Rails.
Check that none are missing, bent, broken or loose.

(f)

Swings.
Look for damaged or loosened seats, insecure fittings, frayed ropes or broken chain links.

(g)

Access.
Check the state of the ground, missing or broken steps or treads.

PORTABLE ELECTRICAL APPLIANCE TESTING
This is the responsibility of the Headteacher, and is carried out annually by LA approved contractors.

PUBLIC PERFORMANCES
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All Fire Exits are clearly marked.
External exit doors are checked for obstruction by our Headteacher, before each performance. According to the
latest Fire Risk Assessment May 2013 a standing audience of 250 and a seated audience of 125 are considered
to be acceptable maximum occupancy levels.

REPORTING
The Headteacher will report annually at Full Governing Body Meeting. This includes any notable incidents that
may have happened during the year, and the conclusions from Safety Audits.
RISK ASSESSMENTS
See separate document
Risk Assessments for visits offsite are completed by staff in consultation with our EVCs; Mr Gromski and
Mrs Herbert

SAFETY INSPECTIONS
LA Safety Audits are carried out at least annually by the Headteacher and Health and Safety Governor. Interim
reports on any issues / actions are reported to governors.
WATER TESTING is carried out in accordance with LA Guidelines on either a weekly or monthly basis as advised.

MONITORING THE POLICY
It is the responsibility of the Headteacher to monitor the implementation of this policy to assess whether it is being
pursued effectively, and that safety standards at the school are satisfactory.
If any employee has a problem regarding Health and Safety at work, this should be discussed with the
Headteacher. If it cannot be resolved, the problem may be taken up with the County Safety Co-ordinator.
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