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THE ROSARY CATHOLIC PRIMARY SCHOOL

HEALTH & SAFETY AND RISK ASSESSMENT 

STATEMENT OF INTENT 
The Board of Governors and Headteacher recognise that health and safety is an important consideration for our school. We will take all reasonable steps to provide a safe and healthy environment for teaching and non-teaching staff, pupils, parents, contractors and other visitors to the premises. All personal data and information maintained in this respect will be held in the strictest confidence in line with relevant legislation.
Aims
· To provide a safe, secure and healthy working environment for staff and children 
· To encourage everyone to take responsibility for being vigilant and to be aware of possible risks whilst also feeling confident and comfortable within their environment
Objectives
· Ensure there is sufficient information, instruction and supervision to enable all people and pupils to avoid hazards and to contribute to their own safety and health at work

· Maintain electrical equipment to an appropriate standard and ensure a safe environment for handling, storing and transporting items
· Administer appropriate procedures according to fire regulations
· Have procedures in place for the safe administration of medicines and for dealing with accidents and illness
· Have  a procedure in place for reporting faulty equipment and near misses
· Maintain regular checks of the building and safety and security
· Be aware of the pressures on teaching staff and the possible effects which stress may have
· Give guidance on lone working and personal safety 
· Give guidance on the use of digital images
· Inform about what should be done in a case of emergency

Allocating Health and Safety Representatives and overall responsibilities

Mr Joe Perkins 



Governor responsible for Health and Safety 


Mrs A C Norris


               
Headteacher

Qualified Paediatric First Aiders (Certified July 2021)

Mr J Perkins (Senior Learning Mentor and Educational Visits Lead

Ms S Evans (Pastoral Lead and Senior Lunchtime Supervisor)

Mrs S Akhtar (Reception Support Staff)

Mrs N Baiai (1:1 Support Staff)

Mrs Burazoronic (Support Staff)
Qualified First Aid Trained (Certified January 2022)
Mrs S Hussain (Support Staff)

Mrs N Imran (Support Staff)

Mrs N Khan (Support Staff)

Mrs Z Khan (Support Staff)

Ms C Daly (Support Staff)

Ms S Mullins (Support Staff)
Responsibilities of individual class teachers
The Health and Safety at Work Act 1974 requires governors and employees, according to their particular roles, to take the initiative on certain matters. The following list is a guide to the particular responsibilities that individuals have.
1. Know the safety measures and arrangements to be adopted in their own working areas and ensure that they are applied
2. Observe standards of dress consistent with safety and/ or hygiene
3. Keep good standards of hygiene and cleanliness in particular at present time during global pandemic

4. Know and apply the procedures in respect of emergencies
5. Co-operate with other employees and the safety representative  in promoting  health and safety measures
6. Report any hazard or breakage
7. Follow health and safety instructions and use appropriate safety equipment and protective clothing
8. Maintain safely tools and equipment
9. Report any incidents, assaults or ‘near misses’
10. Set a good example to the children in their care
11. Supervise pupils and ensure that they know about emergency procedures and safety measures
12. Ensure that pupils’ bags, coats and belongings are safely stowed away
13. Include all relevant aspects of safety in the curriculum according to the science and D &T curriculum.
14. Make parents/ volunteers aware of safety procedures in the classroom/ work area
15. Give clear instruction and warning as often as necessary
16. Ensure that relevant risk assessments are completed and followed
17. Ensure that pupils are made aware of existing and new health and safety information.

 

Responsibilities of Site Manager

1. Ensure all members of staff comply with health and safety regulations
2. Ensure new members of staff receive health and safety information as part of the induction policy.

3. Draw the attention of the Head Teacher to any breach of procedure amongst their team which cannot be dealt with
4. Set a good example to other members of school community

5. Keep up-to-date with new advice relating to health and safety
6. Keep an overview of equipment and substances
7. Complete necessary risk assessments and check that members of their team complete them when necessary

8. Implement existing policies and follow advice and instruction

9.  Ensure up-to date training to comply with current health and safety standards

 

Responsibilities of the Governing Body
1. Ensure the high profile of health and safety in relation to financial planning, personnel decisions and in-service training
2. Ensure that policies relating to health and safety are in place and updated regularly
3. Enable a member of the governing body to have a  key monitoring role in relation to health and safety including a termly walk around the school building  with the site supervisor and Head teacher
4. Approve as appropriate arrangements for residential trips according to LA guidelines
5. Ensure that safety standards for purchased goods and equipment are met and that items offered for sale by the school are safe

 

