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HEALTH & SAFETY GENERAL STATEMENT OF POLICY

Related legislation and key documents:

Health and Safety at Work Act 1974

Health and Safety Advice on Legal Duties and Powers 2014

DfE Guidance, Health and Safety Guidance, Responsibilities and Duties for Schools 2018
Health Safety and Environment Sensible Health and Safety Management in Schools
Management of Health and Safety at Work Regulations 1999

DfE non-statutory advice Managing Asbestos in your School 2017

DfE Guidance - Driving School Minibuses, Advice for Schools and Local Authorities 2013
Equality Act 2010

The Regulatory Reform (Fire Safety) Order 2005

Provision and Use of Work Equipment Regulations 1998

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
DfE Guidance, Health and Safety on Educational Visits 2018

HSE Managing Legionella in Hot and Cold Water Systems

HSE Protecting Lone Workers

HSE Control of Noise at Work Regulations 2005

HSE Control of Noise at Work Regulations 2005

HSE Work at Height Regulations 2005

HSE Managing Contractors, a guide for employers

Provision and Use of Work Equipment Regulations 1998
The Workplace (Health, Safety and Welfare) Regulations 1992

This policy should be read in conjunction with the following SCS policies and Risk Assessments:
e Educational Visits and School Trips

Risk Assessment

Equal Opportunities

Fire Risk Prevention

First Aid

Medicines

Accident Reporting

Accessibility Plan

SEND including EYFS

School Journeys - Transport

School Covid Risk Assessment

Shared Premises Policy

Epidemic or pandemic (includes Infection control protocol)

Critical incidents

Catering and Food Hygiene Policy, including HACCP Risk Assessment

Control of Pupil Access to Risky Areas

Major Incidents

Safer Recruitment

Staff Handbook



INTRODUCTION

The School attaches the utmost importance to the safety, health and welfare of its employees and pupils. The school
will comply with provisions of the Health and Safety at Work Act 1974 and all subsequent regulations, including those
implementing EC directives. The school Governors bear ultimate responsibility to provide leadership, and day-to-day
responsibilities are delegated to the Head Master and the school leadership team.

The Senior Leadership Team will take steps so far as is reasonably practicable to ensure that the workplace is a safe
and healthy environment in which its employees, pupils, contractors and other persons affected by the school
operations, can work.

Employers, school staff and others also have a duty under the common law to take care of pupils in the same way
that a prudent parent would do so.

The leadership team will make the necessary assessments, identify safety training and provide information and
supervision for employees at all levels. It will provide the necessary safety devices and protective clothing, provided
that a safer working environment cannot be achieved by any other means.

FOCUS
The school’s work programme will, so far as is reasonably practicable, adopt good safety practices. These will
include:
» the safe use, storage, handling and transport of articles and substances
» the provision of adequate information, instruction, training and supervision for employees including
temporary employees and contractors
» the provision of safe machinery and equipment regularly maintained, including the operation and
maintenance of plant and systems of work
» the provision of a safe and healthy place of work, including access and egress to and from the premises, and
adequate facilities and arrangements for the welfare and employees at work
» consider the safety of pupils, parents, contractors and any others accessing the premises including those who
hire the school
* monitor, establish and review measures needed to meet satisfactory health and safety standards

CO-OPERATION
All aspects of health and safety remain a management responsibility. However a safe and healthy workplace can only
be achieved with the full co-operation of every employee.
Employees are duty bound to act responsibly and to do everything possible to prevent injury to themselves and to
others. They must also safeguard all persons to whom the school owes a duty of care, namely people who may come
into contact with their work; pupils, parents, visitors etc. To achieve this, employees must:
» obey all safety rules and procedures including wearing of protective clothing and the use of protective
devices if they are specified by the school risk assessments or it seems sensible to do so
= exercise their awareness, alertness, self-control and common sense at work
= report promptly to their department head all hazards, potential hazards, defects in equipment and any
shortcomings in the school’s work systems or procedures

Employees should not be in any doubt that the school will apply disciplinary procedures to any employee who is in
breach of the school’s health and safety policy. This includes any specific safe systems of work, instructions, training
and procedures laid down for the protection of those involved in the school’s operations, and for those who may
become involved with them.



POLICY REVIEW
This policy will be regularly reviewed by Governors each year. In conducting the policy reviews, due regard will be
given to the following:
Planning — The elimination of risks in the workplace by careful selection and design of facilities, equipment and
processes, together with effective control measures and training for employees. Due regard will be given to DfE
Health and Safety guidance on legal duties and powers for Local Authorities, Head Teachers, Staff and Governing
Bodies ensuring that:
» Staff are trained in all health and safety matters, including risk assessments
» Consultation arrangements are set up with employees
» Accidents to staff, pupils and visitors are recorded and reported, to RIDDOR where appropriate
» Policies and procedures for off-site visits, including school trips, residential visits and any school-led
adventure activities, are established
*  Procedures and contacts for dealing with health and safety emergencies are in place
*  First Aid and Medicines Policies for staff and pupils supporting medical needs is in place
*  Occupational health services are available and work-related stress is managed effectively
* School security is maintained at a high level in order to ensure workplace safety for teachers, pupils and
visitors
* There is zero tolerance for violence to staff
* Manual handling training is provided and the procedures are followed by all employees
* On-site vehicle movements are managed effectively to ensure workplace safety
* Legal requirements related to the management of asbestos and control of substances hazardous to health
(COSHH) are met
» External contractors are selected and managed appropriately
* Maintenance (and where necessary examination and testing) of plant and equipment such as electrical
equipment, local exhaust ventilation, pressure systems, gas appliances, lifting equipment and glazing safety is
undertaken according to a regular programme.
= A Fire Policy to cover fire safety, including testing of alarms and evacuation procedures is in place
* The School’s health and safety responsibilities are met when letting school premises to outside bodies;
= A policy and strategy to assist pupils with special needs is in place
» Specific health and safety hazards, e.g. swimming pools, are risk assessed and appropriately managed
= Arrangements for periodic site inspections
* How the school will investigate accidents and incidents to understand causes

Organisation — Regular review of the school’s organisation of health and safety responsibilities ensuring that these
are clearly defined at all times to all employees at every level.

