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E: office@parsonsgreenprep.co.uk

HEALTH AND SAFETY POLICY
Whole school and EYFS

The Head undertakes a formal annual review of this policy for the purpose of monitoring and of the
efficiency with which the related duties have been discharged, by no laterthan one year fromthe date
shown below, or earlier if significant changes to the systems and arrangements take place, or if
legislation, regulatory requirements or best practice guidelines so require.

Signed: DrPamela Edmonds

Date reviewed: September 2023
Date of nextreview: September 2024
Statement of intent

Parsons Green Prep Preparatory School will strive to achieve the highest standards of health, safetyand
welfare consistent with their responsibilities under the Health and Safetyat Work etc Act 1974 and other
statutory and common law duties.

This statement sets out how these duties will be conducted and includes a description of the school’s
organisation and arrangementsfor dealing withdifferent areas of risk. Detailsof how these areas of risk
will be addressed are giveninthe arrangements section.

This policy will be brought to the attention of, and/or issued to, all members of staff and those visiting
the school premises.

This policy statement and the accompanying organisation and arrangements will be reviewed on an
ongoing basis.

ORGANISATION

Health and safety committee

Head

Health and Safety Advisor (member of staff at Parsons Green Prep)
Head of Pre-Prepincluding Early Years

SENDCo

Head of PE

Head of Art

Responsibilities of the health and safety committee
The health and safety committee is responsible for the implementation of this policy.

Responsibilities of the Governance Team and proprietor of Eridge House Ltd
The proprietor is responsible for ensuring health and safety management systems are in place and
effective.
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Mrs Lucinda Waring, proprietor, has been appointed to receive relevant information, monitor the
implementation of policies and procedures and to feed back health and safety issues and identified
actions on behalf of Eridge House Ltd.

The proprietor will receive reports 3times peryear from the Head or other nominated member of staff
inorder to enable themto provide and prioritise resources for health and safety issues.

Responsibilities of the Head

Overall responsibilityforthe day to day management of health and safetyin accordance with the Health
and Safety at Work Act (1974), Safeguarding ChildrenPolicy and related policies covering the safetyand
welfare of children, staff and visitors, rests with the Head.

The Head has responsibility for:

e Cooperating with the proprietor to enable health and safety policy and procedures to be
implemented and complied with.

e Communicating the policy and other appropriate health and safety information to all relevant
people including contractors.

e Ensuring effective arrangements are in place to pro-actively manage health and safety by
conducting and reviewing delegated inspections and risk assessments and implementing
required actions.

e Reportingto the proprietoron health and safety performance and any safety concerns/ issues
which may need to be addressed by the allocation of funds.

e  Ensuring that the premises, plant and equipment are maintained in a safe and serviceable
condition.

e Reporting to the proprietor any significant risks which cannot be rectified within the
establishment’s budget.

e  Ensuring all staff are competent to carry out their roles and are provided with adequate
information, instruction and training.

e  Ensuringconsultation arrangements are in place for staff and any trade union Representatives
they seekto consult.

Whilst overall responsibility for health and safetycannot be delegated the Head may choose to delegate
certain tasks to other members of staff. The task of overseeing health and safety on the site has been
delegated by the Head to the Health and Safety Advisor.

Responsibilities of other staff holding posts of special responsibility
The Health and Safety Advisor will:

e Applytheschool’s health and safety policy across the school and those sites visited by members
of the school.

e  Monitor general advice on health and safety matters given by the Local Authority and other
relevantbodiesand adviseonitsapplicationtothe school.

e Ensure staff are aware of and follow relevant published health and safety guidance in
accordance with the school’s policy and coordinate arrangements for the design and
implementation of safe working practices within the school.

e Order that a method of working ceases on health and safety grounds on a temporary basis
subjecttofurtherconsideration by the health and safety team.
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e  Ensure health and safety risk assessments are undertaken for the activities for which they are
responsible and that identified control measures are implemented.

e Ensurethat appropriate safe working procedures are brought to the attention of all staff.

e Take appropriate action on health, safety and welfare issues referred to them, informing the
Head of any problems they are unable toresolve within the resources availableto them.

e Carry outregularinspections of theirareas of responsibility and report/recordtheseinspections
(see Appendix 6).

e Ensure the provision of sufficient information, instruction, training and supervision to enable
staff and pupilsto avoid hazards and contribute positively to theirown health and safety.

e Ensure that all accidents (including near misses) occurring are promptly reported and
investigated.

Responsibilities of staff towards pupils and othersin their care

All staff are responsible forthe health and safety arrangementsin relation to staff, students, pupils
and volunteer helpers under their supervision. In particular, they will monitor their own work
activities and take all reasonable steps to:

e  Exercise effective supervision overall those forwhom they are responsible, including pupils.

e Beaware of andimplementsafe working practices and seta good example personally. Identify
actual and potential hazards and introduce procedures to minimise the possibility of mishap.

e Ensure that any equipmentortools used are appropriate to that use and meetaccepted
safety standards.
Provide written job instructions, warning notices and signs as appropriate.

e Provide appropriate protective clothing and safety equipment as necessary and
ensure thatthese are used as required.

e  Minimise the occasionswhenanindividual is required toworkinisolation, particularly
ina hazardoussituation oron a hazardous process.

e  Evaluate promptly and, where appropriate, take action on criticism of health and safety
arrangements.

e Provide the opportunity for discussion of health and safety arrangements.

e Investigate any accident (or incident where personal injury could have arisen) and take
appropriate corrective action.

e  Where private vehicles are used to transport children to and from school functions, staff
should ensure that child restraints and seats appropriate to the age of the children
concerned are used.

N.B. when any member of staff considers that corrective action is necessary but that action lies
outside the scope of theirauthority, they should refer the problem to the Head or Health and Safety
Advisor.

Responsibilities of employees

Under the Health and Safety at work Act etc 1974 all employees have general health and safety
responsibilities. Allemployees are obliged to take care of their own health and safety whilst at work
along with that of others who may be affected by theiractions.

All employees have aresponsibility to:
e Take reasonable care for the health and safety of themselves and others in undertaking their
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work.
Comply with the school's health and safety policy and procedures at all times.
Reportall accidents andincidents in line with the reporting procedure.
Cooperate with school management on all mattersrelating to health and safety.
Notto intentionally interfere with or misuse any equipment or fittings provided in the interests
of health safety and welfare.
Report all defects in condition of premises or equipment and any health and safety concems
immediately tothe Health and Safety Advisor.
Ensure that they only use equipment or machinery that they are competent with/have been
trainedtouse.
Make use of all necessary control measures and personal protective equipment provided for
safety or health reasons.
Ensure that offices and other shared spaces are kept tidy.
Ensure that personal bags and mobile phones are locked securely in the storage areas provided
and notified tothem.

Responsibilities of Pupils

All pupils are expected, within their capability (which will be age appropriate), to:

Exercise personal responsibility forthe safety of themselves and theirfellow pupils.
Observe all the safety rules of the school and in particular the instructions of the
staffinthe eventofan emergency.

Use and not wilfully misuse, neglect orinterfere with things provided forsafety purposes.

N.B.the seniorleadership team will make pupils(and where appropriate the parents)aware of these
responsibilities through directinstruction, notices and the Parent Handbook.

Visitors
Regularvisitors and other users of the premises (e.g. contractors and delivery men) are expected, as
far as reasonably possible, to observethe safety rules of the school.

Lettings
The health and safety team must ensurethat:

wistered In England, Company no 4216973

The means of access and egress are safe forthe use of hirers, and thatall plantand equipment
made available to and used by the hirers is safe. If the Head knows of any hazard associated
with the above, she/he should take action to make hirers aware of it.

Fire escape routes and exits are clearly marked for the benefit of unfamiliar users of

the building, particularly during the hours of darkness.

Hirers of the building are briefed about the location of the telephone, fire escape routes, fire
alarms and firefighting equipment.

Noticesregardingemergency procedures should be prominently displayed.

Hirers usingany equipmentorfacility provided by the school are familiar with its safe

use and, if necessary, briefed accordingly.

Arrangements are made for checking the security and condition of the premises and
equipmentused aftervacation by the hirer or his staff.
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Health and Safety Information and Training

Health and Safety BasicTraining

Risk Assessments:

Curriculum SpecificRisk Assessments

Supervision

Outdoor Play Equipment

Drama and PublicPerformances

Offsite visits

Health and Safety Monitoring and Inspections
School Security

Violence to staff

Fire Evacuation and other Emergency Arrangements
Inspection/Maintenance of Emergency Equipment
First Aid and Medication

Food Allergies

Sun Protection

Accident Reporting Procedures for Staff and Visitors, and Health and Safety

Emergencies, Procedure and contacts
Health and Safety emergencies - Procedures and contacts

-Accident Reporting, Health and Safety Emergencies, Procedures and contacts for

Pupils
Virusesand Communicable Diseases
Bloodborne Viruses
Communicable Diseases
Personal Safety/Lone Working
Pregnantstaffand returning mothers
Display Screen Assessment
Liftingand Handling
Personal Emergency Evacuation Plan
Maintenance of Premises and Managing contractors
Selection Criteriafor new contractors
Onsite Vehicle Movements
Snow and Ice Clearance
Slips, tripsandfalls
Premises Work Equipment and Safe working with electricity and Gas
Flammable and Hazardous Substances (COSHH)
Asbestos
Work at Height
Lettings/Shared Use of Premises
Minibuses
Legionellaand Water Quality
Food Hygiene and Hot Lunches
Mobile Phone Safety
No SmokingPolicy
Handling and Keeping Animals
Blind Cord and Chain Risk Assessment
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Appendix 30 - Hire of Bouncy Castles
Appendix 31 - FingerTrapping
APPENDIX 1

| HEALTH AND SAFETY INFORMATION and TRAINING |

Consultation
Promotinga culture of health and safety within the schoolis the responsibility of the proprietorand the
Head and all members of the school community will be consulted to addressany issues or concerns they
wish to raise.

Any concerns raised by any parents will, in the first instance, be directed to the Health and Safety
Advisor. If they cannot immediately deal with the concern, this will be raised at the health and safety
meeting with the Head unlessitis a matter of urgencyin which case it should be reported to the Head
immediately.

Staff concerns should again be raised with the Health and Safety Advisor or raised at the weekly staff
meetings with the Head and theirline managers.

The school recognises that staff may call upon a trade union representativeto representtheirinterests
and the school will actively engage withthemto address any health and safety concerns.

Communication of information
The health and safety law posteris displayedin the staff room and contains details of contacts for any
health and safety concerns.

Health and safety Training
Allemployees will be provided with:
e Inductiontraininginline with the requirements and their responsibilities underthis policy.
e Updatetraininginresponse to any significant change.
e Traininginspecificskills needed for certain activities (e.g. use of hazardous substances, work at
height, use of EpiPens, auto-injector, inhalers etc.).

Teachers will receive classroom andin school activity risk assessment training.

Training records will be keptin the staff filesand onthe school database by the School Office Manager.
The Head is responsible for coordinating health and safety training needs and for including details in
their continuing professional development plan. This includes a system for ensuring that refresher
trainingis undertaken withinthe prescribed time limits.

The Head will also be responsibleforassessing the effectiveness of training received and will report to
the proprietor who will make their assessment of the effectiveness of the health and safety culture
within the school.

Each member of staff shouldkeepthe Head appraised of any change in duties and their needfor further
training. No member of staff should undertake any duty if they have not received the relevant health
and safety trainingand guidance.
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APPENDIX 1.1

prep.co.uk

HEALTH AND SAFETY BASIC TRAINING

KEY POINTS TO NOTE

PLEASE TICK TO SHOW
THAT YOU HAVE READ

Health and safety committee members are: proprietor, Head, Health and
Safety Advisorand School Office Manager.

The health and safety posteris displayed in the staff room.

All staff are responsible for monitoring their own activities and
implementing safe working practices.

When any member of staff considers that corrective action is necessary,
they should refer the problem to the Head or to the Health and Safety
Advisor. Concerns willalways be raised at the weeklystaff meeting.

