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HEALTH AND SAFETY POLICY: STATEMENT

CRANSLEY SCHOOL

. The Governors of Cransley School have a duty tegeefrd, so far as is reasonably
practicable the health, safety and welfare of:

i) employees,
i) pupils and visitors,
iii) all other persons who may be affected by tbb@®l’s activities.

. The Board of Governors have the primary responsilfdr all health and safety
matters. They will act through the Head Teache wil implement the Health and
Safety Policy on their behalf.

. A Health and Safety Co-ordinator is appointed wisishe Head Teacher in this
respect.

. Cransley School will, so far as is reasonably pecabte, provide and maintain:

i) all plant and equipment in a safe condition,
i) safe systems of work,
iii) training and instruction as may be required,

In order to achieve these aims, expert advicebeilbbtained and acted upon where
necessary.

. The Governors will expect all staff to:

i) co-operate with Cransley School in all mattersted to health and safety;

ii) take reasonable care for health and safetheiselves and all other persons
who may be affected by their acts or omissions;

iii) work safely and efficiently using the equipmemovided,;

iv) report accidents, dangerous occurrences anty feaguipment.



HEALTH AND SAFETY POLICY: ORGANISATION
CRANSLEY SCHOOL
The Board of Governors has responsibility for Healtd safety but will appoint one
governor to have special responsibility for healtid safety (see appendix 1). The day to

day responsibility for health and safety is deledab the Head Teacher, who will be
assisted in this function by the Health and Saf&yordinator (see appendix 1).

The Head Teacher, in conjunction with the GovefooHealth and Safety, will develop
a proactive action plan to deal with health anétyatsues and with planning for the
future.

Individual responsibilities are allocated to mensbefrstaff. These are listed in the
following pages.

All staff shall:

Read and understand the content of this policy,

Take reasonable care for their own health andysafed that of others who may
be affected by their activities.

Failure to comply with this Policy may result irsdiplinary action against individuals.



HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL

The Governor with responsibility for health & safety

» Shall, in co-operation with the Head Teacher, dgvel proactive Health and
Safety Plan for the management of health and safahe school.

» Shall promote health and safety at Board level emgwadequate resources are
applied to the management of health and safetyarsthool.



HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL
TheHead Teacher
» Shall be responsible for implementing the Healtth afety Policy on behalf of
the Governors of Cransley School.

» Shall set up and implement a health and safety geanant system.

» Shall allocate responsibilities for health and safe members of staff where
appropriate.

» Shall appoint persons to assume the health antysasponsibilities of staff who
are absent for significant periods of time.

* Shall implement a system to monitor compliance \th#lhstandards set out in the
Health and Safety Policy.

» Shall liaise with external authorities, inspectansl others as may be required.

» Shall ensure staff and others are given appropné&bemation, instruction and
training in respect of health and safety.

» Shall allocate sufficient resources for manageroéhealth and safety.

» Shall advise Governors of developments in healthsafiety to ensure appropriate
standards are achieved and the Health and Saféty Bad Health & Safety
Action Plans remain up-to-date and valid.

» Shall identify the training need of the adminigtratstaff to ensure they
i) are aware of the hazards and risks presethiein working environment,

i) know the work procedures to be adopted,

iii) know the correct emergency procedures to use.

» Shall ensure administrative staff are provided whih necessary; information,
instruction and training to fulfil the above furatis.



HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL
The Health and Safety Co-ordinator
» Shall assist the Head Teacher in the operatioheoHealth and Safety Policy and

lead on matters of health & safety in the Head Thegs absence.

» Shall act in a co-ordinating role between the Heaacher, other members of
staff and other persons affected by the schootisities.

* Shall seek external and expert advice on healthsafedy matters as may be
required.

» Shall organise termly health and safety inspectadrte school, reporting
findings and necessary actions to the Head Teacher.

» Shall check that reported defects have receivedhtan.
» Shall collate and ensure all risk assessmentspate date.

» Shall ensure that new members of staff are awatieedfiealth and Safety Policy
and its implications.

» Shall facilitate any necessary training of existamgl new members of school
staff.