Control — Ensuring that the safety requirements are implemented throughout the school by all employees.
Monitoring and Review — All job specifications will contain safety requirements and instructions highlighting health
and safety responsibilities. Health and safety concerns will be documented in the minutes of the Health and Safety
committee and a Health and Safety report will be completed annually. These documents will form a basis for
monitoring and review, to ensure that a credible standard of health and safety is achieved.

HEALTH AND SAFETY MANAGEMENT

The School’s Governors have overall responsibility for the implementation of the policy and will ensure that sufficient
finance provision is made available to support the policy.

In order to achieve the aims and objectives of the Health and Safety policy, any issues will be brought regularly to the
attention of the School’s management team during management and board meetings.

A copy of the policy will be made available to all employees when they join the School. When changes have been
made to the policy, copies will be placed on the School’s notice boards, website and staff shared area of Google
Drive.



1. ORGANISATION

RESPONSIBILITIES

The purpose of this document is to clarify the specific responsibilities of individuals and groups in implementing the
school’s Health and Safety policy:

GOVERNORS

The School Governors have overall responsibility for Health and Safety and ensuring that the Health and
Safety policy is implemented. Responsibility for implementation of the policy is delegated to the Head
Master.

CO OPTED GOVERNORS

Acts as a direct point of liaison between Governors and the school on health and safety matters, working in
close partnership with the Head Master and Senior Leadership Team to support sensible health and safety
management and to challenge as appropriate.

Feeds back information on health and safety matters and concerns to the Governing Body.

Attends the health and safety meetings and meets with the Head Master, if necessary, to discuss health and
safety matters.

HEAD MASTER

Has overall management responsibility for the school.

In that role provides leadership on health and safety matters.

Ensures that the objectives of the Health and Safety policy are met.

Delegates responsibility for the detailed implementation of the management of health and safety to the
Head Master.

Responsible for ensuring that the Health and Safety policy is implemented in respect of the management of
school trips.

Chairs the Health and Safety Committee.

Coordinates the planning for and arrangements for the implementation of the Health and Safety policy.
Ensures adequate financial provision is made for health and safety through the budgeting process.
Coordinates health and safety training.

Is responsible for ensuring that contractors Health and Safety documentation and work procedures comply
with legislation.

Is responsible for ensuring that the school buildings, plant and machinery are maintained in a safe working
condition.

Prepares an annual Health and Safety Report for Governors.

Reviews the school’s Health and Safety policy statement annually.

Informs staff of the risks and dangers arising from their work and measures that can be taken to reduce or
eliminate these including the health and safety consequences of introducing new technology.

Maintains effective communications with governors and the staff, and gives clear information to pupils and
visitors, including contractors, regarding the significant risks on site.

Makes sure that staff understand their responsibilities and know how to access support and advice to help
them manage risks responsibly.

DEPUTY HEAD

Member of the Health and Safety Committee

HEAD OF PRE-PREP/EYFS



® Responsible for implementing the Health and Safety policy in the Pre-Prep.
e Member of the Health and Safety Committee

SCHOOL NURSE
e Member of the Health and Safety Committee
® Responsible for accident reporting for staff and pupils.
e Responsible for completing accident statistics and for presenting these to the Health & Safety committee.
® Responsible for reporting on incidents to HSE in line with statutory procedures in conjunction with the Head
Master.

HOUSE MASTER
e Member of the Health and Safety Committee
e Responsible for implementation of the school’s Health & Safety policy in respect of the Boarding House.
® Responsible for completing and updating of boarding house risk assessments and boarding house trip risk
assessments.
Responsible for ensuring that the Boarding House is kept free of Health and Safety Hazards.
Responsible for ensuring that maintenance issues are reported correctly.

HEADS OF SCIENCE, DT, CATERING
e Members of the Health and Safety Committee
e Responsible for implementation of the school’s Health and Safety Policy in their departments.

OTHER STAFF
® Responsible for obeying all safety rules and procedures and for exercising awareness, alertness and common
sense at work.
® Responsible for co-operating with the preparation of risk assessments and for following identified control
measures.

2. COMMUNICATION

Staff are informed of their health and safety responsibilities via the Health and Safety policy and the staff handbook.
Updates on health and safety are provided via the health and safety committee and through the Head Master at staff
meetings. Health and safety issues are also discussed at departmental meetings.

The school’s health and safety committee generally meet once a term and the minutes of the meeting are provided
in the shared resource area of the school intranet system.

Staff are encouraged to raise issues relating to health and safety through a number of channels. In the first instance
this should be through their line management and then to the Head Master who is the Chair of the Health and Safety
Committee.

3. HEALTH AND SAFETY COMMITTEE
The Health and Safety Committee generally meets once a term. The terms of reference for the health and safety
committee are:
e To promote health and safety throughout the school.
e To consider and introduce any safety rules that may be required after the risk assessment process.
e To receive and consider reports from the Head Master and through external advisors on the effectiveness of
the implementation of the school’s Health and Safety policy.
e To consider the causes of any accidents that have occurred, recognising repeating patterns and establishing
methods and procedures to prevent any recurrence.
e To investigate any special hazards and consider the control action and make recommendations to the
relevant Head of Department.



e To consider what material, publicity or training should be used in order to help promote health and safety
throughout the school.

e To consider any reports or communication received from the Health and Safety Executive and Fire authority
and recommend action to be taken as appropriate.

e To keep up to date with the appropriate HSE and ISl guidance on safer worker practices in schools

4. COMPETENCE AND TRAINING

The school believes that safety training is a vital part of the management of health and safety. It is therefore essential
that every employee in the school is trained to perform his or her job effectively and safely. This includes learners
doing work experience as they are also covered by The Health and Safety (Training for Employment) Regulations
1990.

Relevant training will be organised for all staff to undertake their roles and responsibilities safely. The training
arrangements for health and safety will be managed by the Head Master and Heads of Department will be
responsible to ensure that all staff receive adequate health and safety training for their roles.

Training records will be retained by the Head Master.

At recruitment, we assess the skills, experience and previous training of the applicant in order to appoint the most
suitable person for the job. Training needs are reviewed at recruitment of new starters and then formally during
appraisals. Training needs are also identified on an ongoing basis for example: as a result of risk assessments or
accident investigations; through site inspections or audits and arising from changed legislation or standards. All new
employees also receive basic induction training on general health and safety matters.

The general safety induction is carried out by line managers using a checklist which is kept as a signed and dated
record that the training took place.