Responsibilities of the Head Teacher
1. To ensure that the school meets as far as is reasonably practicable, the requirements of the health and safety legislation
2. To regularly review the safety and security of the school building 
3. To undertake risk assessments as and when required and review regularly
4. To put into practice and monitor the procedures described in associated policies i.e. first aid, emergency, fire, reporting of defects
5. To act upon referrals from employees
6. To ensure staff and pupils comply with agreed procedures
7. To record and inform relevant external agencies as and when appropriate
8. To ensure access to this policy and other health and safety information as legally required
9. Advise and inform the Governing Body as to health and safety practice, legislation and compliance
10. To ensure that appropriate logs and records of incidents are completed and acted upon
11. To ensure policies and employees are updated as to new legislation and guidance
12. To ensure that employees have adequate training and information to enable them to act upon health and safety recommendations
13. To ensure that temporary/ supply staff are informed of health and safety practice
14. To report matters of health and safety to the governing body 
15. To report on any audits/ inspections to the governing body and follow-up any necessary actions
16. To ensure that procedures are in place to ensure the safety of contractors and hirers
17. To make sure that  fire drills are held at least once per term and cover a variety of situations including the blocking of an exit, a child not registering and lunchtime evacuation
18. To ensure that escape routes are kept clear and monitor on a daily basis for hazards and emerging issues effecting the health and safety of staff, pupils and visitors, immediately acting with a view to the highest priority the safety of all on site
19. Ensure adequate first aid cover is provided
20. Health and safety team to include staff, governors and school council carry out safety walks to identify potential issues and act on them
Staff involvement through Safety Representative
The staff Health and Safety Representative is Mrs Norris. All staff are informed of all matters in the school regarding Health and Safety through weekly briefings, CPD and email. The school policy is shared with all staff and staff are asked to read alongside other policies including the  Fire Risk Assessment, First Aid, Working at Height and Lone Working. The governor with responsibility for health and safety is Mr J Perkins, who reports on Health and Safety at each FGB meeting.

Responsibilities of visitors 
Regular visitors and other users of the school will be required to observe the safety rules of the school.  The Head Teacher will ensure that visitors are informed of health and safety matters which may affect them during their visit.
   

Communication with Parents 

This is provided through the newsletters, TV screens in the Reception area, text messages or verbally.
Safeguarding 

It is the responsibility of all staff to ensure that their actions do not put the safety or well- being of the children at risk.  Staff must report any child protection concerns to the nominated Designated Safeguarding Leads (A Norris, S Banks, V Sharp or R Percival). Any concerns about general safeguarding in relation to health and safety are reported to the school office and BSS to minimise the risk of a child  being hurt in school. Both must be done as soon as possible.

Safety Training

The school reviews annually staff training for Health and Safety to keep up with developments and legislation. Training is made available within designated school time for all staff in line with the expectations of their role. 

Risk Assessments 

Risk assessments are created when the need arises, - Copy of school Risk Assessment attached. 
· For all trips and off site activities 

· Playground equipment

· On site activities with elements of concern.

· New and expectant mothers

· People on work experience at school

· Contractors 

· Lone workers 

· Caretakers 

· Staff and pupils with specific additional needs
· As part of Return to Work meetings with SLT

· Staff using VDU.s have annual training and advice the BSS with any concerns.

Pupils 
Specific plans are held for SEN pupils, in their personal files. Children who have to have medication in school are recorded on Medical sheets, copies are held in the main office and all teachers have copies for children in their class.
First Aid
Support staff are trained in First Aid procedures. First aid boxes are checked on a regular basis and its contents are updated and ordered when needed. First aid incidents are recorded and procedure as indicated in First Aid policy followed.  
Emergency Procedures

The Headteacher organises regular fire drills on a termly basis.  These fire drills are timed and logged by the Headteacher and kept in the Health and Safety file in the Head’s office. 
Lockdown Procedures 

The Headteacher organises lockdown drills on an annual basis. These drills are documented and logged, any points arising from drill are actioned and details kept in the Health and Safety File in the Head’s office.

Administration of Medicines 
· Only prescribed medicines are accepted in school.
· Medication is held in named boxes in the SLT office.
· A procedure is in place for the administration of all medicines.
· Staff have had up to date training on Epi pens/ Allergy and Asthma – annual training. 
· Medication is taken on school visits and to Church. 
· Any issue of medicine is recorded. 
Accident reports and investigations

· Any child who is hurt is seen by the teacher or a supervisor on duty and may be sent to receive medical attention from the First Aider on duty.  

· All injuries, are recorded in a First Aid/Accident book by the First Aider who is dealing with the injury and a note is sent home with the child informing the parent/carer of the injury.
· All head injuries the office must be consulted and then parents are contacted.
· Parents/carers will be contacted at home or work if:
1. Their child has received an injury that causes concern – hard knock to head/body.

2. Their child presents themselves to a member of staff complaining of feeling unwell.

3. Their child has a rash of unknown origin.

4. Their child vomits.  Children suffering from vomiting/diarrhoea should be kept away from school for a period of 24 hours after the last episode of vomiting and 48 hrs after last episode of diarrhoea.
If a child is taken to hospital by parent or school an Accident Report is completed by the adult supervising first aid at the time.  It is read and signed by the Headteacher.  A copy is kept in the school office.
Accidents resulting in major injury or deaths must be reported to the Health and Safety Executive within 24 hours and followed up in writing.

Staff accidents are reported to the main office and an accident form must be completed.