» Shall liaise with other members of staff and othersons as may be required, to
consider the health and safety implications ofaxtirricular activities and
functions involving school staff, pupils and otharsl develop appropriate
strategies for ensuring safety.



HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL

Heads of Departments

» Shall advise the Head Teacher on the specific linesdifety and environmental
requirements of their subject(s) and liaise witheotmembers of staff, including
the Health and Safety Co-ordinator, as required.

* Shall ensure risk assessments are carried oull factavities associated with their
subjects.

» Shall review these risk assessments in light afiBa@nt changes e.g. in the
curriculum, facilities or equipment and at leastaaly.

» Shall establish safe procedures and systems of.work

» Shall identify the training need of their staffcinding non-teaching staff and
volunteer helpers, to ensure they:

i) are aware of the hazards & risks presentéir throrking environment,
i) know the work procedures to be adopted,
iii) know the correct emergency procedures to use.

» Shall ensure staff are provided with the necessdéoymation to fulfil the above
functions.

» Shall report any defects and deficiencies.

» Shall, in conjunction with the staff, develop aralicer relevant health and safety
related instruction for pupils.



HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL

Teachers

» Shall advise the Health and Safety Co-ordinatcamynspecific health, safety and
environmental requirements of their classroomslangk with other members of
staff as required.

» Shall follow laid down procedures and guidelined ahall ensure, so far as is
reasonably practical, the health and safety oflpupther members of staff and
other persons so far as they may be affected bydheol’s activities.

» Shall carry out risk assessments for all activiiesociated with their subjects.

» Shall review these risk assessments in light afiB@@ant changes e.g. in the
curriculum, facilities or equipment and at least@aaly.

» Shall, on a day to day basis monitor the classredh®y teach in and report any
defects and deficiencies promptly in the DefectsiBloeld in the school office.

» Shall also remain alert and report hazards ang oskurring in the common parts
of the school, e.g. corridors, toilets and commuamahs.

» Shall periodically visually examine the furnitunedaequipment in the classroom
to ensure that its condition remains safe and witlhisk to health and safety.
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HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL
The Head Cook
» Shall, reporting to the Head Teacher, develop dthl@ad Safety Policy Supplement
for the kitchens and catering activities (see adpep) that establishes:
a) arrangements for risk assessments;
b) safe systems of work;
c¢) arrangements for cleaning and maintaining foggldne;
d) systems for checking and maintaining cateringpgent;
e) inspection/monitoring arrangements for kitched eatering;
f) reporting arrangements to the Head Teacher angf@ors;

g) training and competence requirements for cagesiaff

h) provision of necessary health and safety relatfdmation for catering staff.

» Shall be responsible for implementing the policg@ament.
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HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL

M aintenance Staff

» Shall, with the Head Teacher, create a Health afietysPolicy Supplement for
the maintenance activities around school premises dppendix 3) to establish
systems for:

a) assessing risks associated with maintenance amatkeviewing them in the
light of significant changes in circumstances anléast annually;

b) ensuring, so far as is reasonably practicabég,the school’s building,
equipment, furniture and all other similar itemluding those in the catering
and administration areas are safe and do not grasesk to any person;

c) carrying out inspections, repairs and other vasrknay be required such that
this requirement is met at all times;

d) safe systems of work, in particular use of t@d equipment, which are safe
and do not present a risk of injury to maintenastedf and other persons who
may be affected by the work activity;

e) arrangements for informing and liaising withredcessary members of staff
and other persons, of work being or to be carrigig 0 as to ensure that they can
similarly inform pupils and other persons and tagpropriate action to minimise
risk;

f) acting upon defect reports, assessing theirnaiare and rectifying them as
may be required; involving outside assistance asssary;,

g) informing the Health and Safety Co-ordinatoanother appointed person, if
any such defects present a risk to any persoreadhool or affected by the
school’s activities;

h) undertaking such work as can be safely carngdwith the skills and
equipment available and promptly notifying the H&@@cher of any defects
which require additional skills and/or equipmentéotify them;

i) if lone working is involved, informing the schioaffice staff or another similar
person, regarding the nature of the work and thimated time of completion.
When such work has been completed, it is the diutlyeomaintenance staff to
inform the office or designated person that thekW@s been completed. Any
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injury sustained should be notified to the offisesaon as is practically possible.
J) if temporary repairs are required to assistim mormal operation of the school,

ensuring that all such repairs do not compromisehtralth and safety of any
person.
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HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL

Transport Manager

» Shall be responsible for the maintenance of traifjinage around the premises.