Where an individual takes on specific health and safety responsibilities, they will receive relevant health and safety
training in their responsibilities, for example specific training for specialist roles such as fire marshals and first aiders.
We also provide specific training for those undertaking lifting tasks, those using ladders or step ladders, erecting
scaffolding, staff using hedge cutters etc.

Training will also be provided at the introduction of new equipment, new technology or work procedures. Young
workers i.e. those under 18 years old, will receive additional training and supervision as required, according to the
outcome of an individual assessment.

ARRANGEMENTS FOR THE IMPLEMENTATION OF THE HEALTH AND SAFETY POLICY

RISK ASSESSMENT
In order to effectively implement the school’s Health and Safety policy, risk assessments will be undertaken
throughout the school in accordance with the Management of Health and Safety at Work Regulations 1999.
The school also has regard to the risk assessment process in specific regulations for working at height; display screen
equipment and manual handling.
Risk assessment is a systematic process that has three main purposes:
1. To identify all things and activities which may cause harm i.e. what could go wrong?
2. To consider the risk of that harm occurring to the pupils; staff and visitors to the school i.e. what would be
the result of that harm?
3. To put controls in place to eliminate the hazards or to reduce it to an acceptable risk.
RESPONSIBILITY
The responsibility for completion of the risk assessments is highlighted in the risk assessment register and reminders



will be given by the Head Master at staff meetings. The risk assessment register is available in the staff shared area
of Google Drive.

INFORMATION AND TRAINING
Staff have received information and support in completion of the risk assessments from the school’s Health and
Safety Advisor in past. The school will now periodically provide training to staff on risk assessment preparation.

COMMUNICATION OF FINDINGS ON RISK ASSESSMENT

All risk assessments are passed to the Head Master to complete an action plan for any additional controls that have
been identified. The findings of the risk assessments are also cascaded throughout the department via staff meetings
as applicable.

DYNAMIC RISK ASSESSMENTS

The school recognises that the list of risk assessments are not exhaustive and that it is an ongoing process and risk
assessment can be carried out visually. All staff are informed that dynamic on site risk assessments may need to be
undertaken for certain activities.

FIRE SAFETY

The Regulatory Reform (Fire Safety) Order 2005 requires schools to undertake annual risk assessments to identify the
general fire precautions needed to safeguard the safety of occupants in case of fire, including their safe means of
escape. These will include ensuring procedures are in place to reduce the likelihood of fire, maintaining fire
detection and alarm systems, having the correct fire-fighting equipment for putting a fire out quickly, keeping fire
exits and escape routes clearly marked and unobstructed at all times and familiarising staff and pupils with
emergency evacuation procedures. The school has a separate Fire policy to effectively manage fire safety within the
school which should be read in conjunction with this document.

Please refer to the Fire Prevention policy on the school website or staff shared area of Google Drive.

FIRST AID

The school has a School Nurse and Matron. There are separate regulatory policies for First Aid and Medicines which
are displayed on the school website and staff shared area of Google Drive. Staff should ensure they are familiar with
these documents.

ACCIDENT REPORTING AND ACCIDENT INVESTIGATION AND INFECTION CONTROL
There is a separate policy for both Accident Reporting and Epidemic or pandemic (includes Infection control protocol)
and these can be viewed on the staff shared area of Google Drive.

OCCUPATIONAL HEALTH SERVICES AND WORK RELATED STRESS

The school recognises that work-related stress can affect mental and physical health and that work-related stress is a
health and safety issue which the school will address by identifying and reducing workplace stressors.

The Health and Safety Executive defines stress as “the adverse reaction people have to excessive pressure or other
types of demand placed on them”.

The school will work to identify all workplace stressors and conduct risk assessments to eliminate stress or control
the risks from stress, these risks will be regularly reviewed. As identified by risk assessment the school will provide
adequate resources and will provide access to confidential counselling for employees affected by stress caused by
work.

The Senior Leadership Team will:



» ensure that all new employees receive a thorough induction, including the school’s policies and procedures

* conduct and implement recommendations of risk assessments within their jurisdiction

= ensure good two-way communication between themselves and staff to ensure that bullying and harassment
is not tolerated

= monitor workloads and working hours to ensure that staff are not overloaded or overworking

» attend training as requested in good management practice and health and safety

» ensure staff are fully trained to carry out their duties

» ensure staff are provided with meaningful developmental opportunities

* ensure that staff experiencing stress have access to appropriate sources of advice and support

* ensure lone workers are provided with effective supervision and support

= offer additional support to a member of staff who is experiencing stress outside work, should it be
appropriate

* encourage a culture where stress is not regarded as a weakness

EMPLOYEE PREGNANCY

The school recognises that it has a duty of care to all pregnant employees.

On receiving written notification that an employee is pregnant the school will assess the specific risks to that
employee and take action to ensure that she is not exposed to anything that will damage her health or that of the
unborn child.

If the assessment reveals that there is a risk then the school will inform the employee about the risk and what will be
done to ensure that neither she nor the unborn child is injured.

The school will then assess if there are any practical ways that the risk can be avoided e.g. adjusting the working
conditions and/or hours of work. If that doesn’t remove or adequately control the risk then the school will aim to
provide suitable alternative work. These steps only apply where the school, having undertaken the risk assessment
identifies occupational hazards which arise from normal pregnancies. All risk assessments are reviewed throughout
the pregnancy, recorded and agreed and signed by the employee.

SLIPS, TRIPS AND FALLS FROM HEIGHT
The school acknowledges that the statistics from the Health and Safety Executive show that over a third of accidents
in the education sector result from a slip or trip. Therefore the school seeks to promote a positive culture towards an
awareness of a slip or trip and to take all incidents seriously.
Staff are regularly reminded, through safety briefings, of the need to identify and act on slip trip and fall hazards that
may be present to both staff, visitors and pupils. Regular safety tours are conducted which assist in spotting slips and
trip hazards which are reported to the Head Master..
The school continually assesses all working at height activities and ensures that:
e All work at height is avoided wherever possible (please refer to the Use of Ladders Risk Assessment).
e Where it cannot be avoided then a risk assessment will be undertaken to establish work equipment or other
measures will be used to prevent a fall.
e Where they cannot eliminate the risk of a fall, use work equipment or other measures to minimise the
distance and consequences of a fall should one occur.