All accidents are to be reported to the Governing Body as part of the Head teacher’s Report. 
Information on Needlestick Injuries are enclosed in the appendix.

Infectious Disease Control 

Staff will refer to BCC website for appropriate action.

Security and Safeguarding 
· The Safeguarding policy is on the school website and updated as appropriate. An annual review in line with Birmingham guidelines takes place at the first FGB meeting of the year. The policy reflects local and national guidance for safeguarding children. Governors and staff are required to read the policy and sign to acknowledge they have read it and understand their role within school as reflected in the policy. 
· All staff are DBS cleared and the SCR updated with all visitors working within school 3 times within 30 days.

· Visitor control is via electronic entry system, and door entry is via electronic fob.

· All areas are covered by CCTV and car park gates are also electronic with visual entry system.

· Locks are fitted to external doors so that people cannot enter without using the entry phone or ringing the doorbell especially after school hours.

· The gate linking the Rosary Church and school playground is locked.  The key is only available from the school office.

· Exterior lighting has been fitted to main school entrance and staff car park.

· The car park is fitted with automatic gates.

· Additional screening has been fitted to external fencing.

· Home/school visits by staff are always made in pairs.

· School has a Working Alone policy which should be discussed with the Headteacher prior to any commencement of work.

· BSS does not enter building out of hours if the alarm has been activated. Awaits BCC/ Duty person to respond.

Body Fluids

· These are cleaned up by the Site Manager

· Staff are reminded of the importance of hygiene and of using disposable gloves.  These are available in the medical room.

· Waste bags are available in the medical room for “body fluid” waste.
· Each classroom and communal area has a pedal bin for safe disposal of tissues. These are double bagged in line with the covid 19 risk assessment and emptied on a daily basis by appropriate members of the cleaning team.
Head Lice

When the school is notified of a child with head lice a letter is sent out to all parents in the child’s class notifying them of “head lice” and asking them to check the child/children’s hair and reminders to parents
Fire Safety

· Fire alarms are checked twice every year by external contractors.
· Fire alarms in school are tested every Friday afternoon by the BSS.

· Fire extinguishers are checked annually by (appointed company)
· Fire drills are held termly; a report is completed for each drill. These are kept in the BSS’s Fire Log File.
· Fire audits are conducted by an independent company when a change in circumstances dictate i.e. change in personnel.
Emergency Evacuation

· In the event of an emergency the children and staff evacuate to the main playground. Nursery, Reception, 4G and classes accessing the computing suite evacuate to the field via the carpark.  Headteacher informs staff when it is safe to return to classrooms.
Responsibilities during fire drill

	Head teacher/ deputy head teacher
	Supervision of evacuation

Evaluation of procedures

Training and guidance

	Office staff
	Calling the fire brigade
Ensure relevant documentation removed from office

Check visitors

	Teachers (teaching assistant/ mid-day supervisor)
	Roll call

Take absence books outside


 

Critical Incident
· The school has in place contingency measures for critical incidents, following LA guidance, using the Church as first refuge point if safe to do so and St Peter’s College as a second refuge point.
Premises
· BSS conducts daily housekeeping inspection on opening and locking up the school.
· BSS actions a plan to rectify any issues or isolates the area until risk is removed.
· Fixed Outdoor Play Equipment: annual external inspection completed, reports are kept on file. BSS inspects daily before morning play.
· The BSS checks playgrounds daily for e.g. animal mess and glass, fireworks and any other harmful debris.

· The bark is checked and moved around regularly to ensure it is not trodden down.

· The sand is checked regularly and replaced each year by the school.

· Children are not allowed to use the playground without adult supervision
· In line with the current Covid 19 risk assessment the gym equipment is allocated to a specific year group each day.
Tests and checks

	Daily

(site supervisor)
	On arrival

Exits and routes to remain unobstructed

Exit doors unlocked

Main fire panel working

On leaving

Electrical equipment disconnected or switched off

Exit and windows adequately secured

All fire doors closed

	Weekly

(site manager)
	Test fire alarm systems and record in log

Test one alarm each week on a rota

	Monthly

(site manager)
	Check extinguishers are in the correct place

Check emergency lighting and record in log

	Termly

(the headteacher)
	Fire drill – on occasions to include the blocking of an exit, removal of a child and lunchtime evacuation Fire notices are contained in each room.

	Six monthly

(statutory testing)
	Check emergency lighting and record in log

	Annually

 

Statutory testing
	Test fire alarm system

Check door closers all in order

Annual inspection of fire extinguishers

 Check emergency lighting and record in log


 

Statutory Testing 
· Property Log Book up to date and in place (see H & S files).
· Inspection records are kept up to date by BSS.
· All electrical equipment has been tested by an independent company on an annual basis. 

· All repaired computer equipment is re-tested by the same company on their annual visit.

· It is staffs responsibility to report any concerns with any of the equipment that they use.

· BSS is trained and training regularly reviewed and updated.
· School uses BCC key holding service for intruder alarms.
Asbestos 

· A type ll Asbestos Management survey has been carried out in 2007 and has been updated in 2017

· An Asbestos Management plan is available in school files

· Any work requiring penetration of plasterwork is tested for asbestos if no record is currently held.