» Shall organise maintenance of the school vehidesiing as well as mechanical
maintenance).

* Will advise the Head Teacher on authorising drivérhe school’s vehicles.

» Will advise organisers of external visits on trasr$pnatters, e.g. routes, number
of drivers.

» Planning and publicising school minibus routesjrigms and designating bus
stops.
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HEALTH AND SAFETY POLICY: ORGANISATION

CRANSLEY SCHOOL

Non-Teaching Staff and Voluntary Helpers

» Shall comply with the school's Health and Safet{id®3ancluding any
supplements for specific areas of work e.g. kitshsee appendix 2).

» Shall ensure that the health and safety of allggeysiffected by the school’s
activities have priority at all times.

» Shall co-operate and liaise with members of stadf @thers in the operation of
and compliance with the Health and Safety Policy.

» Shall report any defects and deficiencies and piesuch information, assistance
and advice as may be required.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

First Aid

One trained first aider on site is the minimum dtd of cover at all times. This will be
maintained by having at least 3 full time membédrstaff trained. Part-time staff will
also be trained as and when necessary.

Each term the number of first aiders will be revéeMby the Health and Safety Co-
ordinator to ensure sufficient cover is maintained.

A list of qualified staff and their availability Wibe posted in each staff room, in the
school office, in the laboratories, the H.E. roamd ¢he gym. Staff must check the lists
regularly to be sure how to summon help if necgssar

First Aid boxes are located in:

the pre-prep staff area,

the junior school staff room,
the Biology laboratory,

the Art room,

the school office, and

the senior staff room.

Travel first aid kits should be taken on all schivgds (see Staff Handbook). They should
be signed out from the school office.

First aiders using materials from first aid kit®shd replenish the kit from the main
supplies in the school office as soon as possiitie.Health and Safety Co-ordinator will
check boxes termly. Supplies will be ordered vagtock controller whenever necessary.

First Aid cover at sporting events will be maintdrby our own P.E. staff. If one of our
own staff cannot attend, the P.E. staff will egsdbthat first aid cover will be provided
by the event organiser.

All accidents must be entered in the accident as&oon as is practicable. The book is
kept in the school office. The accident book weél éxamined termly by the Health and
Safety Co-ordinator to analyse accident trends.

Administration of pupils’ medication will only beatried out with consent of a parent, in

line with the school’s general policy (see Stafindaook). Any such medication must be
handed in to the school office for safe-keeping.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Reporting Defects

All defects and deficiencies e.g. to the fabri¢hedf school or in items of equipment
MUST be promptly recorded in the Defects Book, kaghe school office. This is
important so that trends can be identified and gméve maintenance applied, to avoid
breakdowns and loss of equipment. This book wilidgularly examined by a member of
the maintenance staff and remedial action taken.

In the case of urgent requests, the office stdffasntact a member of the maintenance
staff by mobile phone.

All reported defects will be promptly examinedptssible, they will be rectified
immediately. If not possible, appropriate actionsirioe taken to ensure that all
uncorrected defects cannot affect the health afedysaf any person. Appropriate
warning signs will be employed to alert memberstaff and others. The Head Teacher
should be promptly notified of all uncorrected dx$e

After remedial action the Defects Book should lgmed off with the date of repair by a

member of the maintenance staff. The book will Xengned weekly by the Health and
Safety Co-ordinator to monitor progress.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Risk Assessment

Each member of staff is responsible for preparisk) assessments for all activities
within their areas of work. The pro-formas to use @tached as Appendix 4.

Assessments should be filed within each departiaathia copy stored centrally in the
school office. They should be updated in the lgfdignificant changes e.g. in the
curriculum, facilities or equipment and at least@aaly.