Teachers must risk assess any activities to be undertaken by children at
the venue and inform the Health and Safety Advisor of any risk they
identify. At the beginning of each academic year, teachers will be asked
to complete aspecificrisk assessment for their classroom.

Consideration needs to be given to weather conditions. Outdoor play
equipmentshould not be used duringwetand icy conditions.

Staff need to ensure thatit is safe when joiningin sport with children.

Hot drinks without a lid should not be taken in the playground orin the
school building (except the staff room) when children are present.

It is the responsibility of employees to ensure that all personal bags and
mobile phones are locked securely inthe storage areas provided.

No child should be released to any adult who is not known to staff. Inany
doubt, staff should contact parents at the school office by telephoneand
confirm the identity of the adult collecting the child.

Staff are asked to politely challenge any person not displaying
identification and direct them to the school office.

The main office is fitted with a panicbutton.

The fire alarms are tested every Friday afternoon.

Intruder who is armed or otherwise poses a safety hazard when school
gates are opened.

e Alertall staff members by blowing the whistle (3 sharp blows).
The whistle is hung up at the back of the front gate.

e The school office willimmediately close the glass doors and font
entrance doorto prevent furtheraccess of the building.

e The Health and Safety advisor will inform the Head of the
situation who will call the Police to report the incident. Give the
operatorall the information regardinglocation of the intruder, a
physical and clothing description and the weapon involved if
possible.

Advise the operator what we are doing to ensurethe safety of the
children and other staff members. Remain on the line until the
operatoradvisesyouto hang up.

Registered In England, Company no. 4216973
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e The Head will alert SLT members and the School Office Manager
will alert peripateticand specialist teachers by saying ‘code red.’

e SLT members willtheninform theirown classroomstaff by saying
‘codered.’

e Teachers will close their classroom door, draw classroom blinds
and ask childrentositundertheirdesks out of sight. Teachers and
pupils will remaininthe classroom and waitforinstructions.

TRIPS

The trip leader will completea preliminary visit to familiarise themselves
with the layoutand surroundings which may have animpact on the visit.
Afterthe completion of the preliminaryvisit, the trip leader will complete
ariskassessmentwhich willbe emailed to the H&S advisor for review. For
‘higher risk’ visits to central London and residential trips (UK and
overseas), the risk assessment will be signed off by the Head.

The trip leaderand Health and Safety Advisor will ensure that there is the
correct ratio of adults to children.

The trip leader will carry the trip folder with them at all times, which
contains the necessary emergency contacts and medical information.

APPENDIX 2.1

RISK ASSESSMENTS

General Risk Assessments
The school conducts and documents risk assessments for all activities presenting a significant risk. These
are coordinated by the Health and Safety Advisor and are approved by the Head.

Risk assessments are availableforall staff toview and are held centrally in folders in the H&S/ First Aid
office. These assessments will be reviewed on an annual basis or when the work activity changes,
whicheveristhe soonest. Staff will be made aware of any changesto risk assessments relating to their
work.

Individual risk assessments
Specific assessments relating to staff member(s) or pupil(s) are undertaken and held centrally by the
Health and Safety Advisor. Suchrisk assessments will be reviewed on a regular basis.

It is the responsibility of all staff to inform their line manager of any medical conditions (including
pregnancy) which may impactupon theirwork.

School trips risk assessments
A term in advance, staff complete the educational visits bookingform, whichis submitted tothe Head
for approval.
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Staff receive training in risk assessments for educational visits. Risk assessments should be completed
for all visits and offsite locations. This will include aninitial visit by the Health and Safety Advisor to the
premises toidentify any hazards. Repeat trip destinations, e.g. museums, should be risk assessed but a
repeatinspectionisnotnecessary.

Teachers must risk assess any activities to be undertaken by the pupils at the venue and inform the
Health and Safety Advisor of any risks theyidentify (see particularly Handling and Keeping Animals for
any farmvisit).

Due to the complex nature of offsite visits, conventional ‘risk assessment’ as a standalone tool is not
particularly usefuland can on occasion be misleading. Itis of greater benefit to considerthe overall ‘risk
management’ of visits by taking all aspects of visit planningand managementinto account.

Curriculum activities

Risk assessments for curriculum activities will be carried out by the curriculum coordinator/head of
curriculum. Planned activities fromlesson plans will be risk assessed using the relevant model codes of
practice. For reference the following publications are available:

e Be Safe!Healthand Safetyin primary science and technology, 4th Edition ASE

e National Society for Educationin Art and Design (NSEAD)
http://www.nsead.org

e Safe Practice in Physical Education and School Sport’ Association of PE ‘afPF
http://www.afpe.org.uk/

See individual curriculum risk assessments for DT, Science and PE.

APPENDIX 2.2
Supervision

At Parsons Green Prep School we ensure a high staff-to-child ratio. The level of
supervision needs to be appropriate to the childreninvolvedin the activity. This could vary depending
on:

.Age

. Gender

. Behaviour

. Abilities withinagroup

. Nature and duration of activities

. Competence and experience of staffinvolved

. Requirements of location, accommodation or organisation based
. Any special medical needs

. Specialistequipment needed

Supervisionin EYFS

For childrenin Reception classes, wherethe majority of children are five or over within the school year,
the staffingrationis 1:30 provided that a person with Qualified Teacher Status, Early Years Professional
Status, Early Years Teacher Status or another suitable level 6 qualification is working directly with the
children. Such a person may be an overseas qualified teacheroran ‘instructor.’

Registered In England, Company no.4216973 “.I)s d\SA

Eridge House Limited t/a Parsons Green Prep, | Fulham Park RBoad, Lond SWo 4l \\'“‘“‘.p.’lI'SOI‘\S_L’,I'L‘L‘HPTL‘p.CO.lIL

Health and Safety Policy 2023-2024 Page9


http://www.nsead.org/
http://www.afpe.org.uk/

1 Fulham Park Road, London SWé 4L]
PARSONS GREEN PREP T: 020 7371 9009

E: office@parsonsgreenprep.co.uk

At break and lunchtime, the school undertakes arisk assessment to assess the level of supervision that
is required taking account of the particular needs and vulnerabilities of children in the EYFS. The safety
of the children is always the first priority and the relevant members of staff are always in the vidnity
and readily available if needed.

In EYFS, staff complete risk assessments for trips to determine staff-to-child ratio.
However, the minimum requirement at Parsons Green Prepiis:

Year Group Amount of Adults Amount of Children
Reception 1 4

In EYFS, thereis at leastone member of staff who has a current paediatricfirstaid
certificate onthe premises atall times when children are present, and accompany children to outings.

Supervisionin KS1 and KS2

AtParsons Green Prep, inYear1 to Year6, we have a high staff-to-child ratio. At all times there must be
at leastone member of staff for every 30 children. During break time and lunchtime duty, the number
and type of staff (teachers orteachingassistants) should be determined afterarisk assessment.

In KS1 and KS2, staff complete risk assessments for trips to local sites to determine staff-to-child ratio.
However, the minimum requirement at Parsons Green Prepiis:

Year Group Amount of Adults Amount of Children
Year 1 1
Year 2 1 6
Year 3 1 6
Year 4 1 10-15
Year5 1 10-15
Year 6 1 10-15
APPENDIX 3

Outdoor play equipment

Opportunities for balancing, climbing, hanging and swinging will probably be planned both within the
physical education curriculum and during play breaks outside. Children are encouraged to climb and
balance independentlyand to be aware of the level of their own abilities. Adultsto offer encouragement
whilst being aware of theirsafety.

SAFE USE OF EQUIPMENT

Supervision

Children must be supervised at all times whilst using outdoor play equipment. The school will ensure
there isthe appropriate number of people required to supervise playareas (this should take into account
observation points, line of sight, etc.). Staff are assigned a designated area in the playground to
supervise.
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Supervising staff should be familiar with the equipment, the rules for use and of the ability of the
children.

General guidelines

The pupils should be educated about the use of climbing equipment.

Staff/supervisors on duty must ensure that outdoor play equipment is visible and can be
appropriately supervised whenin use.

Staff/supervisors on duty have a responsibility to make daily checks for defects, report them as
appropriate and remove any itemsthat pose an immediate health and safety risk.
Consideration should be givento a rota for use, taking into consideration the age and number
of children usingitatany one time and the appropriate number of supervisory staff.
Staff/supervisors have aresponsibility to ensure appropriate behaviour policy.

Consideration needsto be giventoweatherconditions. Outdoor play equipment should not be
used duringwet or icy conditions.

Where equipment becomes hazardous when wet, it should be kept out of use in wet weather
and foran appropriate length of time afterwards to allow the equipment to be sufficiently dry.
Apparatus must only be used at appropriate times when supervised. Parents need to be
informed thatthe apparatusisforschool-aged children onlyand notto be used before and after
school.

Parentand studentvolunteers must never be leftin charge of the playground.

Staff outdoors must always be aware of the safety of the childrenintheircare, be vigilant at all
times and neverleave the playground for any reason unless another member of staff has taken
overresponsibility.

At the end of the session, the playground should be scanned carefully to ensure that no child
has been left outside unsupervised.

Hot drinks should not be taken into the playground.

Water should be provided forall children on hot days.

If a child is injured and he/she cannot be treated outside then he/she should be handed to a
member of staff indoors as quickly as possible fortreatment so that supervision of the outdoor
areais notinterrupted. Inthe eventthatthere are several members of staffinth e playground,
itwould be safe forone of those adultsto administerfirstaid to the child. Details of the accident
must be written up as soon as possible in the playground accident/incident book. The child’s
parent must be informed of the accident and treatment given.

Ifitis necessary for an adult to put toys away whilst children are still in the playground, there
must always be at least one other member of staff supervising the remaining children.
Encourage children to alwayslookwhenjumping off apparatus; also encourage children to leave
space between themselves and the child in frontwhen climbing up/down apparatus.
Whenever children carry equipment they should be taught how to do it and adults should be
aware of the risksinvolved and minimisethemto ensure safety.

Clothing/footwear

Suitable clothing should be worn. Hazards can arise from: unfastened coats, woollen gloves, scarves,
ties, etc.

Appropriate footwear must be worn. Hazards arise from: slippery soles, open-toed and sling back
sandals, heels and untied laces, etc.

Children should be dressed appropriately depending on the weather and should always wear sunhats
and sun cream or lotioninthe summer (see Sun Protection).
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Zoning of activities
Consideration should be givento the range of activities occurring within the playground area;
e Ballgames/chasing gamesshould be sited away from the climbingarea.
e InaReceptiongarden, wheeledtoysin particular, should be used away from the climbing area.

PLAY EQUIPMENT STANDARDS
All new outdoor play equipment must be designed, constructed, installed and maintained in accordance
with European standards BS EN 1176 and BS EN 1177.

The company responsible for the installation of the playground (Schoolscapes Ltd.) are BS EN
is09001:2008 andiso 14001:2004 accredited and supply ROSPA playground safety inspection service to
ensure thatit conformsto all standards required for EU and UK play safety.

These European standards are not retrospective ora legal requirement but represent good practice in
the event of an accident claim. Play equipment which was considered safe under BS 5696 will still be
safe underthe new standards.

The Health and Safety Advisor carrying out annual inspection and maintenance will advise whether any
alterations need to be made. A new risk assessmentwill be carried out by ROSPA at the beginning of the
academicyear.

Scramblingand climbing elements will not exceed 3 metres. For children below 5years old, height will
be a maximum of 1.6 metres.

Height should not be the dominant feature on any item of equipment. Interest, challenge and enjoyment
should be achieved without the need for heightitself.

Structures will be spaced clear of each otherto prevent one activity interfering with another. They must
alsobe clearof walls, fences etc.

Suppliers of new equipment must supply information relating to surfacing requirements, intended age
range, risk assessment, installation instructions, servicing and maintenance instructions.