· Staff are made aware of the areas in school that are being monitored.

· Staff are not to use any item that will pierce the fabric of the building- any such requests should be made to the BCC – blu tack and cello tape should be used to secure items of work to walls.
RAAC 
A survey was completed by Spicer Surveys (October 2023). No evidence of RAAC was detected.
Storage and Use of Hazardous Substances
· All cleaning fluids and personal protective equipment are kept in the Site Manager’s/ Cleaners cupboard and this is kept locked. COSHH assessment and data sheets are available in Site Manager’s office.
· No other hazardous substances are used on our school site.

Cleaning

· The Site Manager manages this on site.  Cleaning of the whole school is undertaken by 2 cleaners employed by the school and cleaners from First Image Cleaning Company.
Contractors on School Premises

· All contractors meet with the BSS prior to their visit to discuss school regulations relating to their work.  

· Contractors on site are not allowed to smoke, play radios or talk to children, and are asked to follow The School Rules –which are given on commencement.

· All contractors are to provide a CDM (Construction Design Management), Risk Assessment and any other documents or permits / checklists requested. 
· All contractors have to report to the office and sign in via the school computerised signing in system during school hours.

· Contractors – are asked to report to the office on each visit e.g. to ensure it is safe to use the large lawn mowing equipment.
· All contractors have to sign schools Safeguarding and  Child Protection Information Sheet
Manual Handling

· Staff should handle all objects with care.  Any heavy objects should be assessed and appropriate equipment should be used.  Techniques such as bending at the knee when picking up objects from the ground should be employed. Staff may prefer to use a trolley located in the staffroom.

Working from Heights 
· Staff are reminded not to balance on chairs or use any other object not designed for the purpose, in such instances step ladders should be used and appropriate footwear must be worn when using kick stools and step ladders.
· Ladders/steps are checked every 6 weeks by the BSS

· Staff must be familiarise themselves with the Working Safely at Heights Policy and Lone Working Policy.

Legionella 

· Monthly checks are made by the 3D and the BSS flushes the showers through on a weekly basis.

Tools and Equipment 
· Any hazardous substances on site are locked in a cabinet in the staff room. 
· Cleaning product to be kept locked away when not in use.
· Any paint is locked in the BSS store shed off site. 
· COSHH sheets are displayed in areas containing chemicals 
Snow and Ice Gritting
· BSS informs HT if snow and ice are affecting the site (approx. 6.30am). A decision is made as regards safety of pupils and staff. Headteacher may decide to close school, otherwise school will be open.
· BSS clears paths for kitchen staff (6.30am) and allows for use of front entrances to school using grit.

· Signage is placed in the car park and at front entrance to advice staff and visitors the surface is slippery.

Sun Safety

· Children are encouraged to wear sun-hats and to play in the shade.

· The children are encouraged to drink plenty of water during play/lunchtimes. Water machines are available around the school.

· The application of sun-cream to a child by a member of staff and school helpers is not permitted in accordance with general child protection terms.  Parents are encouraged to apply sun-cream before the school day begins.
· In the case of extreme and prolonged hot weather children will spend part of their lunchtime outside and the other part in a sheltered area in school. The library, computing suite and classrooms will be used for this. 
Design Technology, P.E., Art Practices

· Teachers are required to check the CLEAPSS Publication – Be safe from time to time, and be mindful of any Health and Safety requirements when drawing up their scheme of works and lesson plans. Any considerations should then form part of your risk assessment for that topic.

· Only teachers have use of staple and glue guns.  Under no circumstances are these used by the children without supervision.
· P.E. Apparatus – the large apparatus both indoor and outdoor is inspected annually by a nominated supplier by the Birmingham City Council.
· Technology Code of Practice in Health and Safety File. 
School Trips

·  Risk Assessments are completed for each trip.

· All coaches for our school trips are from a reputable, established company.
· All parents are asked to complete a consent form and are given details of the trip in advance.

· The pupil: adult ratio recommendation by LA for the activity must be met.

· Meeting held prior to trip will all staff with all staff aware of medical issues/special requirements. No paperwork with children’s details are taken on the trip, but are held in school if required.
· The children are always reminded of the conduct expected of them on a trip and any particular behaviour required i.e. if travelling by foot and crossing roads.

· The class teacher has overall responsibility for the class outing, children and adult helpers.

· Class teachers undertake a risk assessment and complete a risk assessment form, prior to the outing and a record is kept in the main office.

· A first aid kit is available for all trips and is taken on each visit.
Vehicle Movement and Staff Car Park
· Parents are informed on a regular basis, by newsletter and by the Headteacher, not to park on zigzag lines outside school and not to use the staff car park, unless they are helping in the school.
· Signage is now on display outside school to remind parents not to park in designated areas.

· The school has secured access to a community carpark and this is highlighted weekly in the newsletter and through text messages.
· The Headteacher regularly encourages parents and children to walk to school to reduce congestion.
· Footpaths are segregated from vehicles.