Whenever staff are carrying out new or unfamilgaks they should consult the relevant
risk assessments along with any other relevantsswof information e.g. CLEAPSE
updates.

New members of staff should be made aware of #keassessments and safe systems of
work by their Heads of Department or, in their alzse by the Health and Safety Co-
ordinator. They should familiarise themselves wfith information contained therein
before undertaking activities.

Risk assessments should identify where personggiee equipment (ppe) should be
used. Staff are responsible for ensuring the copee is used and worn in the correct
manner. Staff unsure as to the correct methodsionfippe should first consult their
Heads of Department or if necessary the HealthSaidty Co-ordinator. Staff who
become aware of any deficiencies or lack of ppeishpromptly alert the Health and
Safety Co-ordinator so this can be rectified.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Health & Safety I nspections

Health & safety inspections of the school will l@reed out termly. Their purpose is to
monitor the condition of all areas; including cdots, walkways, stairs, classrooms,
kitchens, laboratories, offices, staffrooms andgye.

Inspections will be made by the Health and Safeiyo€linator accompanied by a
member of the safety committee and the Head Teaxh@overnor for Health and
Safety. A report of each inspection containingaore of its findings plus a list of
remedial actions will be circulated to the ChaiGxvernors, the Governor for Health
and Safety, the Head Teacher, the Teacher respefsilihe Junior School, the Teacher
responsible for pre-prep department and the maanien staff.

The Head Teacher will allocate the remedial actidestified by the inspections to
individual members of staff and ensure they argkegh with adequate resources to
effect the necessary improvements. Each item oadhen list will be allocated a
timescale for completion depending on the assatias& and ease of repair. Any
defective items that could present a risk to heatith safety must be taken out of service
until repaired or replaced.

A copy of each inspection report will be postedios notice board of each staffroom.
Staff are expected to read these reports and act tiiem where appropriate.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

I nspection and use of Electrical Equipment

Before use all electrical equipment must be viguakpected for any obvious defects,
e.g. frayed wires or a loose plug. Defective itemust be taken out of use and defects
reported in the Defects Book (see section on regpdefects). Any equipment that
appears damaged or is not working correctly sleakive attention from a member of the
maintenance staff. If it cannot be repaired in-legitsmay be sent away for repair. If this
is not possible, it will be replaced.

Portable electrical appliances will be tested atindiar safety, condition and earth
continuity by a competent person (see AppendiX g results of these tests will be
recorded in writing and the appliances labelleditow when the next test is due. Items
should not be used if they are “out-of-test”, iféhe date shown on the label has passed.

The condition and earth continuity of the mainsingrand supply in all school buildings
shall be inspected at least every 5 years. Thidowitarried out by a qualified electrical
contractor. A copy of the report will be kept olefin the school office.

Cables must not be left trailing where they carseaatripping hazard.

If equipment is to be used by pupils, suitableringtons must be given to ensure safe
use. For further, detailed information refer to tis& assessment for the activity.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Use of Gym, its equipment and other sporting activities

Before each time the gym and or equipment is ubed;ondition of the room and any
equipment to be used must be visually inspecteg.eguipment found to have defects
which could present a risk to health and safetytrhagaken out of service until repaired
or replaced.

The fixed and portable gym equipment shall be iotgzkand tested at least once per year
to ensure that, so far as is reasonably practicabtemains in a safe condition until the
next scheduled inspection. Inspection and testheiltarried out by an external

specialist. A copy of the inspection report willfded in the school office.

Suitable instructions on safe use must be giveail fgersons using gym equipment. For
detailed information see risk assessments forisiegy

Pupils are not allowed to use gym equipment unsugesd.
It is not practical to expect sports fields to bepected by a responsible person prior to
games and related activities. However staff andlpspould remain alert to risks, avoid

and report them through the Defects Book systeappsopriate.

See also sections on first aid and external visits.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

I nspection and use of laboratory equipment and chemicals

Before each use, laboratory equipment should bekelgevisually to ensure it is in a safe
condition. Any item found to have defects which Idgoresent a risk to health and safety
must be taken out of use until repaired or repla¢®ee the section on reporting defects).