PLAYGROUND SURFACES
The school has not currently installed an impact safety surface in the playground. Although impact-
absorbing surfaces cannot prevent accidents, they may reduce the level of injury. The schoolis currently
consideringthe implementation of such asurface.
The playground is currently surfaced with an ‘easigrass’ carpet. This surface should be;
e Keptclearof leaves-Premises Supportwillclearleaves every morning.
o All staff should report any tears to the Health and Safety Advisor should they appear in the
carpet.
e The surface should be maintained by qualified technicians under an annual maintenance
contract.

INSPECTION AND MAINTENANCE
For new equipment a post-installation inspection must be arranged.
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basis. Such inspectionand maintenanceis at 3 levels.

Level 1 checks — daily/pre-use checks by Health and Safety Advisor (these are notformally recorded).

The Health and Safety Advisor willbe concentrating on the following points:

° no evidence of obvious wear/damage

. area safe from health hazards, e.g. needles, glass, faeces etc.
o surfaces - no cuts, tears, wearor unstuck areas

. all fasteningtightly secured

° no broken chains, stretched links orloose ortwisted shackles
° uprights unbroken and firmin the ground

Where any defects/hazards are identified appropriate steps are taken to prevent use until problems

have been satisfactorily resolved.

Level 2 checks - termlyinspectionin-house

A more thorough check of the equipment is conducted termly (see below) and these records kept on

site.

OUTDOOR PLAY EQUIPMENT TERMLY SAFETY CHECKLIST

AREAINSPECTED...

DATE INSPECTED

INSPECTEDBY.....cccoevvverereennne SIGNATURE........cccovurerirererenenn

ITEMS OF EQUIPMENT CHECKED

1 6.

2. 7.

3. 8.

4, 9.

5. 10.
FEATURE CHECK FOR SATISFACTORY COMMENTS/ACTIONS

Y N N/A NEEDED
STRUCTURE Cracking, breaking, warping,
looseningand bending
SURFACEFINISH | Protective coating missing,
rust, cracks, splinters
CONSUMABLE Missing, bent, broken,
ITEMS E.G. | loosened, worn, open hooks
ROPES, CHAINS
EDGES Protrusions, sharp edges
PINCH OR | Exposed mechanisms, joints
CRUSH POINTS | or movingcomponents
Eridge House Limited t/a Parsons Green Prep, | Fulham Park RBoad, Lond SWo 4l www.p.Irsons_v,rccnprup.co.uk
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MOVINGPARTS | Worn, lack of lubrication,
seizure orexcessive motion

GUARDS/HAND | Missing, bent, broken,

RAILS/SWING loosened

BARRIERS

ACCESS Missing or broken rungs,
stepsor treads etc.

SWING AND | Missing, damaged, loosened

OTHER SEATS etc.

IMPACT Ineffective by being

ABSORBING compacted, displaced or not

SURFACES extensive enough to cover
possible impactarea

FOUNDATIONS | Cracked, loose in ground
exposed

OTHER ITEMS

SPECIFIC TO

YOUR SCHOOL

APPENDIX 4

DRAMA and PUBLIC PERFORMANCES
INTRODUCTION

The purpose of this sectionisto provide information relevantto dramaand publicperformances.

Thisshould ensure,sofarasisreasonably practicable, that wheneverand wherever these activities take
place everything possible isdone to ensure the safety of pupils, staff and audiences.

The information appliesto all dramaticactivities on anysite. In this context ‘site’ may include potential
venues otherthan a school or centre, e.g. a church carol service.

The Head appoints one member of staffto take charge of the drama and theatre equipment. The person
appointed must familiarise themselves with the equipment provided, rooms or area(s) used and the
likely risksinvolved. This will include being aware of theirown, and others, limitations and knowledge.
They seek assistance of others more knowledgeable or experienced when they encounter the
unfamiliar.

Risk assessment procedures should be used prior to any new activities undertaken. Previous
assessments are checked regularly.

Before any lesson orrehearsal a member of staff should:

raps = A
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View the studio/theatre/classroom and carry out safety checks. Flooring (check for drawing
pins, nails, screws, loose carpets, surface (slippery) make sure correct footwear is used by the
pupils. Where possible ask pupils to remove daily footwear (shoes); trainers or plimsolls or other
footwear appropriate to the surface should be worn (fashion boots/shoes should be removed
as these could be dangerousto others as well asthemselves).

Suitable clothing should be worn for all active dramalessons.

Check equipment intended for use, particularly portable electrical appliances (plugs, loose
wires, check batteries are inserted correctly and make regular checks for possible leakages).
There is a trip switch located backstage to disconnect power. It has a padlock with a 000 code
which needsto be removed before any performances in case of an emergency.

Checklight switches, lightingand wallsocketsin rooms on aregularbasis and report breakage’s
or damaged itemstowhoeverisidentified within the health and safety arrangements.

Be aware who is using equipmentin lessons (including props), their whereabouts and store
safely.

Know when to use particular facilities and equipment and keep a regular check on items that
are to be used by teachers and pupils. If ‘pushing back’ the tables and chairsinthe classroom to
allow more space, be careful to stack chairs properly and remind pupils to avoid sharp corners
on tables. Never allow pupils to stand on tables and chairs unsupervised. Purpose-built drama
blocks/staging should be used inthe appropriate manner - avoid dangerous stacking. Teachers
must make a judgement onthe types of activity appropriate to the working available.

Identify possible hazards.

These can be routine, e.g. securing trip hazards such as loose wires, and careful handling of
materials to prepare props, e.g. bending wires. If the activity is well managed and the pupils
concerned are carefully supervised, the element of risk will be minimised.

Look at cause and effect, e.g. a large class size may adversely affect the safety of the people in
the room/studio/theatre/school hall/stage area) and it may be difficult to supervise each
working area. Bags, shoes, coats, money valuables (coins), keys (especially those on chains in
pockets) should be stored away from the working areas; if possible avoid theiruse as props.
Sharp items, pins, school ties, prominent jewellery, and large buckled belts should be removed
before the lesson.

Be well aware and familiar with ALL pupils with medical conditions (most commonly those at
risk from epilepsy, diabetes, asthma and allergies). All drama teachers and those engaged in
theatre performances should make sure that they are well informed of the procedures to be
taken should medical attention be required.

It isimportantto note that some pupils, particularlyduring school productions, may be allergicto make-
up, artificial fibres, soaps, detergents,food (nuts), rubber, balloons, glue, paint etc. Particularattention
should be taken when making masks.

If needed, ageneralletterhome may be sentinforming parents of forthcoming productions and seeking
information on any further unknown medical information that the school may not have.

In case of emergency staff willbe aware of:

degistered In England, Company no 4216973

Evacuation proceduresin case of fire or otheremergency.
Know the location, and how to use appropriate firefighting equipment.
Know the location, telephone numberand identity of the persontrained in emergency first aid.
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APPENDIX 5

OFFSITE VISITS

See Educational Visits Policy —Whole school and EYFS

APPENDIX 6
| HEALTH AND SAFETY MONITORING AND INSPECTION |

A visual general inspection of the site will be conducted weekly and is undertaken by the Health and
Safety Advisor.

Teachers will be responsible for monitoring their own classrooms in addition to the weekly visual
inspection and immediately bring to the attention of the Health and Safety Advisor any risk or hazard.

The Health and Safety Advisor will attend a weekly meeting with the Head, raising any health and safety
concerns. The Head will complete areportin writing once a term and submit this to the proprietor.
Responsibility for following up items detailedin the safety inspection report will rest with the Head and
Health and Safety Advisor, and ultimately the proprietor undertheiremployerobligations.

The Head will monitor the implementation of the school’s health and safety management systems on
an annual basis and reportto the Proprietorthat adequate monitoringandinspectionisin place.

APPENDIX 7

SCHOOL SECURITY

The importance of ensuring the security of premises with regard to both people
and property cannot be stressed enough. Good security allows both staff and pupils to feel safe and
confidentintheirsurroundings.

The school ensures that pupils are safe on the school site by monitoringvisitors orvolunteers or those
usingthe school premises during school time.

Perimeterwall and fencing

The boundary of the school is clearly defined and consistent around the entire perimeter. Fencing and
walls are kept in good condition and are inspected by the Health and Safety Advisor. Perimeter wall is
setat a heightof above 1.8m to restrict view from outside the premises.

Gates

The school has two lockable perimeter gates together with a secure fire access gate which are set within
the perimeter wall. Gates are always lockedwhenthe schoolis notinuse and the gates are closed during
the school day to prohibit unauthorised access. The main school gate is open to visitors outside of school
drop-off and pick-up times by use of a video entry phone system.

When gates are open at drop-off and pick-up time, they are manned by two members of staff. One
member of staff willwelcome or dismiss children and the other member of staff will ensure that children

Eridge House Limited t/a Parsons Green Prep, 1 Fulham Park Rood, London SW6 41 www.parsonsgreenprep.co.uk
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do not leave the premises unescorted. Children will only be released to a parent or an adult authorised
by the parent. No child will be released to any adult who is not known to the staff. Staff in any doubt
should contact the parent at the main office by telephone and confirmthe identity of the adult collecting
the child.

The kitchen doorleadingtothe playgroundislocked at all times exceptduring morning and lunchtime
playtimes. Outside playtime hours noone will be able to enterthe building by the playground door.

cCcTv

Cameras are sited on the front gate and around the school site. A monitor is viewed from the school
main office and recordings are held for 30 days. 'CCTV in operation' warning signs are displayed on the
front gate and grounds. A weekly checkis made that the recording apparatusis fully functional and for
any unauthorised access when the school is closed. Any issues with the equipment or unauthorised
access are immediately reported to the Head, who may referthe matterto the police.

Main school office

The main office is manned continuouslythroughout the school day. Main office staff will have identified
any visitor to the premises at the main gate by use of video entry phone. They then have full view of
anyone entering the school premises by CCTV and through the main office window.

Visitors then enter into a secure lobby area. Further access is obtained through electronic doors
operated by office staff. Staff may enter with a PIN-secured electronic keypad. Staff may not give this
PIN code to anyone outside the staff body. Key codes on security doors are changed annually.

Electronicaccess doors

Doors with electroniclocks fitted fail in the open position and open automatically upon:
e operationofthe fire alarm system

loss of electrical power

operation of an adjacent override

loss of power/fault with the fire alarm system

Doors are checked daily.

Procedures for dealing with visitors

Allvisitors, including contractors (see Appendix 17), signin and are asked to produce evidence of their
identity —where appropriate. The school has an identity badge system. All staff, peripatetic staff and
regularvolunteers wearidentity badgesto enable staff and pupils to identify persons that are authorised
to be onsite. Staff are instructed to politely challenge any person not displaying identification and direct
themto the main office. Pupils are encouraged to inform staff of any suspicious peopl e they have seen.
Infrequent visitors must be met at the main office by the member of staff who has arranged the visit
where they should be signed in to the visitor’s book and given a visitor sticker. All visitor badges and
stickers should be removed before the visitor has signed out of the visitor book and left the premises.

Procedure:intruder who may pose a safety hazard:
e Aska colleague to observe yourapproachtotheintruder.
Politely greetintruder, identify yourself and ask purpose of the visit to the setting.

Eridge House Limited t/a Parsons Green Prep, 1 Fulham Park Rood, London SW6 41 www.parsonsgreenprep.co.uk
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Explain that all visitors must report to the supervisor/manager and ask the individual to wait
outside whilst the supervisor/manageris contacted.

Dependingonthe circumstances and the demeanour of the intruder, the
supervisor/manager will make every effort to call the police to report the incident.

Ifthe intruderappears agitated, irrational or refuses toleave the buildingin a peacefulmanner,
we will endeavourto calmthe person by talkinginalow, calm, reassuring voice whilst also trying
to gainthe attention of another staff memberto call the police.

If police are called and the individualleaves or attempts to leave priorto the police arriving, do
not attemptto physically detain orrestrainthe person.

Contactthe police toinformthe responding officers that the individual has left the building, the
directionand means of transport.

If the individual stays until the police arrive, inform the officers what has happenedthatledto
the individual being with you so they can establish probable cause for arrest for trespassing.
Alsoverbally ask the subject not to return to the school whilst still inthe presence of the police.
Review security immediately.