Information and instruction is provided to all staff on suitable controls specific to their task.
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WORKPLACE SAFETY AND SECURITY FOR STAFF, PUPILS AND VISITORS

Our policy for the security and workplace safety at Salisbury Cathedral School is primarily to provide a safe and
secure environment in which our pupils can learn, our staff can work and our visitors can freely come and go.

Its second objective is to protect our buildings and grounds, together with the equipment belonging to the school
and the personal possessions of everyone in our community.

The school premises, accommodation and facilities provided for the Boarders are maintained to a standard to ensure
the safety and welfare of the pupils. Please refer to the Boarding policy including Principles and Practice for further
details.

The Early Years premises and activities provided are suitable for the age of the children and comply with the
requirements of Health and Safety legislation (including fire safety and hygiene requirements). Please refer to the
Early Years Foundation Stage policy for further details.

SITE SECURITY

The Estates Manager is the primary contact for the physical security of the buildings and always carries a mobile
phone. However, as we have no resident caretaker securing the buildings at night, it is the responsibility of the
housekeeping staff in line with the lock up checklist. Unlocking of buildings in the morning is carried out by the
buildings and estates manager and catering staff.

During term-time the Exeter Street gate is unlocked in the morning at circa 7am and locked at 9am. In the afternoon
the gate is unlocked at 3.00 pm and locked at 5.30 pm. The school has automated gates to the main school
entrance, only accessible with a pin code or by asking the school staff to allow entry. In addition, there is a pin code
lock on the main gate side entrance and the Cathedral side of the Chorister entrance.

All visitors are required to sign in at Reception. During the school day, the gate outside Beauchamp Tower is kept
locked, only accessible with a pin code, known by the school staff.

Out of office hours and during inset days the main front door will be kept locked with access to the school via the key
pad entry door.

ON-SITE VEHICLE MOVEMENT
The school has dedicated pedestrian paths at the front of the school which staff, parents and visitors can use.

IT SECURITY

The IT department is responsible for maintaining a safe IT technical infrastructure at the school. The department’s
responsibilities include protecting the network and equipment from attack by viruses, maintaining robust firewalls to
safeguard or prevent inappropriate usage, and ensuring the security of our electronic hardware.

All school computers, printers, copiers, scanners, projectors, screens and other electronic equipment are marked
with the school’s logo, and a register is maintained of all equipment showing: make, date of purchase, cost and
location in the school. The asset register is audited and updated annually.

PUPIL SUPERVISION
All staff, governors and contractors working unsupervised have undergone enhanced DBS checks.

At least one member of the teaching staff is always present on duty in order to supervise pupils whenever they are in
the school outside normal school hours.

Pupils are not allowed to be unsupervised on site, and are expected to go home by 6.00 pm unless by special
arrangement with the parent
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A daily rota of duty staff is communicated to staff via Schoolbase and in the electronic briefing notes at the start of
each week.

Pupils are walked or driven over to their boarding house in groups supervised by two adults. An appropriate risk
assessment and controls are followed.

Arrangements are made to ensure pupils are supervised during play, music practice and concert rehearsals, or other
events that bring small groups into school out of hours.

VISITORS AND CONTRACTORS

All visitors and contractors are required to sign in at the school reception, where they are issued with a visitor’s
badge, which must be worn at all times that they are on school property. They are shown the school’s emergency
evacuation notice (see our policy on fire safety) and the way to the assembly point. Visitors will be instructed to wait
in the school reception area until they are collected by the person whom they have come to see. All staff are
expected to escort their visitors whilst they are at the school and to ensure that they sign out (and return their
badges) on leaving. The school has a list of approved contractors, which is regularly updated.

USE OF EQUIPMENT
Many types of equipment are so familiar that it is easy to forget the hazards they can present - electrical equipment
being a good example. Other types of equipment are particularly dangerous because they have moving parts.

It is the policy of Salisbury Cathedral School to comply with the law as set out in the Provision and Use of Work
Equipment Regulations 1998.

Through the co operation of all the staff the school ensures that:

e All equipment used at work is safe and suitable for the purpose for which it is used. This includes tools and
equipment used in physical education, science, art and design, sports, play and maintenance activities. For
this purpose the school ensures that all equipment in these departments is correctly installed, regularly
serviced and maintained
All staff and where applicable, pupils are trained to use the equipment correctly
Damaged or faulty equipment is taken out of use until repaired by an authorised competent person
All staff ensure that if equipment is found to be damaged, broken or showing signs of not working correctly,
then the procedure is as follows

1. Equipment is taken out of use

2. Equipment is labelled as "out of order" and stored in a safe place

3. The faultis reported to the Estates Manager

4. Both academic and non-academic staff do not undertake any repairs to equipment
MANUAL HANDLING

Salisbury Cathedral School recognises the need to assess all manual handling activities to minimise the risk of injury
to staff and pupils.

Each department through their risk assessment process assesses all manual handling activities to consider whether
they are likely to cause injury to the individual(s) concerned with the job. Consideration is also given to whether the
task can be avoided completely or whether the use of lists and trolleys will reduce the risk.

Relevant staff are provided with periodic manual handling training.
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WORKING WITH DISPLAY SCREEN EQUIPMENT
MEMBERS OF STAFF
Members of staff who work regularly for most of the working day with VDUs are entitled to have their work station
assessed. If the risk assessment identifies a need the school will arrange for them to be provided with:
* Suitable chairs
= Foot rests
* Anti-glare screens
= Wrist rests
*  Window blinds

Guidance is provided on posture, simple exercises to help circulation and to combat fatigue and on the need to take
regular, short breaks from the screen. In cases where a member of staff feels that long-term use of a computer is
having, or has had a detrimental effect on his/her vision, the school will meet the cost of an eye test at an NHS
registered Optometrist and pay towards a basic pair of glasses.

PUPILS

Although pupils do not spend most of the school day working with VDUs, they spend increasing amounts of their
private study and leisure time with screens. They too, are provided with guidance on posture, simple exercises to
help circulation and to combat fatigue and on the need to take regular, short breaks from the screen as part of PSHE.

TRAILING CABLES

Trailing cables are an obvious trip hazard. The IT Manager is responsible for ensuring that work stations, interactive
screens and projectors are safely installed and for ensuring that rubber cable covers are used where there is no
alternative.