All electrical equipment shall be similarly checlkaad inspected at regular intervals as
described in the Inspection and Use of Electricplifment section of this policy.
Accordingly, the fume cupboard will be tested arliyua respect of electrical safety out
by a member of the maintenance staff.

By law the efficiency of its extraction must betegkevery 14 months by a competent
person. At the time of writing this policy inspetiand testing will be carried out by the
Laboratory Technician who will record the result$is tests in a file kept in the prep
room.

All chemicals are stored in a locked prep room. Tammable chemicals are stored in
metal cabinets. The toxic chemicals are storedseparate locked cupboard. COSHH
assessments have been completed for the useobieatiicals. Records of assessments are
kept in a file in the prep room. Copies of manufieet's safety data sheets are also filed
in the prep room.

The radioactive sources are kept in the prep rddmy are in a locked cupboard, in a
locked container. They are sealed sources andrmirasew risk to health but are checked
bi-annually in accordance with the CLEAPSS guiddmgéhe Authority appointed
technician. Records of checks are stored with dleces.

The gas supply is from butane cylinders. The cg@md use plus a spare are stored
outside at the rear of the laboratory, in a lockage. The gas supply is turned off during
the holidays by the Laboratory Technician. Ther@dir must only be changed by either
the Laboratory Technician or a member of the maintee staff.

Items of equipment should be used for the purpasaded and in line with risk
assessments for the activity undertaken. Suitaiskeuction should be given to pupils
using the equipment so they are aware of hazasts, and safe methods of use.
Personal protective equipment (PPE) is supplietheydepartment. Pupils must be
instructed when and how to wear eye protectionavwedalls by the teacher conducting
the lesson. During such lessons teachers must ¢bexisure that pupils are correctly
using PPE. PPE should be visually inspected oridsaulty items should be taken out
of service until repaired or replaced.

The department has two safety screens that mustdzeduring class demonstrations
where there is a risk of material being ejectedropelled towards the class.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Asbestos

It is the responsibility of the Board of Governtosensure the school premises are
surveyed, to locate any asbestos present and essasant of the risk from asbestos is
carried out. A register of the location and typalfasbestos is kept on file in the school
office. The Head Teacher is responsible for engutiat reference is made to the register
when maintenance and repair work is carried out.

Once the type and location of asbestos is knowsillibe suitably sealed and marked to
alert anyone who may need to carry out maintenamck of the danger. Any work that
will involve disturbing asbestos will be carriedtdny specialist contractors.

Asbestos containing materials may not always beooisy therefore UNDER NO
CIRCUMSTANCES SHOULD ANY MEMBER OF CRANSLEY STAFFIBTURB
ASBESTOS MATERIALS e.qg. drilling to put up screwshmwoks for displays.

The condition of the asbestos in accessible ardbbeninspected annually by the Health
and Safety Co-ordinator and a record of the inspedtled in the school office.

If any damage or defectsarefound at any time to asbestos-containing materials, the

immediate area must be vacated and the matter reported to the Health and Safety
Co-ordinator who will arrange for remedial action to be taken.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Accidents

A first aider will always be available to rendesigsance in the event of an accident. A
list of qualified first aiders and their availabylis found in appendix 1. If the injured
person is mobile, they can be taken to the fimilf not, a runner should be sent to
summon help.

The first aider will assess the situation and deddurther help is required e.g. whether
the injured person should be taken to hospitaharabulance calledNote: for certain
medical conditions, an ambulance must always Hedcad transport the relevant person
to hospital e.g. in the event of a serious asthitaala

For further details consult Staff Handbook.

A list of pupils’ and staff medical conditions iszgn in appendix 5.

Details of accidents must be recorded in the actideok by the member of staff
attending the injured person. The book is keph&ngchool office.