Logincidentand actions as soon as possible.

Procedure: Intruder who is armed or otherwise poses a safety hazard when school gates are opened.

Alert all staff members by blowing the whistle (3 sharp blows). The whistle is hung up at the
back of the front gate.

The school office will immediately close the glass doors and font entrance door to prevent
furtheraccessto the buildingas well as pressing the panicbutton inthe office.

An office member will inform the Head of the situation while another office member calls the
police to report the incident. When on the phone to the operator, all information should be
given regarding location of the intruder, a physical description and the weapon involved if
possible. Advise the operator what we are doing to ensure the safety of the children and other
staff members. Remain on the line untilthe operatoradvises you to hang up.

The Head will alert SLT members and the School Office Manager will alert peripatetic and
specialistteachers by saying ‘code red.’

SLT members will theninform their own classroom staff by saying ‘code red.’

Teachers will close their classroom door, draw classroom blinds and ask children to sit under
their desks out of sight. Teachers and pupils will remain in the classroom and wait for
instructions.

If the intruderis already in the building:

When confronting with the intruder a staff member should take another staff member with
him/her. Ask a third member who is not involved to contact the police. Determine who will
initiate contact with theintruderand who will be the backup person. Both staff members should
break off contact and leave whenitis safe todo so.

Attempt to direct the intruder to the door/or away from areas occupied by the children. Use
casual conversation or body language to calmly direct the situation. If the intruder refuses to
cooperate, do not escalate the situation.

If the intrudershows a weapon, assure him/herthatitis not necessary forhim/herto consider
usingthe weapon.

Back away slowlyand leave the area.

Both of yourhands should be up with your palms facing the i ntruder while slowly backing away.
Remain calmand do notattemptto disarm the person.

Once the police officers arrive provide them with the following information:

b T MG, CiGhpadey BT raps = d§A
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location of intruder

= descriptionofintruder

* any knownweapons

= any statements made by the intruder

e Be preparedto keep media, parents and other community members out of the setting. The
police will secure the building.

e All other staff members and official visitors should remainin their designated area/room with
the children unless otherwise directed by the police, reassuring and engaging the children as
appropriate.

e Inanyeventthere will be athoroughinvestigation of the incident, and areport will be made by
all staffinvolved.

APPENDIX 7.1
RISK ASSESSMENT FOR LOCKDOWN May 2016

Activity/item | Hazard Persons | Risk | Actionrequired Date Who | New
or hazardous affected | level achieved | by? | risk
action level
Partial Thismay be | ALL Med | All outside activity to May CL Med
Lockdown as a result of cease immediately, 2016

areported pupilsandstaff returnto

incident/ building.

civil (needtobe a means of

disturbance communicatingthe alert

inthe local to duty staff at break

community times or morningclub)

withthe Whistle

potential to e All staff and pupils

pose ariskto remainin buildingand

staff and external doors and

pupilsinthe windows locked

school. It ¢ Free movement may

may also be be permitted withinthe

asa buildingdependent

resultofa upon circumstances

warning e Staff have whistles

being to alertothersofa

received lockdown.

regardingthe

risk of air

pollution,

etc.
Full Thissignifies All pupilsreturntobase
Lockdown an (classroom, tutor room

immediate or otheragreedlocation

threatto the eg
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school and sports/assembly/dining
may be an hall)

escalation of External doorslocked.

a partial Classroomdoors closed*
lockdown but notlocked

Windows locked, blinds
drawn, pupilssitquietly
out of sight (eg
underdeskor arounda
corner)

Where staff have access
to aninternal e-mail
systemthentheycould
access

theiraccount and await
furtherinstruction.
Office tocall 999
immediately when
possible.

*No classroom doors will have the possibility to be locked as this will presentagreater risk for pupils
to lockthemselvesinthe classroom if classroom key cannot be found.

APPENDIX 8

VIOLENCE TO STAFF

Parsons Green Prep will nottolerate violence and aggression towards its staff.

Parsons Green Prep will take all reasonable steps to ensure that violence toits staff is eliminated, or the
risk of harm minimisedinsituations where it cannot be eliminated.

The proprietor, Head and the senior management are obliged to see that arrangements are made within
the school to ensure practical measures are in place to deal with violence.

The Health and Safety Executive  has defined violence at work as:

"Any incident, in which an employee is abused, threatened or assaulted by a member of the publicin
circumstances arising out of the course of his/heremployment".

RESPONSIBILITIES

The Head has a responsibility toidentify whetheror not there isa problem of potential violence in the
school. No member of staff should be asked to carry out duties that would place them in danger of
violence.
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Staff members have a duty not to knowingly carry out any activity that would put them at risk of
violence. Any violent act towards a member of staff should be reported to the Head or, if time is of the
essence, directly tothe police.

It is acknowledged with the security procedures of the building in place (see Appendix 7) the risk of
unauthorised entry of the publicis minimised leading to any act of violence.

Should any potential meeting with a parent be contentious, staff will not meet with that parent alone
but will be accompanied by their line manager. The potential area of contention should be fully
discussed with their linemanager beforethe meeting takesplace. If additional guidance is required, the
line manager will bring it to the attention of the Head. Where any meeting leads to an aggressive
response from a parent, the meeting should be halted and rearranged at a time after a "cooling off"
period and reported direct to the Head.

The Head may, on discussion with the proprietor and in some cases the school's solicitor, institute a
formal warning to bar any aggressor from the school site stating clearly that aggression will not be
tolerated towards staff.

Staff can receive trainingin conflict management.
Violence towards staff by pupils (see Behavioural Policy).

ALARM SYSTEMS

In a worst-case scenario, with an aggressive, unauthorised entry, the main office is fitted with a panic
alarm thatis monitored by a 24-houralarm company that will immediately call the police.

REPORTING

(See Accident/incident reporting for furtherguidance)

Allinjuries andviolentincidents to staff should be reported as soon as practicable afteran incident by
the Head to the proprietorandthe police. Certainincidents may also be reportable to the HSE.

The circumstances of anincident should be investigated at the earliest opportunity. Where remedial or
protective actionis required, then this should be carried out without delay.

APPENDIX 9

| FIRE EVACUATION AND OTHER EMERGENCY ARRANGEMENTS

Staff have full awareness of evacuation procedures and their role within the process and keep this
updated atall times. Staff will tell pupils to remain calm, leave their possessions and make their way out
quietly as well as supporting those with personal emergency evacuation plans.

Designated fire marshals shouldcheck theirareas for fullevacuation and ask pupils to leave the building
inan orderly manner. All staff are familiar with the location of the assembly point.

The Head is responsible for ensuring the school’s fire risk assessment and fire alarm tests are actioned.
The firerisk assessmentislocated in the school’s fire folder/log book and will be reviewed by the Head
of Governance and raised as a standingitem at the health and safety committee termly meetings.
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For furtherinformation cross reference Fire Evacuation and Emergency Procedures.

APPENDIX 10

| INSPECTION/MAINTENANCE OF EMERGENCY EQUIPMENT |

The Head takes responsibility for ensuring that the school’s fire log is kept up to date and that the
following inspection/maintenance is undertaken and recorded in the fire logbook/folderlocatedin the
school’s main office. The Health and Safety Advisor assists with scheduling of routine tests and
maintenance.

Fire alarm system

Fire alarm call points are tested weekly in rotation. This test will occur on Monday between 07:50-08:20
before the children arrive. Any defects on the system will be reported immediately to the Head and the
school’s Health and Safety Advisor, and the alarm contractor (currently ADT). A fire alarm maintenance
contractis in place with ADT and the system tested quarterlyby them.

Firefighting equipment

Weekly in-house checks make sure that all firefighting equipment is available for use and operational
and look forany evidence of tampering as part of the health and safety weeklyinspection by the school’s
Health and Safety Advisor. ADT undertakesan annual maintenance service of all firefighting equipment.

Defective equipment orextinguishers that need recharging should be taken out of serviceand reported
directto ADT.

Emergencylighting system
These systems will be checked for operation monthlyin-house and every 6 months a full discharge test
and certification of the system will be undertaken by ADT.

Means of escape

Daily checks forany obstructions on exit routes and ensuring that all final exit doors are operational and
available foruse.

APPENDIX 11

FIRST AID AND MEDICATION |

The school has assessed the need for first aid provision and identified the following staff to provide first
aid (both on site and where required fortrips/visits and extracurricular activities).

Trained to basic first aid level:
All staff annually. Furthertrainingis organised every two years using Educare for key staff.

Trained to EYFS standard (paediatric firstaid):
SLT

Teachingassistants

PE teachers
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H&S Advisor
The list of qualified first aidersis displayed in the school office and classrooms
Emergency first aid at work (adults) training completed by Head of First aid and School’s Health and
Safety Advisor

Paediatricfirstaid qualifications remain valid for 3years. The Head will ensure that refresher trainingis
organised to maintain competence and that new persons are trained shouldfirstaiders leave.

First aid box location:
The staff room, kitchen, playground (P.E. shed) and in both disabled washrooms (ground floor and first
floor), the hall and the art room.

The firstaid coordinatorresponsible forregularly checking (weekly) that the contents of first aid boxes
including travel kits are complete and replenished as necessary. A weekly meeting with the School’s
Health and Safety Advisor is taking place to discuss any pupils with medical conditions.

For furtherreference seecomplete First Aid Policy.

APPENDIX 11.1
FOOD ALLERGIES

Oninstruction by a parenttothe school thatthere isarequirementthe steps below should be followed:

The parent/carerwill inform the school’s Health and Safety Advisor of the allergy/intolerance, who will
then put this on the school’s database and inform all members of staff who have care of the pupil. The
School’s Health and Safety Advisor willalso inform the school catering contractor.

Discussions may need to take place between the School’s Health and Safety Advisor and the
parent/carerto discuss restricted menus and agreement reached covering the following:
e The menu and what the pupil can eat and any back-up information from the parent that is
required.
e Proceduretofollowdepending on the seriousness of the allergy/intolerance and whether or not
the pupil will require additional supportfrom a member of the school staff.
e The process for providingan up to-date photograph of the pupil annually.
e Responsibilities of each party for catering provision throughout the school day.

If required, parents will supply the school with two EpiPens (auto-injectors) which will be named and
keptsecurely inthe emergency medicinesdesignated cupboard in the main office. The Health and Safety
Advisorwill advise staff trainedin the use of EpiPens of the need to be vigilant. The Health and Safety
Advisor regularly checks that the EpiPen remains in date and ensures that this accompanies any trip
leaderon any offsite visit the pupil may be involvedin.

A photograph of the pupil will be displayed in a prominent place within the kitchen, school main office,
staff room, firstaid room and school dining hall. The photographisto be updated to be consistent with
the child’s likeness. Photographs of pupils who require EpiPens should be mounted on red card.
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The catering team serving school lunches and preparing snacks are made aware of the details of the
pupilswith allergiesinthe school. Anytemporary staff will be advised of any pupils with food allergies
as soon as they commence work at the school.

There is an information sheet placed in teacher’s files containing all details on children with
allergies/medical conditions or disabilities for any supply teacherto consult.

Allergy and medical conditions information is emailed to staff throughout the academic year and
displayed onthe H&S board in the staff room.

All parents are advised that any snacks and packed lunchessentintothe school are to be nut-free and
sesame-free and the Health and Safety Advisor together with all staff will check food products supplied
by parents. Specific care should be taken when a parent provides a birthday cake but they do not
normally send food productsintoschool. The schoolis a sesame and nut-free environment.

Any change to the pupil’sdietdue to changesto the allergy should be communicatedin writing, along
with any additional GP information/letters, to the Health and Safety Advisor by the parent/school as
soon as possible afterthe change has taken place.

APPENDIX 11.2
SUN PROTECTION

Education
o All pupils will be educated on staying safe in the sun once per year. This may form part of an
assembly at the start of the summerterm.
e Parents/carerswill be sentalettersetting outthe school’s procedureforthe application of sun
cream and appropriate clothingforthe summermonthsatschool, e.g. the use of the school sun
hat.