· Appropriate supervision for contractor’s vehicles on site.

· Children with specific SEND needs are allowed to use the Church carpark before 8.30am and 2.55pm to allow ease of access to school grounds.

· Unless staff have ‘business use’ on their car insurance policy- no staff cars can be used for emergency transport. However school now has motor certificate for occasional business use with Zurich Insurance.
Minibus 
· School holds all documentation 

· Regular safety checks are completed every six weeks 
· Minibus drivers have to complete an annual licence review and medical self-declaration.
· Authorised drivers are Mr J Perkins and Mrs A Norris.

· School minibus is not loaned out to other persons/schools

· Parental permission is sought for pupils using the mini bus
· Pupils must wear a seat belt at all times whilst travelling 

· No Under 3’s can travel in the minibus without an appropriate car seat 
RISK ASSESSMENT FOR HBV (Hepatitis B Virus), HIV AIDS (Human immunodeficiency Virus) AND FIRST AID
For all staff involved in First Aid please use the following procedures:

· Cover all broken skin, to avoid contact with blood and other body fluids, with a waterproof dressing or use rubber gloves before giving first aid.  Unbroken skin is a natural barrier.

· Wash hands before and after applying dressings.

· When mopping up blood or body fluids with paper towels always wear gloves.

· Do not use teeth when putting on or removing rubber gloves.

· Remove gloves so they are inside out and the contaminated side is not exposed.

· Dispose of gloves by putting them in a plastic bag and placing in a closed bin or incinerator.

· Wash hands and other surfaces immediately after contact with blood/body fluids and after removing gloves.

· Disposable towels should be placed in a plastic bag for incineration.

· Blood stained clothing should be changed for clean ones once wound has been treated.  Handle blood stained clothes with rubber gloves and soak them in cold water before washing in washing machine on a hot cycle.

· When handling needles/sharp objects, take care to avoid accidental piercing of skin, anyone who has direct contact with another person’s blood/body fluids should wash the exposed part of his/her body immediately with soap and water.

· If lips, mouth, tongue, eyes or broken skin are involved wash with clean, cold tap water and seek medical advice.

This policy is renewed by the Governing Body on an annual basis.

This policy is supported by the detailed Health and Safety guidelines from Birmingham City Council.  This document covers a wide range of Health & Safety areas including Needlestick injuries.
Risk Assessments (Toolkit) e.g. Vehicle movement/Pedestrian Access/Egress/playground supervision/animals on school site/electricity portable appliances/Home working/caretaking duties and ground maintenance/contractors on site/fire/gas boiler rooms/First Aid/Medical Administration/storage/general office & staff room/VDU’S/cleaning/glazing/roofs/electronic gates/Evac chairs/automatic shutters /stage lighting/off site visits and minibus use/other organisations sharing school site or hiring facilities/control of substances hazardous to Health (COSHH)/manual handling and moving pupils/manual handling of inanimate objects/Violence physical & verbal/Legionella/Asbestos/site security/classrooms + corridors + lessons + general + toilets + cloakrooms/kitchen (general)/Art/Physical Education (PE/Gym/swimming pools/Science/Design Technology (D & T)/water features including ponds/PTA & PTA Events/Occupational stress/volunteer and parent helpers on site/oil tank/perimeter fence/hinges & closures on doors & windows/slips, trips & falls in school halls/play areas/ponds/dinnertime
Needlestick Injuries

Introduction

Schools, Children’s Homes and Youth centres are busy places and there is always the possibility of accidents occurring. The medical needs of pupils, residents and service users are varied ranging from simple medicines to the requirement to have injections. The injections might be self- administered or given by a member of staff, the used equipment could be a risk to others if handled or disposed of in appropriately.

Conditions such as diabetes can require needles for blood sampling as well as insulin injections. Much of this equipment is now either single use or designed with retractable needles but care must still be exercised.

In addition to the medical use of injections there is also a risk from maliciously discarded needles and syringes from drug abusers. These can be thrown into grounds or gardens or even hidden in toilets and become a risk to Cleaners and Caretaking staff.

However an injury from a used syringe/needle is preventable and only requires simple procedures when moving, handling and disposing of used needles etc.

The generally accepted term for this type of accident is “Needlestick” and is used to describe injuries not only involving needles and syringes but also any other sharp items e.g. Lancet, Scalpel, Razor, Scissors etc. that could be contaminated with infectious material or medication ampoule, drug containers etc. This term will be used in this guidance and means anything with the potential to puncture the skin with the possibility of introducing infected body fluids or unintended medication into the bloodstream.

“Sharps” is the term used to describe items that have the potential to cut or pierce the skin. This might be items of equipment such as scalpel, razors or items of glass etc. and will be used in this guidance in this context.

In addition to the medical use of needles there is also the use of either needles or scalpels etc. in the teaching of science. These may not carry human blood borne viruses but the may have come into contact with animal tissue or are very sharp. These items must also be disposed in a safe and appropriate manner. When ready for disposal a similar process should be adopted for these items as would be for medical sharps.
What are Needlestick injuries?