If the accident is serious and results in time fomih work or school, it may be reportable
to the Health and Safety Executive. The officefstafst inform the Health and Safety
Co-ordinator of serious accidents. The Health aaf@t$ Co-ordinator will report the
incident if necessary.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Fire

In the case of a fire, the person discoveringausth sound the fire alarm by means of the
break-glass actuators positioned around the bgjldfrthat person has been trained to
use an extinguisher and the fire is not too latfye extinguisher may be used,
PROVIDED that person does not put themselves a@rstht risk in doing so. Staff must
remember the priority is the safety of the pupild ¢hemselves.

Fire extinguishers are located around the schee éppendix 6). They are serviced
regularly by an external contractor. A record aivg= is held in the school office.

The school has two fire alarm systems: one coversain school, gym and art rooms;
the other the laboratories, junior school, pre-@eg nursery areas. Both systems are
tested weekly by a member of the maintenance ataffthis is recorded in a book kept in
the school office.

The main school alarm is a continuous bell andfthrathe rest of the school is a buzzer.

On hearing the alarm, staff and pupils must evactreg building immediately by the
nearest available exit. Posters reminding peopla Wiey should do during a fire alarm
are posted in every classroom. Emergency exit signslso posted to help pupils and
staff locate the nearest fire exit.

Fire drills are held once a term and a record Id imethe school office.

The school has a current fire certificate whiche#d in the school office.

There is a separate fire risk assessment whiclhmsfohe precautions installed and to be
taken. It is kept in the school office.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

External Visits

Thorough planning is required for all external tgsiStaff must complete a risk
assessment for all aspects of the visit and aroas#tion form. This may be done with
the help of the Educational Visits Co-ordinatore(s@pendix 1).

First aid cover may be provided by Cransley staffythe venue visited. Staff in charge
of visits should confirm this in advance. Authotiea for the visit will be given by the
Head Teacher when all conditions on the form haanlsatisfied.

Written parental consent is essential for all pupivolved in an external visit.

The level of supervision for an external visit vdkpend on the number and age of the
pupils, as well as the nature of the activity utalen. It must be maintained in the event
of an accident or incident involving one or moreii For levels of supervision see the
Staff Handbook.

Transport may be provided by a reputable transgoripany or school minibuses. The
school minibuses will be maintained in accordantth the manufacturer’s
recommendations or another appropriate schedule.Wit be organised by the
Transport Manager. The school minibuses must oalgiriven by appropriately qualified
and authorised drivers (see appendix 1).

The risks associated with driver fatigue must b fiecognised. If it is, due to the length

of the journey or the duration of the visit, theseisk of driver fatigue, at least two
authorised drivers must be present on all partee®fjourney.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Security

All members of staff are checked with the CrimiRa&cords Bureau. All possible efforts
will be made by the Head Teacher to ensure thatmembers of staff have been cleared
through this system prior to them taking up post.

All visitors to the school are required to reparthie school office. They will be expected
to sign in, receive a visitor's badge and signauteaving the premises.

Persons making deliveries to the rear of the scivilbbe expected to announce their
arrival in the school office. Deliveries can thendupervised.

Staff and pupils must report any unrecognisedosisito the office urgently. Pupils must
not approach them unless comfortable to do sasitiovs are aggressive or unwelcome
they will be asked to leave. If they do not leawe, police will be called.

The science staff will lock their laboratories whkear they are left unattended. Other
areas of the school will be locked at night by arber of the maintenance staff.

27



HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Transport and Traffic Routes

Many pupils travel to school on the school minilsuséhese will be driven by qualified
drivers along a predetermined route. Pupils willdye allowed to embark or disembark
at designated stops.

The buses will be serviced regularly in line witamafacturer’s recommendations. This
will be organised by the Transport Manager. Theebuwagill be cleaned at least weekly by
the bus drivers.

All motorists on school property will be expectedobserve the speed limit of 10 mph.
Signs are deployed and the names of transgresdblsewublished.

Motorists must observe the one-way system and gate rear of the school by the
buildings or in the playground. Motorist shoulddweare of the school buses unloading
and the high probability of young children movirmgand on their way to their
classrooms.

During special events, e.g. school plays, parkitendants will be employed to ensure
sensible, safe parking.