Protection

Shade:
e  Whenthesunisstrong we will encourage pupilstosit/playinthe shade whereitisavailable.
e  Staffwill make use of the playground equipment for shade.
e  Gazebosare provided offsite for sports day.

Clothing:
e  When outside in sunny weather, children are required to wear the school sun hat with a wide
brim.

Sunscreen:
e Sunscreen use will be encouraged on days when the sun is strong during summer at lunch
breaks, during PElessons, on school trips and playtime in the morning.

APPENDIX 12
ACCIDENT REPORTING PROCEDURES FOR STAFF and VISITORS AND HEALTH and SAFETY
EMERGENCIES, PROCEDURES AND CONTACTS
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Thereisaduty toreportaccidents, incidents and dangerous occurrences which occur on school premises
or which arise from work carried out on behalf of the school. This responsibility extends to incidents
involving contractors, visitors and other members of the public as well as to staff.

DEFINITIONS

ACCIDENT An incidentwhere amember of staff, contractor or visitor on to the school premises is
injured and/orthere isdamage to equipment, property or premises.

NEAR MISS An eventthat while not causing harm had the potential to cause injury orill health.

DANGEROUS A seriousincidentwiththe potential to causeinjurytoaperson and/or damage to
equipment, property and premises which must be reported to the HSE.

VIOLENT
INCIDENT Where any adult on school premises is abused, threatened or assaulted (this
can include verbal abuse orthreats as well as physical attacks).

REPORTING PROCEDURE
There are three levels of reporting for the school:

a) Locally within the school.

b) To the proprietor.

c) To the Health and Safety Executive (HSE) who are the enforcing authorityfor health and
safety matters.

REPORTING LOCALLY
As soon as possible afteranincident, the details should be reported to the school’s nominated person.
(e.g. Health and Safety Advisor and/or Head).

Minor incidents, i.e. those resulting in no/insignificant injury AND having no potential for more
significant injury. i.e. requiring no or only nominal first aid treatment etc. should be recorded in the
school’s own accident book and kept on site.

All otherinjuriesandviolentincidents will be reported tothe proprietor (see below). Certain incidents
may also be reportable to the HSE.

REPORTING TO THE PROPRIETOR

The Head will make the proprietor aware of any incident involving a member of staff, contractor or
visitoratleasttermlyinahealth and safety report. Dangerous occurrences and violentincidents should
be reported to the proprietorimmediately.

REPORTING TO THE HSE

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) place duties on
employerstoreportseriousincidents to the HSE.

The responsibility forreporting suchincidents is delegated to the Head.
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From 12 September 2011 statutory reporting to the HSE moved to a predominantly online system at
http://www.hse.gov.uk/riddor/report.htm

When to report to the HSE

Fatalities

Major injuries (as defined in RIDDOR), including fractures (other than fingers or toes),
amputations, loss of sight, a burn or penetrating injury to the eye, any injury or acute illness
resulting in unconsciousness, requiring resuscitation or requiring admittance to hospital for
more than 24 hours.

Fatal and major injuries should be reported immediately by telephone to the HSE’s Incident
Contact Centre 0845 3009923. Do not wait until you have carried out a thorough investigation
before youreportit.

The following incidents should be notified to the HSE as soon as practicable via their online
reporting system at http://www.hse.gov.uk/riddor/report.htm

Over-seven-day injuries where a member of staff or self-employed person is away from work
or unable to perform their normal work duties for more than 7 consecutive days. Such incidents
must be reported within 15days of the accident.

Where a member of staff has been injured as a result of a notifiable accident or dangerous
occurrence whichis a cause of theirdeath within one year of the date of the incident, the HSE
will be informed in writing as soon as this is known. Although such cases are likely to be rare,
the Head will take reasonable steps to keep informed of the progress of any seriously injured
member of staff or former member of staff.

Some work-related diseases.

Dangerous occurrences — e.g. explosion or fire causing suspension of normal work for over 24
hours, accidental release of any substance which may damage health, unintended collapse of
any building orstructure under construction.

Injuries to members of the public, including pupils where they are taken fromthe scene of an
accidentto hospital fortreatment and the accidentarose in connection with ‘work activities’.
The essential test here is whether the accident was caused by factors such as the condition,
design or maintenance of the premises orequipment (e.g. slippery flooring, poorly maintained
play equipment, trailing cable etc.) oras a result of inadequate arrangements for supervision of
an activity (e.g. inadequate supervisory levelson afield trip).

Sporting injuries

Sporting activities have aresidual risk and injuries within PE arising from the ‘normal’ contact nature of
a sport are notautomatically reportableunder RIDDOR.

Examples of reportable incidents would include:

The condition of the premises orsports equipment being afactor in the incident, forexample slips and
fractures because amember of staff had used the wrong polishand left the sports hal | floor too slippery
for sports or failingsin the organisation and management of an event.

ACCIDENT RECORDS
The school must maintain local accident records. This will include a local ‘minor’ accident book and
completed HCC/HSE forms which could be stored either as hard copies or electronically.
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Accidentrecords willbe retainedforatleast 3years afterthe date of the accident, if the personis above
18 years old. If the person who had the accident is under the age of 18 then accident records will be
keptuntil theyare 21.

ACCIDENT INVESTIGATION
It is a legal requirement for employers to monitor and review their health and safety arrangements,
accidentinvestigations form an essential part of this process.

All accidents will be investigated at the earliest opportunity to determine what (if any) action is needed
to preventarecurrence. The level of investigation willbe proportionate to the severity of the incident.
Itis the potential consequence and likelihood of the incident recurring that should determinethe level
of investigation, not simply the injury suffered on this occasion. For example, a scaffold collapse may
not have caused an injury but had the potential to cause majoror fatal injury.

When making the decision, the Head must also consider the potential forlearning lessons. For example,
if the school has had a number of similar adverse events, it may be worth investigating, even if each
single eventis not worth investigatinginisolation.

The investigation findings will form the basis of an action plan to prevent the incident from recurring,
improvingyouroverall management of risk and identifying areas of risk assessments that may need to

be reviewed.

APPENDIX 13

ACCIDENT REPORTING, HEALTH and SAFETY
EMERGENCIES PROCEDURES AND CONTACTS FOR PUPILS

Recording of injuriestreated
All non-reportable accidents treated with first aid should be entered in the Accident
Record bookkeptinthe classrooms and main school foyer, especially those involving blood or headinjuries.

The following information needs to be recorded:
e Aboutthe personfillinginthe report:
1. name
2. position
3. signature
4, dateofreport
e Aboutthe personwho hadtheaccident:
1. name
2. class
e Abouttheaccident:
1. dateandtime of accident
where it happened
how didithappenand why?
details of injury suffered and treatment given
whetherthe parents been informed. (The parent’s signature should be obtained
onthe accident form at pick-uptime whenever possible)

vk wnN
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6. if necessary, the parent(s) should be telephoned and informed of the accident,

e.g.whenthe pupil is to be collected by a nanny whose English is poor or if the
pupil is to go home with another family on a ‘play date’. In the case of a head
injury, parents should always be informed immediately and a Head Injury
information sheet sent home withthe pupil

Inthe event of an accident or otheroccurrence (e.g. an epilepticfit) a designated paediatricfirst aider will
be contacted to deal with the situation. This person will be responsible for recommending that an
ambulanceis called,if the need forone is notobvious.

Notifiable accidents

All serious accidents and injuries will be enteredin the accident book by the first member of staff at the
scene of the accident and the Healthand Safety Advisor notified. Completed accident forms will begiven
to the Health and Safety Advisor by the end of the school day. Reportable majorinjuries (seelist below)
should be reported to RIDDOR within 5 school days. All referrals to RIDDOR should be notified to the
Head who will informthe proprietorimmediately.

Reportable major injuries

e  Fracture other thanto fingers, thumbs ortoes.

e  Amputation.

e Dislocation of the shoulder, hip, knee orspine.

e Loss of sight (temporary orpermanent).

e Chemical orhot metal burnto the eye or any penetratinginjury tothe eye.

e Injuryresultingfroman electricshock orelectrical burn leading to unconsciousness or requiring
resuscitation oradmittance to hospital for more than 24 hours.

e Anyotherinjuryleadingto hypothermia, heat-inducedillness or unconsciousness, orrequiring
resuscitation, orrequiring admittance to hospital for more than 24 hours.

e Unconsciousness caused by asphyxia or exposure to a harmful substance or biological agent.

e Acute illness requiring medical treatment, or causing loss of consciousness, arising from
absorption of any substance by inhalation, ingestion or through the skin.

e Acuteillness requiring medical treatment where there is reason to believe that this resulted
from exposure to a biological agent orits toxins orinfected material.

Records

The Head, working with the Health and Safety Advisor, is required to keep records. Accident records will
be retainedforat least 3 years afterthe date of the accident, if the personis above 18 years old. If the
personwho hadthe accidentis underthe age of 18 then accidentrecords have to be kept until they are
21. E.g.ayear2childaged 7 hasan accidentin 2011 whichissignificantin outcome and thusis reported
to HCC. A copy of the accident form and related investigation must be kept until the childis 21 (i.e. 2025
inthis case).

The informationrequired to be keptforinjuries and dangerous occurrencesis:
e Thedate and time of injury ordangerous occurrence.
e The name and nature of the injured pupil.
o The place where theincident occurred and brief details of what happened.
e The datethe incidentwasfirstreported and the way it was reported, i.e. telephone orwritten
notification.
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Accident procedures which may require hospital treatment:
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Appendix 14.1
Bloodborne Viruses

The Head and the Health and Safety Advisor will be responsible forensuring
that appropriate personal, protective equipment (PPE), e.g. disposable gloves and aprons, are available
for staff to use at all times.

APPENDIX 14

VIRUSES AND COMMUNICABLE DISEASES

First Aid involving external bleeding

In any situation requiring first aid the ‘Universal Precautions’ (avoiding contact with bodily fluids, by
means of the wearing of nonporous articles such as medical gloves) must always be followed during
treatment of bleeding woundsto reduce the risk of transmitting bloodborneinfections such as hepatitis
and HIV.

This approach assumes that all blood products and bodily fluids are potentially infectious, thus the
following procedures should always be applied:
e Always coverany openwounds onyour own hands with a waterproof adhesivedressing.
e Disposable gloves (unpowdered latex orvinyl) to be worn when dealing with bleeding/cleaning
up bodily fluids.

General first aid facilities are provided, including portable first aid kits for offsite activities.

Normal first aid procedures should be followed which may include firm pressure maintained over the
wound for5 to 10 minutes with asufficient pad of clean, absorbent material. If a surgical dressing is not
immediately available, a folded paper towel or clean handkerchief may be used. When bleeding has
stopped, blood should be washed off surrounding skin and hair with copious amounts of soapy water
without disturbing the wound.

Dressings, disposable gloves, etcshould be disposed of safely. The school provides secure sanitary bins
inthe disabled washrooms.

Action to be taken after direct contact with blood/bodily fluid
If direct contact with anotherperson’s blood or other body fluids occurs the area should be washed as
soon as possible with soap and water.

If contact is made with the lips, mouth, tongue, eyes or broken skin, these should be washed out
thoroughly with clean coldtap water. Where running wateris unavailable saline is provided to wash out
the eyes.

The hands should be washed using soap, waterand dried using papertowels.

If a cut or puncture wound is sustained (e.g. a bite) the wound should be squeezed to encourage
bleeding, washed with soap and waterand covered with a waterproof dressing.
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Any incident in which another’s blood may have entered a person’s bloodstream through a cut or
abrasion or by splashinginthe mouth oreyesshould be reportedtotheirdoctor.

Cleaning and washing

All spillages of blood, faeces and vomit shouldbe cleared up as quicklyas possible, wearing suitable PPE.
When spillages do occur, cover immediately with 'Sanitaire' powder which will absorb the spillage. The
powder should be cleaned up and the area cleaned using a product suitable for the affected surface
which combines both detergent and disinfectant (and use in accordance with the authorised cleaning
productsin school).