HAZARDOUS SUBSTANCES
All reasonable steps are taken to prevent the exposure of staff and pupils to substances hazardous to health or to
control any exposure to within acceptable limits.

In accordance to the Control of Substances Hazardous to Health Regulations, COSHH assessments are undertaken on
all hazardous substances within the school. For hazardous substances used in the science and DT department then
this assessment is provided by CLEAPPS. In all other departments the outline procedure is followed:

e An inventory of all substances hazardous to health is kept on the school premises, with appropriate
information

e All school activities and operations which involve or may involve exposure to substances hazardous to health
are assessed and appropriate control measures are taken if elimination or substitution of the substance is not
possible

e Each risk assessment is reviewed annually and all school activities and operations using hazardous substances
are reassessed every three years
Personal protective equipment is provided for staff and pupils as identified by the assessment
Local exhaust ventilation is provided in the DT workshop and an extractor fan in the Science Lab, as identified
by risk assessment

e Providing suitable storage arrangements, disposal procedures and training specific to the tasks of the
individual
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PERSONAL PROTECTIVE EQUIPMENT (PPE)

In accordance with the Personal Protective Equipment Regulations 2002 and the Personal Protective Equipment at
Work Regulations 1992 (as amended), where hazards cannot be eliminated then the risk assessment process will
identify where personal protective equipment (PPE) must be provided to both pupils and staff.

Where identified the school will provide suitable PPE. Examples of PPE provided are gloves; safety goggles/ glasses,
dust masks as appropriate.
The school via the respective Head of Department will ensure that the PPE is:

= Suitable for the purpose for which it is used

»  Suitable for the person who will wear it

* Maintained in good condition

* Replaced as and when necessary

= Correctly used by all staff and pupils at all times

It is each staff member's responsibility to:
*  Wear the correct type of PPE
=  Wear the PPE correctly
* Keep the PPE clean and in good working order
*  Ensure that the PPE fits
» Teaching staff must ensure that pupils follow the above

LONE WORKING

On very infrequent occasions staff may be classed as lone workers at the school. Examples of lone workers may
include cleaning, maintenance, and teachers working during holiday periods.

A generic risk assessment for lone working on the school premises is undertaken and issued to all staff that are
identified as lone workers (please see Appendix 1). This risk assessment provides detailed control measures required
to be undertaken to minimise the risks of working alone. Staff and contractors are required to adhere to the control
measures at all times.

The repairing of any live electrical equipment is prohibited for any lone workers.
Working at height tasks are prohibited where there is only one person on the school site.

Further information is detailed within the Lone Working Policy (Appendix 1)

ELECTRICITY
The school recognises the potentially fatal hazards associated with electrical supply.
The Electricity at Work Regulations 1989 requires employers to ensure, so far as is reasonably practicable, that all
electrical equipment and installations are safe and without risk to health. Staff also have a responsibility to
co-operate with the school and to comply with those regulations that are within their control.
The school ensures that all electrical systems are designed, installed and maintained by competent persons in
accordance with the Electricity at Work Regulations 1989.
The procedure below will be followed:
* The Estates Manager is informed of all portable electrical equipment brought onto site.
= All staff ensure that electrical faults and hazards are reported immediately to the Head Master who ensures
that the relevant corrective action is taken immediately.
= Once a faulty piece of equipment is identified it is not used and if possible (without risk to personal safety) it
is isolated from the mains supply. If there is any likelihood of the equipment being reconnected by mistake
then the plug is removed by the Estates Manager.
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= All Class 1 portable electrical equipment receive regular appliance tests and any defects rectified before
being issued or re-issued to staff.

* Routine visual inspections are made.

» All staff are made aware that no person is to attempt to repair any faulty electrical appliances or carryout any
electrical work without being 'competent' and without having management authority, suitable training and
correct equipment. Where necessary, a permit to work may be required before certain high-risk work can
begin.

* The school will keep a record of all formal inspections and repairs carried out to equipment or installations.

GAS SAFETY

The school organises for an annual maintenance and testing of all gas installations and appliances by a gas safe
registered engineer, in accordance with the Gas Safety (Installation and Use) Regulations 1998. Access to all boiler
facilities is kept locked and is restricted. The main gas supply to the science laboratory is controlled via a key
operated switch and an emergency cut off is provided. All supplies have external shut off taps at meter boxes.

MANAGEMENT OF ASBESTOS

The school acknowledges the health hazards arising from exposure to asbestos and will protect all those exposed as
far as is reasonably practicable. This will be achieved by minimising exposure through the management of
asbestos-containing materials in the workplace premises. The person responsible for the implementation of the
asbestos management plan is the Estates Manager.

An asbestos survey has been undertaken and the amount and condition of asbestos containing materials identified
and assessed. The asbestos management plan sets out the location of the asbestos containing material and how the
risk from this material is managed. The plan will be reviewed at regular intervals or when there has been significant
structural change or change in personnel.

Access to asbestos containing materials will be controlled to prevent disturbance of the material. The plan showing
the location of all asbestos containing materials and presumed asbestos containing materials is available from the
Estates Manager. Asbestos-containing materials within the premises will be managed to ensure the prevention of
the presence of asbestos fibres in the air that can be inhaled by employees and others who may be present in the
workplace.

Systems will be put in place to ensure that anyone liable to disturb asbestos-containing materials is made aware of its
location.

The condition of all asbestos-containing materials or materials suspected of containing asbestos will be inspected at
agreed intervals to ascertain that there has been no damage or deterioration. Where damage or deterioration is
found the asbestos-containing material will be reassessed and repaired or removed as appropriate.

The Estates Manager carries out regular checks and the school has appointed Breeze Environmental to carry out a full

check and undertake periodic professional checks of the remaining asbestos and to be the advisor for the Estates
Manager with any queries or concerns.

15



CONTROL OF LEGIONELLA

INTRODUCTION

Legionnaires’ disease is a potentially fatal form of pneumonia caused by inhaling small droplets of water that are
infected with the legionella bacteria. It can affect anybody, but some people are at higher risk, including those over
45, smokers and heavy drinkers, those suffering from chronic respiratory or kidney disease, and people whose
immune systems are impaired. The bacteria occur naturally in rivers, lakes etc as well as in the water systems of
premises, such as schools.