Needlestick injuries are wounds caused by needles and possibly other sharp equipment/items that accidently puncture the skin. This is a hazard for anyone who uses or assists in the use of syringes or other needle equipment. These injuries can occur when people use, assemble, disassemble or dispose needles etc.

There are occasions when needles are discarded maliciously or incorrectly these then become a serious hazard for employees who clean and service establishments and there have been injuries caused in this manner.

What Are The Hazards Of Needlestick Injuries?

Accidental punctures of the skin by used needles can inject hazardous fluids into the body through the skin. There is the potential for the injection of hazardous drugs, but the introduction of infectious fluids; especially blood is of the greatest concern as these may be carrying blood borne viruses that might lead to AIDS (HIV virus), hepatitis B and hepatitis C.

Safe Working Practices

This can be divided into 3 stages

1.
Prior to use: 

a)
A full risk assessment must be undertaken to identify the risks, who might be harmed and the measures needed to control the risks during planned use and the unexpected discovery of incorrectly or maliciously discarded needles.

b)
Any employee that is required to use or assist in the use of needles or sharps must be informed of the risk assessment and receive appropriate information, instruction and training.

c)
Any employees that are required to collect and dispose of discarded needles or sharps must be informed of the risk assessment and receive appropriate information, instruction and training and be provided with suitable equipment for the task
d)
Except in extreme emergency situations where there is a risk to life e.g. where there is a risk to life without immediate intervention, before any activity where a member of staff may come into contact with blood, or other body fluids then protective gloves must be worn.

e)
Wear facemasks and eye protection (goggles/safety glasses and mask or a full face visor) where there is a risk of blood / body fluid splashes. 

f)
A sharps container must be available that complies with the British Standard (BS7320). (See Appendix 1)

g)
Ensure there are adequate sharps bins of appropriate sizes situated in suitable locations

h)
Place bins at the point of use on a hard even surface 

i)
Keep sharps bins out of the way of children and other vulnerable people

j) 
A sharps disposal pack should be available where there is the possibility of maliciously discarded needles. This should contain protective gloves, forceps/pick up device and portable sharps container.

2.
During use: 

a)
Wear appropriate personal protective equipment

b)
Never carry sharps in your hand 

c)
Carefully assemble the device to be used 

d)
Do not take the device apart unless unavoidable 

e)
If unavoidable use the device provided on the sharps bin to remove needles from syringes and blades from scalpel handles 

f)
Do not re-sheath needles 

g)
Use tray to carry sharps devices

h)
Activate temporary closure mechanism on sharps bin between uses 

i)
Never move an open sharps bin 

j)
Be especially careful of sharps risks during emergency procedures

3.
After Use: 

Safe disposal is the responsibility of the member of staff assisting or administering the treatment.

a)
Dispose of sharps directly into a sharps bin at the point of use
b)
Discard disposable needles and syringes as one unit immediately after use
c)
Dispose of sharps bins when ¾ full 

d)
Dispose of sharps bin securely as clinical waste 

e)
Do not put sharps bins in clinical waste bags 

f)
Sharps, their associated syringes, tubes, bags etc. and drug vials which are not fully discharged and contain prescription only medicine must be treated as ”Special Waste” and must be disposed of in a sharps bin, which must be clearly marked “For Incineration”

g)
Dispose of gloves into waste bag

h)
Wash and dry hands thoroughly 

Maliciously Discarded Needles/Sharps

Staff who may be at risk from discarded needles or sharps must follow the recommended good practice and be aware of “high risk” situations.

Make sure that you know the sort of places where needles may be discarded these

Include:-

a)
Playgrounds and planted areas, grounds of premises, especially secluded areas, toilets and cisterns outside drains etc.

b)
Needles may be deliberately concealed to cause injury

c)
Do not pick up or touch a discarded needle unless you are wearing disposable or protective gloves
d)
A sharps disposal pack should be available where there is the possibility of maliciously discarded needles. This should contain protective gloves, forceps/pick up device and portable sharps container.

On finding a discarded needle: -

a)
When a discarded needle is found prevent any further persons from coming into contact with the needle by placing substantial object over the needle

b)
Where possible put portable sharps container as close as possible to needle/syringe etc.
c)
Use forceps/pick up device to move item into container securely close lid.

d)
Remove sharps container to a safe place to await collection.

e)
Dispose of gloves into waste bag (disposable type only)

f)
Wash and dry hands thoroughly
First aid treatment for needlestick injuries

Immediate first aid

· Immediately wash the wound liberally with soap and water but without scrubbing.

· Gently encourage free bleeding of puncture wounds but do not suck the wound. 

· Dry the area and apply a waterproof dressing. 

· Do not use antiseptics and skin washes - there is no evidence of their effectiveness and their effect on local body defences is unknown. 

In the event of contamination of skin, eyes or mucous membranes: 

· Immediately irrigate the area copiously with water. 