Mops will neverbe usedforcleaning up blood and bodily fluid spillages - use disposable papertowels.
Separate cloths and mops are used for general cleaning of kitchens, classrooms and toilets etc.

Food Handling
See Food Hygiene (Appendix 25)

Waste Disposal
All bodily fluid waste disposal will be placed in the secure sanitary bins which will be removed regularly
by an external contractor.

Non-contaminated waste should be discarded into a bin liner or dustbin and disposed of in the usual
manner.

AccidentReporting
See Appendix12 and 13

APPENDIX 14.2
Communicable Diseases

If a member of staff has any concerns about a pupil's health while theyare in school they should contact
the parentswith a view tosendingthem home. Many illnesses are infectious before adiagnosis can be
made. All procedures and guidelines related to the Coronavirus disease have been addressed in a
separate risk assessment.

The Health and Safety Advisor will communicate specific details for exclusion periods for diseases for
members of staff as soon as a communicable disease has been notified. Staff should remain vigilant for
any symptomsthat have been advised to them.

The Health Protection Agency (HPA) provides details on recommended exclusion periods for the more
common communicable diseases and the Health and Safety Advisor will keep appraised of these
exclusion periods.

Certaindiseases must be formally notified to the Local Authorities Health Protection Unit. Below is alist
of notifiable diseases. The statutory responsibility for notifying the diseases lies with doctors.

e Acute encephalitis

e Acute meningitis

e Acute poliomyelitis

raps = d§A
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e Acuteinfectious hepatitis

e Anthrax

e Botulism

e  Brucellosis

e Cholera

e Diphtheria

e Entericfever(typhoid or paratyphoidfever)
e Food poisoning

e  Haemolyticuraemicsyndrome (HUS)

e Infectiousbloodydiarrhoea

e Invasive group A streptococcal disease and scarlet fever
e Legionnaires’ Disease

e Lleprosy

e Malaria

e Measles

e  Meningococcal septicaemia

e  Mumps

e Plague

e Rabies

e Rubella

e SARS

e  Smallpox

e Tetanus

e  Tuberculosis
e Typhus

e Viral haemorrhagicfever (VHF)
e  Whoopingcough
e Yellowfever

Vaccinations

Vaccinations are not mandatory in England. However, parents will be askedto complete the vaccination
section on their child’s medical form. This will enable the school to identify and protect children who
have not been immunised against communicable diseases such as measles, mumps, rubella, etc. It is
usual for the NHS to provide a nasal flu vaccine for children from Reception to Year 6 in the autumn
term. Parental consentis needed to take partin this programme and forms will be distributed prior to
the vaccinations.

Good Hand Hygiene

Pupils are actively encouraged to wash their hands thoroughly as it is one of the most important ways
of controllingthe spread of infections, especially those that cause diarrhoea and vomiting orany other
communicable diseases.

Hot waterand antibacterial liquid soap are used and hands are dried using disposable papertowels.
Hand sanitisers are also availablein the school entrance, staff room and any other classrooms.

Management of Diarrhoea and Vomiting

In the case of an outbreak of vomiting and diarrhoea the school will immediately contact the Local
Authority HPU and local Environmental Health Department (EHD) and follow any specific advice on
controlling the outbreak.
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The school will instruct parents and staff that they should not return to the site for 48 hours from last
episode of diarrhoea orvomiting. Enhanced cleaning of the environmentand equipment is putin place
and all toys, school equipment etcshould be cleaned with anti-bacterial spray/Milton cleaning fluid.

APPENDIX 15
| PERSONAL SAFETY/LONE WORKING |

The school believes that staff should not be expected to putthemselvesin dangerand will nottolerate
violent/threatening behaviourtoits staff (see Appendix 8).

Lone working

A lone workeris an individual who spends some or all of their working hours working alone. Parsons
Green Prep recognises that there may be an increased risk to the health and safety of its employees
while working aloneand withoutimmediate access to another person for assistance. This policy sets out
our approach in both identifying these risks and adequately managing them. Any questions regarding
its operation should be addressed to the Head. All lone workers are expected to cooperate fully with
instructions given by the Head. They are also expected to follow the school’s safe systems of work and
any associated procedures.

The risk assessment process

Assessing the risks of working alone is to establish whether the work can be done safely by an
unaccompanied person and that arrangements have been made to ensure that an individual is not
exposedto greaterrisks than normal when workingalone.

All risk assessments should be reviewedat regularintervals - every two years - or wheneverthereis any
reasonto believethatthe existingassessmentis nolongervalid. Arecord shouldbe made of each review
carried out.
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Activity/ Hazard Persons Risk | Action required Date New
item or affected level achieved risk
hazardous level
action
Risk of violence | All jobsinvolvingan | Lone Low Whenever possible staff must | Ongoing Low
element of lone | worker try not to arrange meetings
working will be with parents or members of
assessed forarisk of the public when lone
verbal threats, or working. All meetings must
violence be arranged during school
occupancy times or when
there is more than one
member of staff on site for
the duration of the meeting.
Lone workernot | Have a panic alarm | Lone High | Panic alarm installed in the | Spring term | Med
feeling safe withyou worker school office 2014
Lone worker | Make sure the lone | Lone High | CCTVinstalledattherearand | Spring term | Med
unaware of | worker can monitor | worker front of the building. 2013
intrusion in the | anyone cominginor
premises out of the building
Working in an | Make sure the lone | Lone High | Ensure that lighting is | Ongoing Med
unsecured worker in  the | worker workingand on at the front of
environment buildingfeels safe the building
Activity/item or | Hazard Persons Risk | Actionrequired Date New
hazardous affected level achieved risk
action level
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Leaving the | Make sure that the | Lone High | Ensure lone worker leaves | Ongoing Med
building when | lone worker in the | worker the building at different hours
dark buildingfeels safe during the school holiday
times in the winter months
between 3and 4.15 pm, and
arrives at different hours in
the morning to ensure hours
are covered throughout the
day.
Leaving the | Make sure the lone | Lone High | Keep your mobile telephone | Ongoing Med
building on your | worker in  the | worker accessible and with you at all
own afterhours | buildingfeelssafe times.
Leaving the | Make sure the lone | Lone High | Where possible arrange for | Ongoing Med
building on your | worker in  the | worker another member of staff to
own afterhours | buildingfeels safe leave withyou
Leaving the | Make sure the lone | Lone High | Call the designated member | November Med
building on your | worker in  the | worker of staff (Head) before you | 2011
own afterhours | buildingfeels safe leave the building and after
you leave the building to
ensure you have left the
building safely. If the
designated person has not
heard back within 4 minutes
they will call your mobile, if
there is no answer they will
call the police.
Activity/item or | Hazard Persons Risk | Actionrequired Date Activit
hazardous affected | level achieved y/item
action or
hazard
ous
action
In the event of | Making sure the | Lone Med | Lone worker should be | Ongoing Low
fire lone worker has | worker familiar with emergency
access to procedures
emergency warning
devices to raise the
alarm in event of
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emergency e.g. fire

alarm.
In the event of | School should know | Lone Med | Signinand offthesite Ongoing Low
fire the exact numbers | worker

of people inside the

school at all times
In the event of | Be unsure  of | Lone Low | First aid kits can be foundin | Ongoing Low
an injury location of first aid | worker the staffroom, kitchen,

kits bathroom and playground.
In the eventofa | No access to | Lone Med | School phone should be [ Ongoing Low
more  serious | immediate help worker available inthe roomforlone
injury workerto call for help.
Medical fitness | Medical info should | CL Med | Medical record checked | Ongoing Low

be keptup to date. regularly
Welfare Unsuitable working | CL Low | Adequate heating, lighting, | Ongoing Low
facilities environment access to drinking water and

toilets must be guaranteed.

School staff responding to call-outs after hours

The school has in place a keyholderservicewho will attend the premises out of school hours should the
security alarms be triggered. The keyholder service will secure the building, negatingthe need for staff
to be called out after hours.

Appendix 15.5
Pregnantstaffand returning mothers
The school takes the health and safety of pregnant and returning new mothers very seriously. Pregnant
staff are advised to:
e Refrainfromstrenuous activity
e Takeregularbreaks
e Avoidchemicals, both scientificand forthe purpose of cleaning
e Endeavour to maintain good working conditions such as a reasonable temperature and positive
posture;and
e Under NOcircumstances workalone

A risk assessmentforpregnant staff and returning mothersis carried out.
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APPENDIX 16

DISPLAY SCREEN ASSESSMENT

Definition of a Display Screen Equipment (DSE) user

The DSE regulations apply only to those staff who fall within the definition of a user, i.e. one who
habitually uses DSE as a significant part of their normal work. Significantis taken to be continuous/near
continuousspellsof an hour at a time. They do not apply to employees who work only occasionally on
computing equipment.

It isimportantthatthe Head identifies which staff are covered by this definition. At Parsons Green Prep
thisincludes admin staff and Head.

Hazards associated with DSE
Some of the potential health problems associated with incorrect use of DSE are:
e  UpperLimb Disorders (ULD) (e.g. upperlimb aches and pains caused by poor posture)
e  Back ache
e  Fatigue andstress
e Temporaryeye strain

Poorwork design and alack of awarenessinthe correct way of adjusting a chair orequipment can result
indiscomfortand can cause or aggravate such conditions.

Staff are encouraged to adopt a safe system of work by following simple precautions:
e Arrangethe work areato enable safe practices to be carried out.
e  Make sure that all furniture and equipmentis functioning correctly and that the chair provides
adequate support, especially for the lumbarregion of the back.
e Adjustfurniture and equipmentso as to ensure maximum comfort when working.
e  Make sure that:
- eyesareinline withthe top of the screen
- forearmsandkneesare at 90 degreesfromthe edge of the desk
- feetaresquarelyonthe ground
e Take opportunitiestovary activities and take regular breaks when working with DSE.
Report any symptoms of discomfort orill health that you believe may be related to the use of
DSE.
White boards should also be used forshort intervals.

Eye tests

Under the DSE regulations, staff identified as DSE users are entitled to an eyesight test every 2years by
a qualified optician (and corrective glasses if required specifically for DSE use). The Head should ensure
that DSE users are aware of this entitlement.

Laptop use

There is an increasing number of laptop users within the school and their use in prolonged situations
also conform to the main DSE Regulations. However, their design compromises such as smaller
keyboards, joint keyboard and screen etc. can mean that users adopt poor posturesand are often less
comfortable than at a standard desktop machine for prolonged use.
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Considerationisgivenasto where and how laptops are utilised. Where these are intended to be used
for prolonged spells aseparate keyboard and mouse should be used and the laptop raisedin heightto
enable the userto achieve the correct posture.

APPENDIX 16.3

Lifting and Handling

Staff should ensure that they are not lifting heavy items and equipment unless they have received
trainingand/orequipmentinordertodo so safely.

All manual handling activities which present a significant risk to the health and safety of staff will be
reported to the Health and Safety Advisor and where such activities cannot be avoided a risk assessment
will be conducted to ensure that such risks are adequately controlled. A copy of this assessment will be
providedtothe member of staff, who mustfollow the instruction given when carrying out the task.

Manual handling should be minimal, butif attempted:

e Bendthekneesandensure the bulk of the liftis not taken by the back

e DO NOTtrytoliftoverly heavyitems and seek assistance from staff if necessary

e Before commencinga manual handlingtask walk the routeyou plan to take, ensuringthatitis clear
and that the destination areaisavailable and appropriate.

e Pupilsshould notbe asked to complete manual handling tasks.

Paediatric Moving and Handling

All staff who move and handle pupils receive appropriatetraining (both in general moving and handling
people techniques and specifictraining on any lifting equipment, hoists, slings etc. they are required to
use).

APPENDIX 16.4

Personal Emergency Evacuation Plan (PEEP)

This school positively promotes inclusion and will take all reasonable steps to ensure that
children/young people or staff who might be classed as SEND are not discriminated against or treated
less favourably than others.