Pupils will be expected to keep to designated paylswvhen moving around the
premises.

Pupils should be made aware of areas accessitiletoand areas that are out of bounds.
Pupils should also be made aware of other peojig tise grounds during the school

day e.g. horse riders moving past the front ofathiéding, and the risks associated with
these other users.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Cleaning

Cleaning of the school is carried out by both cacttand in-house cleaners. The school
office staff will liaise with the contract cleanaasd the members of the maintenance
team.

All cleaners will sign in and out in the schoolio#.

Access to the cleaning materials will be restridtedleaners and members of the
maintenance staff only. The cupboards must be thekeen school is in session. All
cleaning materials must be COSHH assessed andpplppriate cleaning materials
used.

Personal protective equipment (ppe) will be issoyeedither the school or the cleaning
contractors and must be worn correctly. Cleanelidwiinstructed by their employers in
the correct use of ppe.

Any cleaning equipment found to have defects wiemhld present a risk to health and

safety must be taken out of service until repamereplaced. This should be reported to
the school office.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS
CRANSLEY SCHOOL

Use of School buildings out of hours
It is likely that the school premises will be ugedactivities outside of school hours.
Obvious examples are sporting activities, PTA eventuse by the building’s owner.
The provisions of this section of the Health & $afeolicy Statement are highly likely to
be applicable to such activities. Therefore thesponsible for the activities should
familiarise themselves with this document and g@ciruit.
Particularly relevant sections are:
Fire precautions,
Use of equipment,
Use of the Gym and sporting activities,

Transport routes.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

Kitchen

All kitchen staff must adhere to the school’s Heahd Safety policy. The special
arrangements and policy for the kitchens are laidmAppendix 2. These will be posted
in the kitchen. The Head Cook has overall respdlitgibor the kitchens and must report
to the Head Teacher.
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HEALTH AND SAFETY POLICY: ARRANGEMENTS

CRANSLEY SCHOOL

M aintenance activities

Maintenance staff must adhere to the school's Healtl Safety Policy. The special
arrangements for maintenance staff are laid oAjpipendix 3. These will be posted in
the maintenance office. The Head of Maintenanceokiasall responsibility for
maintenance matters and must report to the Heach&ea
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HEALTH AND SAFETY POLICY: APPENDIX 1

CRANSLEY SCHOOL

List of Staff with specific responsibilities

Governor With responsibility for Health and Safetiirs A. Acton
Head Teacher — Mrs. G. Gaunt

Health and Safety Co-ordinator — Mrs. B. Crumpton
Educational Visits Co-ordinator — Head Teacher

Head Cook — Mrs. S. Finemore

Maintenance Manager — Mr. D. Barnado

Transport Manager — Mr C Smaller

First Aiders — Miss C. Davies, Mrs. J. Cope, MrsAe&st, Mr. A. Aleali, Mrs. J.
Pargeter, Mrs. J. Hollinshead, Mrs N Hayes, Mr#ipps

Emergency First Aiders — Mrs. J. Palmer, Mrs. Sté&a, Mrs. B. Heaven.

Person Competent to carry out electrical testiiy —Philip Gallimore.
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HEALTH AND SAFETY POLICY: APPENDIX 2

CRANSLEY SCHOOL

Supplement for Kitchen and Catering Activities

Risk assessments will be carried out by the Heaak@ad updated annually. A copy of
risk assessments will be kept in the kitchens acobg will be filed in the main office.

Systems of work will also be assessed by the Hersuk @nd other staff will adhere to
her direction.

Cleaning will be carried out daily by all membefdte kitchen staff. Cleaning guides
are posted in the kitchen. Cleaning materials tmed in a locked cupboard outside the
kitchens. Pest control is handled by contract pestrollers.

All electrical appliances shall be checked visualfyeach use. Any faults must be
reported to maintenance immediately. Electrica¢tgabf electrical appliances will be
checked annually and equipment suitably markedeyraintenance staff. Equipment
will be made available for this process.