SPECIFIC RESPONSIBILITIES
The School’s specific day to day responsibilities for water safety include the duty to:
» Identify and assess sources of risk
* Prepare a scheme (or course of action) for preventing or controlling the risk
* Implement and manage the scheme
» Keep records detailing results of any monitoring inspection, test or check carried out, and the dates, for a
minimum of 5 years.
*  Records for the following should be retained throughout the period for which they remain current and for at
least two years after that period:
® person or persons responsible for conducting the risk assessment, managing, and implementing the
written scheme
e significant findings of the risk assessment
e written control scheme and details of its implementation

e details of the state of operation of the system, i.e. in use/not in use

Day to day responsibility for monitoring and ensuring that the systems are being correctly operated lies with the
Estates Manager who has attended training in water safety awareness as part of a Wiltshire Council seminar for site
managers and caretakers. He maintains appropriate records of testing and certification which are kept in the water
safety manual of all water system checks. The manual is kept in the Head Master’s office.

WATER SAFETY MANUAL

Salisbury Cathedral School has employed a firm of water safety specialists to prepare a water safety manual for all
the school buildings, boarding house and residential staff accommodation.

The manual includes schematic drawings of all the hot and cold water systems, water tanks, calorifiers, pipe work,
taps showers, and heating plant in all the buildings including the swimming pool. The manual identifies and assesses
the main sources of risk in every building, taking account of:

WATER TEMPERATURE

The potential for water stagnation in long pipe runs and “dead legs” or infrequently used taps and showers

The potential for aerosol formation, especially in showers, drinking water fountains and fire hoses

The condition of the water throughout the premises

The use of thermostatic mixing valves (in order to avoid scalding) that potentially set a favourable outlet temperature
for legionella growth

The signs of debris in the system, such as rust, sludge or scale that could provide food for growing legionella

The condition of the pipe work, plant, tanks etc.

The manual is reviewed and updated annually, or each time that a new measure is introduced.
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INITIAL PREVENTATIVE MEASURES

The initial risk assessment identified a series of preventative measures to the physical structure of our buildings that
have been taken in order to control the risk of legionella at the school. This included descaling and disinfecting
shower heads, cleaning and disinfecting tanks, calorifier blowdowns, the fitting of tank lids, vents, insulation and
overflow screens. We update the manual every time that a new measure is adopted.

CONTROL MEASURES
Our risk assessments on our infrastructure identify the control measures that are necessary in order to ensure that
there is no risk of contamination through legionella bacteria.

INTERNAL CONTROL MEASURES
Staff in our Maintenance Department have been trained in the need for legionella prevention measures. They are
tasked with carrying out the following regular water checks (all of which are recorded in the water manual) in order
to maintain good water hygiene:

*  Flushing of infrequently used outlets — weekly

* Hot and cold water temperature checks — monthly

EXTERNAL CONTROL SERVICES
We employ external contractors to carry out the following services:
* Hot and cold water temperature checks - 4 times a year
*  Cold water tank inspections ( including ATP sampling) - annually
* Shower head cleaning and disinfection - 4 times a year
» Calorifier blowdown — annually
* Risk assessment review - annually

STAFF TRAINING
We invest time and resources in training our maintenance team to work in a reliable and methodical fashion. We
supervise their working methods and record their training.

ACTION IN THE EVENT OF A POSITIVE WATER SAMPLE
Water samples should be analysed for Legionella periodically to demonstrate that bacteria counts are
acceptable. The frequency should be determined by the level of risk, in accordance with the risk
assessment. The Water Consultant will notify the Estates Manager immediately if a water sample is
contaminated. The notification will cover:

= Details of the sample

* The organism

= Location

* Advice on appropriate remedial measures, such as isolating the building and disinfecting the
system.

The Head Master will be informed at once, even if no one is ill, and remedial action will be taken at
once. The Chair of Governors will be notified at once if anyone becomes ill with legionella, and any
outbreak of the disease will be immediately reported to the HSE and the HPA.

SAFE HOT WATER AND HOT SURFACE TEMPERATURES

We ensure that temperatures at hot water outlets, are thermostatically controlled to prevent scalding
in accordance with local education authority guidance. We also ensure that taps delivering water at
unregulated temperatures are clearly marked, ‘warning, very hot water’ and are not located in areas
accessible to the children.
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Heating appliances within the areas accessed by the children, are designed in such a way as to prevent
accidental burns, by the use of low surface temperature radiators, insulation, enclosure of pipes and
radiators, to ensure that surfaces do not exceed 43°C.

CONTROL OF CONTRACTORS
In selection of contractors to carry out work on the school premises or to provide services the
following factors will be considered:

LONG TERM CONTRACTORS
» Establishing that contractor’s personnel have been correctly vetted to ensure that they do not
have criminal records that would make them unsuitable to work on school premises with
children.
= Examination of contractor health and safety systems including any health and safety policy
and risk assessments.
* Level of liability insurance held by the contractor.
* Grounds maintenance comes under this category and the following measures are in place:
0 All staff are DBS cleared and supervised whilst on site
o0 Staff only work outside. When pupils are outside, they are supervised by school staff
SHORT TERM CONTRACTORS E.G. ELECTRICAL AND PLUMBING.
= Where contractors are not DBS checked then there is control over the contractor to ensure
he/she does not have access to unsupervised children.
* Informing them of any possible dangers on site and notifying staff of work being carried out.
*  Are always supervised when on site term time.

SELECTING AND MANAGING CONTRACTORS

The school recognises its legal responsibility as an occupier of premises to all who have access to the
premises, including contractors and consultants undertaking any works. It refers the HSE

guidance, Managing Contractors A Guide for Employers HSG159.

The Department of Education’s advice is followed to ensure that contractors engaging in regulated
activity have an enhanced DBS certificate (including barred list information).

For all other contractors who are not engaging in regulated activity, but whose work provides them
with an opportunity for regular contact with children, an enhanced DBS check (not including barred
list information) is completed. Please also refer to the School Recruitment policy.

MAINTENANCE

The Estates Manager has carried out the necessary risk assessment is his department in liaison with
the Head Master. He is aware of preventative measures such as protective clothing, working at
heights and manual handling. He has had appropriate training and participated in a training course for
Building and Estates supervisors/caretakers in a school.