The school will workin partnership with the disabled person, theirrepresentatives (where necessary),
and otherinterested parties to ensurethat policy and procedures are created inthe bestinterest of the
individual. The school willendeavourto make reasonable adjustments in equipment or learning support
in orderto maximise educational opportunities. It will also identify any additional arrangements which
need to be in place for activities which take place away from the premises. Progress and compliance
with this plan will be monitored and reviewed by the Head.

To ensure the safetyof all personsinan emergency situation, the schoolwill create Personal Emergency
Evacuation Plans (PEEPs) where a need has been identified. The school will update its risk assessments
(see Appendix 2) and PEEPs either on an annual basis, where the health and safety needs of the
individual change, afteranincident orwherethereare changeswithin the establishmentthat may affect
the individual. Where changes need to be made they will be discussed with all affected parties.
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The roles and responsibilities of staff and the senior management team, withregard to supporting those
needs, will beidentifiedfrom those discussions and will also be based on the resultsof risk assessments.
These will all be recorded and reviewed eitherannually orwhere there isachange in circumstance.

In order to support an individual with complex health needs appropriate members of the senior
managementteam and staff will receive training and training updates.

The school’s managementteam will ensure that this planis aligned with all other relevant policies and
procedures.

APPENDIX 17

MAINTENANCE OF PREMISES and MANAGING CONTRACTORS

The school hasin place procedures for maintenance of the premises. The Healthand Safety Advisor will,
as part of their weekly inspection, bring to the attention of the Head any remedial works that are
requiredintheirweekly meeting unless the maintenance is of an urgent nature. The school employsa
premises support person to carry out daily routine maintenance, e.g. clearing the outdoor surfaces of
leaves and fallen branches. Maintenance works that are beyond the scope of the premises support
person are remedied by qualified contractors already known to the school or, if a new contractor is
required, by using the selection criteria below (full details of school contractors are held in the main
school office).

Depending onthe nature of thework, contractors will be asked to provide risk assessmentsand method
statements specific to the site and works to be undertaken. The school, contractor(s) and any
subcontractor(s) involved will agree the risk assessment and safe systems of work to be used prior to
works commencing on-site.

Appendix17.1
Selection criteriafor new contractors

e Everyeffortwill be made to selecta qualified contractor that can be personally recommended
by a member of the school community.

e If a personal recommendation cannot be secured, the Health and Safety Advisorin association
with the Head will look for background checks and reviews that are available from previous
clients.

e The Health and Safety Advisor and the School Office Manager will ensure the contractor has
adequate insurance coverincluding publicliability insurance.

e Everyeffort, unlessinthe case of essential maintenance that cannot be scheduled when pupils
are noton the premises, willbe timetabled for after school, weeke nds and school holidays.

e  Regularcontractors attending the school premises ona frequent basis will be asked if they are
willing to undertake an enhanced DBS check; e.g. the school plumber who often has to be
working withinschool hours.If aDBS search fora frequent contractor has not been secured, the
contractor will not be left unsupervised while pupils are on the school premises.

e large building projects will be put outto tenderand the school will ensure thata qualified site
manager/building surveyor works with the school in overseeingany large building project.
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APPENDIX 17.2
On-site vehicle movements
There is no parkingon-site at the school. Contractorvehicles are parked outsideon the road. If there is
a necessity for contractor vehicles to be on-site during school time, the areais securely cordoned off
fromthe pupils. Itis desirable that contractors come outside of school hours.

APPENDIX 17.3

Snow and ice clearance

The Health and Safety at Work Act 1974 and the Occupiers Liability Act place a responsibility upon the
employer, sofarasis reasonably practicable, that the means of access and egress from its premises are
maintainedinaconditionthatissafe and withoutriskto eitherits employees orother persons.

The approved code of practice which supports the Workplace (Health, Safety and Welfare) Regulations
states that "arrangements should be made to minimise risks from snow and ice. This may involve
gritting, snow clearingand closure of some routes...".

Itisa popularmisconception thatan occupiercannotbe heldliable forfailingto clear snow/ice, but can
be held liable once an attempt at clearance has been made and then someone is injured. The true
positionisthatan occupiercanbe held liablefor ‘failingto act reasonably’in orderto prevent accidents.

The Head isresponsible forensuring that the means of access to the school is safe for both staff, pupils
and visitors and that adequate arrangements are made to ensure that the risks from snow and ice are
minimised. It is recognised that it is not possible to remove immediately every piece of snow orice. It
does however, require those responsible for premises to exercise careful judgement and prioritise de-
icingand salting of key access routes.

All reasonable efforts are made to ensure that the school remains open as normal.

Risk assessment
If the school remains open during snowfall, the Head and the Health and Safety Advisor willensure that
arisk assessmentisin place which covers the hazards associated with snow and ice ontheir premises.
e The premises supportperson will be asked to attend the premisesto cleara path 1 metre wide
from the site entrance to the main buildingentrance. Pathways leading to slopes and steps en
route should be regarded as a priority.
e Rock saltfor de-icingisheld onthe school premises.
e Treat cleared paths with salt/grit to maintain a clear pathway, especially where temperatures
remain below freezing.
e Astime permits, other pathways to entrancesand between buildings should be cleared
and gritted.
e Appropriate checkstobe made to ensure continued safety.
o Identify any particularly dangerous areas which require extra care and should be
checked/treated more frequently, e.g. steps, slopes, gullies which may be hidden etc.
e Considerthe needsof any visitors with particularneeds (elderly, disabled etc.)

Where the Head or Health and Safety Advisor has concerns over the safety of certainexternal pathways,
circulation routes, playgrounds etc, it may be appropriate for affected areas to be taken out of use. If
this is the case this must be marked clearly using signs/cones/tape to ensure that everyone is made
aware.

Registered In England, Company no.4216973 “.I)s Ij\§/\
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If playgrounds remainin use, supervision levels may need to be increased.

All staff should be aware of the risk assessment in place for snow and ice and take responsibility for
followingthe designated paths and access routes when such conditions exist.

Routes to school during severe weather

The Head will also consider how such weather may affect the operation of the school, e.g. transport
difficultiesin getting to school and the availability of staff. The Head will need to ensure that adequate
staff to pupil ratios can be maintained to openthe school safely.

APPENDIX 17.3

Slips, trips and falls

The school premisesisavaried and often complexsite incorporatinga wide variety of areas where slips
and trips are a risk (external paths, corridors, kitchens and dining areas etc.).

Risk assessment
The Health and Safety Advisor takes the following control measures to effectively control slip and trip
risks:

e Identify the hazards (use accident records, talk to staff, observe people moving around the

premises).

e Decide who may be harmed (staff members, visitors, pupils, cleaners, catering staff etc.) and
how.

e Considertherisksand decide if precautions already being taken are enough orif more needs to
be done.

e Recordthe findings.

e Reviewtheassessmentregularly andreviseif necessary.

e Outside areas (entrances, defined walkways etc.)are level, free from holes and obstructionsand
controlsin place to reduce slips due toice, leaves etc.

e Classroomsand hallways keptfree from obstructions, trip hazards and slip hazards.

e  Control of slip and trip risks on stairs - good handrails at right level, easily visible nosings on
steps, steps of equal height and length.

e Slipsreduced/prevented at building entrances through effective canopies to stop rain entering
buildings, adequate barrier matting to soak up waterfrom shoe solesand no water isfound on
floors beyond mats.

e  Stopaccess to wetfloors.

e  Good spillage control systems, especially in the kitchen, staff room and teaching rooms.

e Effective cleaningregimesthatare properly carried out by staff/ contractors.

e Fitfor purpose, anti-slip floorsin new builds and refurbished premisesin areas prone to water
and oils (toilets, entrances to buildings, kitchens etc.)

Cleaning

People often slip on floors that have been left wet after cleaning. On a smooth surface even a tiny
amount of water can present a real slip problem, e.g. a smooth floor left wet after mopping. Waming
signsand conesdon’tkeep peopleout of an areaand are oftenignored.
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Advice to staff
All staff
e Take responsibility
o Small spills on smooth floors are a slip hazard - don’t just leave it, clean it up to leave
floordry.
e Reportflooringproblems straightawaytothe right person
o e.g. leaks, spills, food debris, bad lighting, obstacles in walkways, uneven flooring and
potholes.
o Putoutcones/barriersonvisible hazards
e Wear therightshoes
o Youare lesslikely tohave aslip or trip accidentif you wearsensible shoes.
e Use designated walkways, don’t use shortcuts
e Don’tblock walkways
e Store bags and work equipment safely
e Avoidtrailingwires
e Encourage pupilstofollow same procedures

Kitchen staff
e Preventcontamination from getting onto the floor
o Avoidclearingfood waste fromthe work surface onto the floor.
o Before movingtraysand baskets, shake off drips orleave to drain.
e Cleanupspillsstraightaway
o Forsmallspillsspotclean with self-absorbent paper.
e Stoppeople fromwalkingonsmoothwetfloors
o Drytheflooraftercleaningtoreduce dryingtime.
o Barrieroffor close off the wet area.
e Wear therightshoes
o Theright non-slip footwear can significantlylower the risk of slipsin kitchens.

APPENDIX 18

PREMISES WORK EQUIPMENT AND SAFE WORKING WITH
ELECTRICITY AND GAS

Statutory inspections
Regular inspection and testing of school equipment is conducted to legislative requirements by
competent contractors. Records of such monitoring will be kept by the Health and Safety Advisor.

The Health and Safety Advisor is responsible foridentifying all plant and equipment on the school
premises and ensuring that any training or instruction needs, personal protective equipment
requirements are identified and relevant risk assessments conducted where required. Equipment is
restricted to those users who are authorised/have received specifictraining.

All staff are required to report to the Health and Safety Advisor any problems found with
plant/equipment. Defective equipment will be clearly marked and taken out of service by storing in a
secure location pending repair/disposal.
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Curriculum areas
Subject curriculum leaders are responsible for ensuring maintenance requirements for equipment in
theirareas are identified and implemented.

Electrical safety
All staff will conductavisual inspection of plugs, cablesand electrical equipment priorto use. Defective
equipment will be reported to the Health and Safety Advisor.

All portable items of electrical equipment are subject to formal inspection and testing (Portable
Appliance Testing (PAT))annually. Hall lights, PA and cabling are tested annually. The Health and Safety
Advisorisresponsible forensuring that the equipmentis readily availablefortesting.

Personal items of equipment (electrical or mechanical) should not be brought into the school without
priorauthorisation and must be subjected tothe same tests as school equipment.

A fixed electrical installation test (fixed wire test) will be carried out on a five-year cycle.

Gas safety

The boilerand plantroom are maintained and inspected annually by a CORGI-registered plumber. Any
member of staff who has any concernsregardinga possible gas leak will inform the main school office
immediately so that TRANSCO can be informed.

Disabled lift
The disabled liftis notregularlyinuse but will made available forany disabled person’s requirements. The liftis
inspected and maintained by a qualified contractor annually.

Lightning conductor
The school has lightning conductors installed on the flat roof of the school hall and this is inspected and
maintained annually.

APPENDIX 19
| FLAMMABLE AND HAZARDOUS SUBSTANCES (COSHH) |

Every attempt will be made to avoid, or choose the least harmful of, substances which fall under the
Control of Substances Hazardous to Health Regulations 2002 (COSHH Regulations).

Curriculum COSHH
Foranyissues arising with COSHH relating to specificcurriculum areas, e.g. Science or DT, the Curriculum
Leaderwill note carefully ontheirrisk assessment (see specificrisk assessment for curriculum areas).

General COSHH

Where persons may be affected by their use on site, the Health and Safety Advisor is responsible for
ensuringthat COSHH assessments are available from contractors (this applies to both regular contracts
such as cleaners and caterers and from builders, decorators, flooring specialists, etc). Contractors will
be responsibleforthe safe removal of any hazardous waste.
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Biological waste
Any bodily fluid waste is safely secured in the sanitary binsin the disabled washrooms and removed by
a contractor.