· In the case of eye contamination, irrigate with water. Contact lenses wearers should irrigate both before and after removing any lenses.

Further Action
All injuries of this type must be immediately reported to the Headteacher or Manager who should contact the Occupational Health Units of the hospitals listed in Appendix 2 to make arrangements for the injured person to attend as soon as possible on the same day the injury occurred.

If the Headteacher or Manager is unavailable then the injured person should make contact directly with the Occupational Health Units listed in Appendix 2 to make arrangements to attend as soon as possible on the same day the injury occurred

.

If contact cannot be made with either of these units then the injured person must attend the nearest Accident and Emergency centre. The circumstances of the injury should be explained and that it involved a needlestick injury.  Follow the course of actions advised by the centre.

In the event that the above cannot be carried out immediately then the injured person should attend their own GP, the circumstances of the injury should be explained and that it involved a needlestick injury.  Follow the course of actions advised by the GP.

Reporting

Needlestick and sharps injuries are potentially very serious and must always be reported, recorded and investigated.

All such accidents and incidents must be reported. 

Injured Person

· Report to your manager or supervisor

· Complete an accident form (LACA104) Part 1.

Managers/Supervisors

· Managers and/or Supervisors should establish the cause of the accident or incident and identify what should be done to prevent any recurrence.

· Complete accident form (LACA104) Part 2

· The most senior Manager or Supervisor of the employee and the establishment where the accident occurred must be informed.

Manager or Supervisor of the Employee 

· Review and update risk assessment if necessary. 

· Complete accident form (LACA104) Part 3.

· Forward fully completed accident form to CYPF Safety Services as soon possible and in any event within five working days of the accident.
Appendix 1

A sharps container must be available that complies with the British Standard (BS7320). A full range of sharps bins and emergency syringe pick up kits may be found in the catalogue on the Voyager System.
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2. Primary School Risk Assessment Toolkit
2.1 Introduction

This toolkit describes a simple generic process for primary schools to complete risk assessments capturing all their key premises and activity risks.  The guiding principle of the Health & Safety Executive’s (HSE) more simplified, sensible risk management approach of comparing your existing control measures with accepted good practice is followed (see quote below) rather than ranking risks (e.g. low, medium, high) or using other numerical risk rating methods :

“The law requires you to do everything ‘reasonably practicable’ to protect people from harm. You can work this out for yourself, but the easiest way is to compare what you are doing with good practice. So first, look at what you’re already doing; think about what controls you have in place and how the work is organised. Then compare this with the good practice and see if there’s more you should be doing to bring yourself up to standard” 
A simple decision is then made as to whether the risk is being adequately controlled or whether more needs to be done. Remember, when deciding if more needs to be done that the law only requires you to take reasonable steps to deal with reasonably foreseeable risks – not to do everything possible to deal with every possible risk.  

The completion of this toolkit should not be undertaken in isolation by one individual, but as collective by the School’s Safety Advisory Groups (SAG) or other Safety Committees. Also ensure that staff are involved who are ‘competent’ and understand the risk assessment process.
2.2 Your existing Control Measures and Safe Systems of Work
It is recognised that your school will already be operating with a large number of control measures and safe ways of working in place to reduce the risks on site and for undertaking offsite visits.

Additionally, your facilities will likely have been designed or modified to ensure you can provide a safe working environment. It should therefore be relatively easy for you to record what you actually do to control risks and compare this with good practice. It follows that if you are adopting good practice you will already be controlling the risk adequately, so there is no need to go further and complete detailed risk assessments.

The use of this toolkit will enable you to take an overview of all your key facilities and activity risks, demonstrate in the form of a risk assessment whether these are being adequately controlled, and produce an action plan if necessary to record any improvements required. This document can be regarded as the overarching risk assessment for the school and where more detailed risk assessments are required for other risks such as fire then these can be linked or referenced to the appropriate section in this master assessment. The relationship/links between these other risk assessments and the School Assessment is shown below. Using this more co-ordinated and consistent approach will help you to simplify your risk assessments and reduce the amount of paperwork required.
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2.3 Using the Toolkit to Record a Primary School Risk Assessment.

A three step Identify, Assess and Control process (follow the flowchart in Appendix A) is followed to carry out and document your risk assessment. 

· Step 1 - IDENTIFY
All activities or premises related aspects where there may be a significant risk. Think about who may be harmed and how (use Risk Inventory listing already created for you in Appendix B Sheet 1 and add to or remove sections as appropriate)

· Step 2 - ASSESS 

Compare your existing control measures against good practice (see good practice checklists already provided for you in Appendix B Sheet 1). 

Modify the measures appropriately to reflect what you actually do. Decide whether any further actions are required to adequately control the risk 

· Step 3 - CONTROL
Record the assessment and any further action required (see Appendix C Sheet 1) and monitor and review appropriately.

Involve your staff, safety representatives or others with expertise (e.g. Safety Adviser) as necessary in the process.