SWIMMING POOL

There is a separate policy on the use of the swimming pool and risk assessment. This is available on
the staff share area of Google Drive. All staff should adhere to these procedures before using the
pool. The school carries out Lifeguard training for the appropriate staff which can change annually.
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SCHOOL SPECIFIC - EDUCATIONAL VISITS

In order to manage the risk of offsite educational visits, all visits are accompanied by effective
planning and risk assessment. A separate Educational Visits and School Trips policy has been produced
and is available in the staff shared area of Google Drive.

LETTING OF SCHOOL PREMISES TO OUTSIDE BODIES
The school has the fire procedures and notice for visitors on display in letting areas. Risk assessments
are available for regular hirers.

PUPILS WITH SPECIAL NEEDS AND DISABLED WORKERS

PUPILS WITH SPECIAL NEEDS

The school has a separate Accessibility policy and SEND policy which are both available on the website
and staff shared area of Google Drive. Staff need to be aware that children with learning or
behavioural difficulties need to be identified in school activities and trips to keep them safe during
their time at the school.

DISABLED INCLUDING TEMPORARILY DISABLED WORKERS

Where we employ persons with disabilities, or where existing employees become disabled, we ensure
that the workplace is adapted for their needs where possible, including arrangements to ensure their
health, safety and welfare. The School Nurse liaises with the relevant colleague and takes all necessary
arrangements to put the relevant measures in place.

In the case of temporary disability such as a broken limb, it may be necessary to exclude the individual
from our workplace if adaptations are not reasonably practicable in the short timescales involved.

When individuals have been issued with a fit note by a doctor, they are not permitted to work unless
either the date to which they have been signed as unfit to work has been reached or, if the fit note
indicates they may be fit to work subject to conditions, that those conditions have been assessed and
relevant changes have been made to meet them, if necessary using occupational health advice.

We ensure that the needs of disabled staff are taken account of within risk assessments and if
necessary, undertake an individual risk assessment for the work of the particular employee, taking
into account their abilities and disabilities.

The school will:

¢ Assess and manage the work risks to everyone

¢ Include disabled workers in any health and safety information and training

¢ Consult with disabled workers in determining whether their disability affects workplace health
and safety and, if so, to what extent. This is so both parties can work together to find the best
outcome, for instance ‘reasonable adjustments’ that overcome risk

¢ Involve others, such as specialists or the disabled worker’s representative, if needed to
understand the effects on workplace health and safety of a disability or long-term health
condition

e Ask for the disabled worker’s consent before approaching specialists or their GP who

can advise on options for workplace adjustment

¢ Be sensitive and timely about making risk assessments if these are needed

¢ Make other, short-term arrangements to support disabled workers when delay cannot be
helped (for instance, if waiting for an access to work grant)

* Create a working environment that allows disabled workers to feel comfortable when talking
about their disability or long-term health condition.
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PE AND SPORTS
PLAY AND SPORTS EQUIPMENT

Risk assessments are completed for all types of sports equipment provided and the Head of Sport is
responsible for ensuring that these are completed and any recommended control measures are
implemented. These risk assessments are reviewed on an annual basis, or when there has been a
significant change (i.e. in the activity, the type of user, new or changed equipment).

On-going, dynamic risk assessments should also be carried out by the staff supervising the activity,
and action should be taken to prevent accidents or harm if, in their judgement, a situation is unsafe or
someone is using equipment incorrectly and creating a risk to themselves or others. If it is not
considered safe to carry on, the activity must be stopped immediately.

SUPERVISION AND COMPETENCE

Supervision levels will be determined by the age/experience of the equipment users, and any medical
conditions that may affect their ability to use the equipment safely. A qualified first aider will always
be present on site during the use of sports equipment/ facilities.

CLOTHING, FOOTWEAR AND ACCESSORIES
We ensure that those using the sports equipment are wearing suitable clothing and footwear for the
activity, weather conditions, and the surrounding environment.

VISUAL INSPECTION PRIOR TO USE

Visual inspections of the sports equipment must be made prior to each use, by a competent person,
to ensure that the equipment is not damaged, and it is in a safe condition and ready for use. If it is
found that the equipment is not safe to use, it must be taken out of service immediately, and reported
to the Estates Manager to arrange for repairs or replacement.

LAKE

Clear guidelines are given to pupils about the use of the lake and the dangers of playing near open
water. There is a risk assessment undertaken at least annually. The lake is cordoned off by means of a
post and chain fence.

TRANSPORT SAFETY INCLUDING MINIBUS

There is a separate School Journeys - Transport policy on the staff shared area on Google Drive. All
staff driving school transport have read the policy, had relevant MIDAS training ) before driving the
minibus and have completed a driver’s declaration form for the Head Master.

Please also refer to the School Journeys policy for information regarding staff transporting children in
private cars.

CHILDREN AND YOUNG PEOPLE AT WORK

Where young people/children are involved in work experience/are employed, we ensure that we
comply with applicable employment and working hours legislation including restrictions on night
working, additional rest breaks and the length of working days. We also undertake a specific risk
assessment of the tasks which the young person/child is to be undertaking which takes into account
their immaturity, inexperience and lack of risk awareness. The individual is provided with additional
instruction and supervision as determined by the risk assessment.
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WELFARE PROVISIONS AND WORKPLACE ENVIRONMENT

We have evaluated the welfare facilities required to comply with the Workplace (Health,
Safety and Welfare) Regulations 1992 and have confirmed that the existing facilities meet or
exceed the minimum requirements.

Well-equipped sanitary and washing facilities are provided in sufficient numbers for the staff
using them. Facilities are also provided for staff to obtain drinking water and for heating
water. A staff lunch is also provided. Staff can also make use of the staff room, which is
cleaned daily.

Facilities are also provided for the peripatetic workers; sanitary and washing facilities and a
kitchenette is available in the staff room, which they are able to use, and have a school lunch,
if required. These facilities are also cleaned on a daily basis.

FOOD SAFETY
Please refer to the separate S3 Catering and Food Hygiene Policy including the food hazard analysis
(HACCP), for food safety management.

NOISE

The school complies with the Control of Noise at Work Regulations 2005 with the aim to prevent the
risk of hearing damage from unwanted sound by controlling exposure to noise. Low noise machinery
is purchased and regular breaks are taken. Ear plugs/defenders are available but equipment used is
below threshold for noise. Please refer to the separate risk assessments for equipment used, which is
held in the staff shared area of Google Drive. PPE is available to be used.