Local Authority Duty of Care Certificate

The Health and Safety Advisor will declare that no hazardous waste will be discarded in the general
refuse collectionin the Duty of Care certificate.

APPENDIX 20

ASBESTOS

The school has undertaken a full survey of the premises and no risk has been identified in connection
with asbestos.

APPENDIX 21

WORK AT HEIGHT

Working at height can present a significant risk. Where such activities cannot be avoided a risk
assessment will be conducted to ensure that such risks are adequately controlled. A copy of this
assessment will be provided to staff authorised to work at height.

When working at height (including accessing storage or putting up displays) appropriate stepladdersare
to be used. Staff must not climb onto chairs, not stand on surfaces such as tables or chairs, not allow
pupils to work at height and not pursue the task without seeking assistance. Anything above 2 metres
will be carried out by qualified external contractors and the Premises Support personmust not attempt
anythingabove this height.

The school keeps aharness forworking at heightwhichis available to contractors, e.g. window cleaners,
and isinspected annually.

APPENDIX 22

LETTINGS/SHARED USE OF PREMISES

At present, the school has a policy of no subletting of the premises. Should the school hall be hired for
a single function, authorised keyholding staff will be on-site for the duration of the function and will
make all guests aware of the proceduresinanemergency.

APPENDIX 23

MINIBUSES
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The school does not own any minibuses. See Off-site Visits (Appendix 5) for procedure for hire of minibus
contractors.

APPENDIX 24

LEGIONELLA AND WATER QUALITY

The school has no standing tanks of water and all water supplies are mains fed. No areas have been
identified with any waterthat is left to stand or toilets that would remain unflushed and sinks that are
not in regular use. The school has no showers on-site. A risk assessment has been drawn up and is
regularly subjected to reassessment by the school contractor.

Air Conditioning system
The school has an air conditioning system for the Mac suite. A maintenance and inspection is caried
out annuallyand anassessmentforanylegionellariskis conducted as part of this test.

Drinking fountains

Drinking fountains are available throughout the school for pupils and are maintained quarterly by an
external contractor.

APPENDIX 25

FOOD HYGIENE AND HOT LUNCHES

See school lunch policy.

APPENDIX 26

MOBILE PHONE SAFETY

Pupils do not bring mobile phonesinto school. Staff guidance on use of mobile phones will be referenced
in the Safeguarding Policy and Staff Induction Handbook. However, pupils walking home alone are
permittedto bringa mobile phone toschool aslongas itis handed into the school office upon arrival.

APPENDIX 27
NO SMOKING POLICY

Parsons Green Prep School regardsitself as a health-promoting organisation. It recognises that its staff
acts as role models for pupils in all aspects of school life, including health promotion. In light of the
evidence that second-hand smoke causes damage to health this policy has beenimplemented to:

e protectthe staff, childrenand young people and visitors from the effects of tobacco smoke
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e acknowledgethe educational role of the organisation in discouraging children and youn g people
from starting to smoke
e helpingsmokerstoquit

Smokingis notallowed anywhere onthe premises —buildings and grounds.

Staff are recognised ‘role models®and as such are required notto smoke insight of the pupils. This will
include outside the school gates, visits/school trips etc. and include teaching and non-teaching staff.

Visitors
The No Smoking policy appliesto all visitors to the school (including suppliers, supply or temporary staff
and contractors).

Parents and carers
Parentsand carers are informed that Parsons Green Prep has ano smoking policyand must refrain from
smoking onthe school grounds.

Communicating the policy
The following arrangements have been made forinforming people of the policy’s existence:

o Staffwill beinformed of the No Smoking policy at recruitment.
e C(Clearlywordedsigns are sited toinformvisitors thatthe premisesis non-smoking.
e  Staff members will inform visitors of the policy when necessary.

Staff who are smokers

Staff who smoke must use authorised offsite breaks to smoke and this must be out of sight of pupils,
parents and the school premises. Staff must wash their hands before returning to the classroom. Any
member of staff who returns to the school premises smelling strongly of cigarette smoke will be referred
to theirline manager.The school will activelysupport any of its members of staff who would like to give
up smoking.

APPENDIX 28

HANDLING AND KEEPING ANIMALS

The school currently does not keep any mammals but the following procedure should be adopted for
any offsite visits particularly visits to farms and petting zoos.

If animals will be handled, the mostimportantissueis the maintenance of good hygiene. Whenhandling
animals:
e Do not consume food ordrink.
e Cover any open cuts or abrasions on the exposed skin of hands and arms with waterproof
adhesive dressings.
e  Wash yourhands with soap and waterbefore and directly after handling animals.
e Keepanimalsawayfromthe face.

Careful handling of small mammals and other animals is most important; the animals should be
restrained sufficiently so that they cannot damage themselves or the handler.
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Glovesshould notnormallybe worn unlessitis known thatan animal for one reason oranotheris likely
to bite orscratch. Inthis situation a pair of rubbergloves which does not particularlyreduce dexterity is
a sensible precaution.

Handling small animals should always be carried out over a table or trough filled with a soft material
such as sand/sawdust.

Physical injuries
There isalways the dangerof bites and scratches and staff should check that any animals kept/brought
inare docile, friendly and gentlein the presence of children.

Small fingers poked towards the mouths of normally non-aggressive animals may be interpreted as an
offering of food and obligingly bitten.

Diseases, parasites and allergies

The likelihood of diseases being passed on from pet animals is low. However, allergic reactions to
mammals, birds and a few other animals cannot be discounted. These might result from handling the
animals or just from being near themand be detected by the development of skinrashes, irritation to
the eyes and nose or breathing difficulties.

Hand washing soon after handlinganimals will help. Staff should watch forthe development of allergic
reactionsin pupils who come into contact with the animals.

Pupils known to have allergic reactions to specific animals must, of course, have restricted access to
those that may triggera response. In most cases, an allergicreaction will subside once the animal and
the affected person are kept apart;in extreme cases seek medical advice.

Salmonella bacteria may be carried by reptiles; good hygiene is again required, especially if aquatic
reptiles, such as terrapins, are kept. Good general hygiene and hand washing are essential for risk
reduction.

Pupils under five should not have contact with such reptiles or the environment in which the reptiles
live orexercise.

BRINGING PETS AND OTHER ANIMALS INTO SCHOOL
In additiontothe general guidance given above itisimportant that suitable arrangements are made in
advance for the wellbeing of animals forthe short time they are to be on the premises.

When a variety of animals will be together, consider carefully the possibility of unwanted interactions.
Animals must be housed properly and separately whilst on the premises; any containers used to
transportthem must be appropriate and retain the animal securely.

At drop-offs and pick-ups, parents/carers with petanimals will not be allowed in the school grounds.
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ANIMAL SUPPLIERS
The majority of animals available through reputable suppliers present no hazards that good hygiene
procedures cannotaddress.

In order for there to be minimal risk to humans of diseases being transmitted from animals kept in
schools, itisimportant that animals are obtained from accredited or high-quality sources. Unlessthese
are knownto have originated from areliable source, it willnot be possible to be confident that they are
disease-free.

ANIMAL HEALTH

If animals are not keptin scrupulously clean conditions, or come into contact with other animals from
dubious sources, itwillnolongerbe possible to guarantee thatthe animals willremainin a disease-free
condition.

Holiday times, particularly in primary schools, can obviously create real difficulties.
It is preferable that the animals remain at school and suitable arrangements made for their normal
feeding, watering and cleaning. If, however, thisis impossible and animals have to be taken out of school
duringthe holidays, they should not be senthome with pupils or other people unless all of the following
considerations can be satisfied.
e It can be guaranteed thatthe animals will be looked afteras well as usual.
e  Whoeveris caring for the animals must have all the necessary information, equipment, food,
skills, etc.
e  Parents musthave beeninformed and given theirconsent.
e Stepswill be takento ensurethatthe school's animals willnot be able to come into contact with
petanimals (cats, dogs, rodents or other mammals).
e That small mammals cannot come into contact with wild rodents (mice, rats, etc) while off the
school premises.

CLEANING AND HYGIENE

This is clearly important, both for the health of the animals and for those people looking after them.
Hands should be washed beforeand, of course, after cleaning cages, tanks etc. Rubber or plasticgloves
should preferably be worn.

Afterremovingsoiled litter material, cages should be scrubbed with hot waterand liquid detergent.

SOILED LITTER DISPOSAL
Soiled litter should ideally be sealed in strong plastic bags and placed with other waste in dustbins.

UNSUITABLE ANIMALS
It goes without saying that certain animals present unacceptable risks and should not be brought into
school.

Wild birds and mammals taken, eveniflegally, from the ‘wild’ should not be broughtinto schools directly
as they may be harbouring diseases or parasites transmissible to humans.
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APPENDIX 29

BLIND CORD AND CHAIN RISK

The Health and Safety Advisor will identify and document the presence of any looped cord or chained
window ordoorblinds on any premises where pupils may be present. These cords caninclude those at
the side of a blind for opening and closing AND those which are located horizontally alongthe bottom
of the blind for stability (e.g. on vertical blinds). They will ensure that the hazard of blind cords is
identified as part of the risk assessment which must be in place for the premisesor service. Once the
risk has been assessed, the Head must ensure that adequate control measures are implemented and
maintained as a matter of urgency.

Control Measures
Where a risk assessment has taken place, control measures are implemented in line with the level of
riskidentified (often control measures will include practical, simple precautions).

Elimination

The Head will considerthe removal of theseblinds in situations where the risk assessment identifies the
level of riskis high and it cannot be controlled by any other method. Blinds will be replaced withthose
which do not have looped cords or chains.

Control Measures which may be appropriate may include:

e  Ensuring that cords or chains are stowed out of reach so they are not causing a strangulation
hazard.

e Theuse of safety devices such as cord cleats, cord/chain tidies and chain break connectors.

e  Whereloops cannot be stowed away safely they will be cutto ensure that the loopis removed.

e  Furniture (e.g.chairs) will be repositioned to ensure they cannot be used to access looped cords,
or where pupils can become accidently entangled.

e Aregularcheckingregimeisinplace forall blinds which have looped cords or chains to ensure
that they remainin a safe condition.

e  Where new furniture is introduced, or decoration and room layouts have changed, a risk
assessmentwill be reviewed and updated as appropriate.

New blinds

When choosing new blinds for classrooms, the Health and Safety Advisor will select ablind which does
not contain cords or has concealed cords. This will also meetthe CEN standard EN13120 or isendorsed
by the British Blind and Shutter Association.

APPENDIX 30

HIRE OF BOUNCY CASTLES

The school does not own andretain any inflatables onthe school premises. Occasionally, the Friends of
Parsons Green Prep hires a bouncy castle foruse inthe school fair. In this event, they will ensure that it
isa reputable firm and supply their Public Liability Insurance document to the school. The School Office
Manager will also inform the school’s own insurers of the date of the eventand that abouncy castle will
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be on-site. The Head will ensure that adequate levels of adult supervision and restricted numbers of
pupils onthe equipmentare maintained in accordance with the contractor’s guidance. Allrequirements,
restrictions and guidance by the contractor must be adhered to.

APPENDIX 31

FINGER TRAPPING

Early Years pupils are particularly susceptible to such injuries and whilst all doors in schools may
potentially pose arisk, classroom doors, toilet entrance and cubicle doors represent the highest risk of
fingertrappingaccidents.

To minimise fingertrappinginjuries fromthe hinge side of doors, finger guarding devices are fitted on
all Early Years classroom doors.

The overhead doorclosers necessary for fire regulations should be set to close slowly.

Other possible control measures
The following measures are also considered to help prevent finger trappingincidents:
e Reduceorremovethe needfor pupilsto gathernearthe doors.
e Ensurethatessential equipmentis not positioned adjacentto orimmediately behinddoors, e.g.
a paper towel dispenser.
e Increase awareness of staff and pupils to potential risks.
e Preventuncontrolledaccesstovulnerable doors.

Forboth new and existing devices the Health and Safety Advisor ensures there isa brief visual inspection
to check the condition of any protective devices fitted.
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