Food storage will be checked daily by members efkitchen staff. Fridge temperature
must not be higher than 5° C. The freezer musteb@b-18° C. The temperature of hot
food is checked before serving. It should reach@®t above. Freezers are emptied at
the end of each term and remaining food is throwaya

All boards used for food preparation are colourezhdvith signs above the storage point.
Knives are sharpened when necessary by membere &itthen staff.

Uniforms and shoes are to kitchen standard and bauatorn at all times in the kitchen.

Each member of staff is allocated specific jobs redHead Cook will ensure everyone
knows what they are expected to do. Most staff tstded fully all the jobs within the
kitchen so can cover during absences.

The Head Cook shall report any problems either @afhipment or personnel to the Head
Teacher as soon as possible.

All kitchen staff have Health and Hygiene certifemiand the Head Cook has N.U.Q. 1 &
2. New staff should either have these qualificationshould be prepared to undertake
suitable courses. Refresher courses will be archbgehe Head Cook when necessary.
Anyone unsure of procedures or the safe operafiequpment should ask the Head
Cook for assistance. Health and Safety guides@steg in the kitchen.
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HEALTH AND SAFETY POLICY: APPENDIX 3

CRANSLEY SCHOOL

Supplement for Maintenance Activities

Risk assessments for maintenance activities areedayut by the maintenance staff and
updated when necessary, at least annually. Copigstten risk assessments are filed in
the school office.

Defects which have been reported to the maintenstafievia the defects book kept in
the office will be assessed and rectified as s@opossible. If necessary, outside
assistance will be sought. If the defect presemiskato any person at school, the Health
and Safety Co-ordinator or another appointed pergbive informed. Other

maintenance work will be carried out as soon asiptes Maintenance which may pose a
risk to staff or pupils will be carried out duritige school holidays or at weekends.

Staff and pupils will be informed via the schodiic of any maintenance or repair work
which may affect their use of the building.

Tools and equipment are only to be used for thegee intended. They will be stored in
a safe place, away from pupils or other unqualifiedf. Other materials of a flammable
or toxic nature are also to be stored away fromlp@md unqualified staff. Tools will be
maintained in a serviceable condition and replaceen necessary.

Following each termly Health and Safety Inspectiohthe school premises a copy of the
inspection report will be given to the maintenastadf. A representative of the
maintenance staff will meet with the Health andeBao-ordinator and the Head
Teacher to discuss remedial work.

When working alone, a member of the maintenandéwitiibe equipped with a mobile
phone to summon assistance if necessary. The mexhbeff will alert any office staff
present that he is on the premises, carrying outteraance. If the office staff are not
present, Mr. Leigh, our Landlord will be informetitbe presence of maintenance staff.
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HEALTH AND SAFETY POLICY: APPENDI X 4

CRANSLEY SCHOOL

Risk Assessment proforma
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Management of Health and Safety at Work RegulatidRisk Assessment Form

Location/ Department/ Project Area:

Activity/ Task/ Area Assessed:

Name of Assessor: Date:
Hazards People Actual preventative & Review Date:
affected Protective measures
SR | PR | RR| Action
SR Severity Rating PR Probability Rating RiBKRRating
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HEALTH AND SAFETY POLICY: APPENDIX 5

CRANSLEY SCHOOL

List of Staff and Pupil Medical needs
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HEALTH AND SAFETY POLICY: APPENDIX 6

CRANSLEY SCHOOL

Position of Fire Extinguishers

Position of Fire Extinguishers

Senior School:

Gym: 3 Pottery Room: 1
Cellar Toilet: 1 Cellars: 3
Outside Head’s Study: 2 Art Room: 1
Back Door to Lawn: 2 Outside Staff Room: 2
Language Room: 1 Marking Room: 1
Outside Maths Room: 2 Top Corridor: 3
Computer Room: 1 Office Passage: 2
Pantry Door: 1 Kitchen: 3
Home Economics Room: 1 Back Door: 2
Junior School:

Maths Room: 2 Reading Room: 1
Outside Staff Room: 2 Class 2: 1
Class 4: 1 Class 5: 1
Outside Library: 1 Nursery/Reception: 1
Bio Lab: 1 Chemistry/Physics: 1