VIBRATION

We comply with The Control of Vibration at Work Regulations 2005, to help prevent or control
exposure to vibration. Please refer to the risk assessments, where controls have been detailed to
ensure exposure to vibration is reduced as much as is reasonably practicable, and that exposure does
not exceed statutory exposure limits.

WINTER CONDITIONS

If an incident occurs, such as adverse weather, requiring the school to close either fully or partially, the
procedures that the school will follow are outlined in the 16c Major Incidents policy, Appendix 3
School Closure Procedures.

Procedures will be implemented to control the additional slipping hazards presented by the weather.
In particular all external walkways and steps on our premises will be regularly cleared of snow and
gritted to reduce ice.

We will also pay particular attention to building entrance areas to minimise the risks from wet floors.
Employees will be encouraged to wear footwear with a good tread when walking outside e.g. between
the car park and the buildings.
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MONITORING HEALTH AND SAFETY PERFORMANCE
Proactive measurement of our performance against health and safety standards will be undertaken
through:

formal review of performance against health and safety policy

staff appraisals

half termly meetings and monitoring of progress against action plans by the Health and Safety
Committee.

SAFETY SIGNS, SIGNALS AND NOTICES
Statutory health and safety notices are displayed including no smoking signs, the Health and Safety
Law poster and the current Employers Liability Compulsory Insurance certificate.

Signage is also displayed to indicate fire escape routes, fire actions, fire extinguisher locations and first
aid details and traffic safety instructions. Safety signs are also displayed where a risk assessment
indicates that there are residual risks which cannot be adequately controlled by other means and are
used to give warnings, prohibit certain actions and communicate mandatory safety rules. We also
check that the signs remain in place, visible and in good condition.

Audible signals such as the fire alarm are tested periodically to ensure that they are clearly audible in
relevant areas and that staff are familiar with the sound.

To assist our health and safety communications with employees, the health and safety policy is
accessible to the staff in the staff shared area of Google Drive.

Please also refer to the policy 16b Control of pupil access to risky areas, providing examples of where
signage is used.

SHARED PREMISES RESPONSIBILITY
Please refer to the Shared Premises Policy.

SMOKING
No smoking is allowed anywhere within the school site.

Person responsible for this policy: Head Master
Reviewed: August 2021
Next Review: August 2022

Reviewed by Governing Body on: September 2021



Appendix 1 - Lone Working Policy

Reference: HSE Government Guidance, Protecting Lone Workers, March 2020
https://www.hse.gov.uk/pubns/indg73.pdf

Salisbury Cathedral School acknowledges that there will be occasions when staff will need to work alone, and we aim
to reduce these risks at a level that is reasonably practicable.

Examples of lone workers may include cleaning, maintenance and grounds personnel, administrative staff and
teachers working during holiday periods. The Staff in Charge is responsible for carrying out a lone working risk
assessment which will include:

identifying hazards of the work;

identifying who may be harmed

assessing the risks involved

putting measures in place to avoid or control the risks

It is recognised that there are occasions when academic, support, grounds and cleaning staff may be
required, or choose, to work alone or in isolated situations. This however may introduce risks for a
normally non-hazardous work activity.

Categories of lone workers
Within the school a lone worker will most probably fall within one of the following categories:

e working in an otherwise unoccupied building
e working in an isolated part of a building/school grounds
e responding to an alarm call out after normal school hours

Definition of lone working
Staff who are engaged in work (either outdoors or indoors) where there are no other people who could
reasonably be expected to come to their immediate aid in the event of an incident or emergency.

Risk assessment

The risk assessment should be read by all staff and contractors before they engage in lone working (please see
below). Any hazards identified should be evaluated for the likelihood of the hazard causing harm. Measures will be
introduced if the assessment shows that existing precautions are inadequate to eliminate or adequately

control the hazard. The risk assessment will be subject to review to ensure it is relevant and current to

the workings of the school, such as new staff, processes or equipment.

Contractors on site will be provided with a copy of the lone working risk assessment and receive the appropriate
health and safety information.
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Risk of injury/death

SALIsBURY CATHEDRAL ScHooOL

RISK ASSESSMENT

Lone Working

September 2021

School Staff/Contractors

Medium

Staff should ensure that it is known that they are intending to work
alone in the building outside normal school hours, the type of work that
will be undertaken and approximate finish time

Grounds/maintenance staff and cleaners who work alone must ensure
that a work colleague is aware of their activity so that the alarm can be
raised if they do not appear at a predetermined time

Academic and any other staff should establish their own checking in and
out system with either family, friends or work colleagues

Provide a relative or friend with a telephone contact number to call if the
lone worker fails to make contact or return home at the expected time
The experience and training of all staff and the activities to be
undertaken will be taken into consideration before allowing lone working
Lone workers must be considered capable of responding correctly in an
emergency situation by their line manager. Whenever possible it is
recommended that staff work with a partner

Staff should not work alone if they have medical conditions that might
cause incapacity or unconsciousness
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e |[f staff rely on a mobile phone, they must ensure that it is fully charged
and their network has good reception within school. Although phones
can give extra reassurance, they do not provide complete protection and
staff should still be alert for their own personal safety at all times

e Staff will receive information and/or training, if required, to ensure they
understand the risks associated with lone working and to minimise these
risks

e In the situation where two or more people are working in isolated areas
of an otherwise unoccupied building, personnel should keep each other
informed about their movements

o Lone workers will not undertake activities that involve working at height,

repairing or working on live electrics or any task that has been identified

as medium or high risk or which is potentially hazardous given their own
level of experience and the nature of the task

Do not access any confined spaces or roof spaces

Extreme caution to be taken in the swimming pool area

All safety checks and methods of work must be adhered to

Ensure the correct PPE is used, if necessary

It is the responsibility of all school personnel and contractors to adhere

to the lone working procedures and to report any difficulties, failure of

equipment or general concerns on health and safety to their line

manager.
Medium e Contractors should have access to their own first aid kit suitable for
treating minor injuries and adhere to the lone working procedures
Safety of Contractors e A member of the Maintenance Team will be on site whilst the contractor
is working.
Medium Staff are responsible for security when on the premises and should ensure that

Site Security

all doors are locked and windows closed.

Date of next review: August 2024
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