The checklist can also double as a self-audit tool you can use periodically to monitor the adequacy of your arrangements. 
2.4 Will the use of the Toolkit cover all Situations where Risk Assessments are required?
No you may still need to carry out and record some additional specific risk assessments e.g. for the following:
· for pregnant staff members on an individual basis

· Where a more comprehensive, detailed or specific risk assessment may be required.

2.5 Evidence

Ensure that throughout the process of adjusting the toolkit to reflect your schools environment and undertakings, evidence is sought and gathered when an appropriate control measure is included from the good practice control measures list. 

Examples of this could be copies of annual inspections for internal and external play equipment are cross referenced; or if periodic training is required for cleaning staff, records are kept.

2.6 Competence
An employer must appoint a ‘competent person’ to help the school meet their health and safety duties. Education Safety Services are employed by Birmingham City Council to provide schools with appropriate advice and support, but schools should also ensure that they have staff in-house to lead and be competent in health and safety.
A competent person is not someone who simply has the competence to carry out a particular task safely. In general terms, the definition of a competent person is someone who has the necessary skills, experience and knowledge to manage health and safety.

Therefore ensure that the school involve staff that have attended appropriate risk assessment training. 
2.7 Safety Services Contacts
For further support, guidance or training contact one of the Safety Team:
	Area
	Name
	E-mail
	Phone

	General Enquires
	Andrew Fields 
	schoolsafety@birmingham.gov.uk
	0121 303 2420
07766 923123


Appendix A - Primary School Risk Assessment Toolkit – 3 Step Process Flowchart
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Appendix B – Primary School Risk Assessment Checklist Sheet 1
	
	Risk Inventory 

(add or delete from the following list)
	                                 Good Practice Control Measures Adopted

Follow Process Flow Chart in Appendix 1 (Steps 1-3)
	Are any further control measures required to control the risk?

Yes/No

	
	     Activity
	Potential hazards
	
	

	1
	Vehicle movement related risks including interface with pedestrians
	Impact with moving vehicles
	(Modify, add to or delete from the following)

● School travel plan in place 
● Designated car park for parents to use at the start and end of the school day. Agreement for parents to use local mosque carpark. Joe Perkins has keys to open and lock in line with agreement 
● Parents cooperate with parking requirements 

● Play areas separated from parking areas 

● Footpaths segregated from vehicles 

● Deliveries and contractors vehicles scheduled appropriately

● Site speed limit and use of traffic calming if appropriate

● Appropriate signage and road markings 

● Designated crossings 

● Appropriate supervision and control of coaches and vehicle movements 

● Adequate space and arrangements in place for access by emergency vehicles 
●Arrangements made for Special Need pupils to park in Church car park with easier access to school.  
	No vehicular access to site

Staff park at rear of school – no children allowed

Meeting organised before any building work commences to agree delivery times

	2
	Pedestrian Access and Egress within school
	Slips, trips and falls/impact with an object
	(Modify, add to or delete from the following)
● Regular inspections of premises and grounds/

● Prompt maintenance of defects
● Spillages and leaks cleaned up immediately 

● Good housekeeping in corridors and circulation spaces 

● Absence of trailing leads 

● Appropriate directional and emergency signage 

● Doors in all areas have finger guards fitted 

 ● Entrances and exits are free from obstruction 

● Procedures in place for snow and ice gritting 

● Contractors works segregated from access and egress points 

● Adequate lighting and emergency lighting where required 

● Stairs and steps maintained in good condition 

● Lifts maintained, serviced and subject to insurance inspection 

● Arrangements in place to remove moss and leaves from paved areas ● 
	BSS does daily walk around

Statutory

Annual inspection on lift, lighting

Finger guards fitted to all doors 

	3
	Playground and supervision
	Slips, trips and falls/ abduction/assault/exposure to infection, allergies etc./poisonous plants, trees etc.
	(Modify, add to or delete from the following)

● Play and sports equipment checked daily before school and annually and pre use inspections carried out – repairs undertaken where necessary
● Numbers restricted on apparatus where necessary e.g. trim trail and only two children per side on climbing wall /Tunnel/Step ropes and Rope Ladder at any one time. 

● In line with covid 19 risk assessment only 1 year group allowed to use the gym equipment on a daily basis
● Impact absorbing surfaces used where a risk of falling is present and equipment one meter clearance from walls, fencing etc.
● Games played in appropriate areas 
In line with covid risk assessment a plan is in place for staggered lunch with only 2 year groups out at any time in separate designated areas. The number of children in designated areas reduced to minimise risk from covid 19 and falls which may result in NHS intervention.
● Adequate number of supervisors 

● Supervisors trained to deal with inappropriate behaviours 

● Adequate first aid arrangements in place

● Staff to inspected play areas in wet or icy conditions and ensure area free from litter and trip hazards  before use.
● Access to playground by dog owners prohibited or controlled

● Grounds maintenance controls such as tree safety and managing poisonous plants

● Areas in poor repair cordoned off  and reported – children are not to use.
● Steps and pathways in good condition 

● security arrangements in place such as fencing, minimised or single point of site access, gates closed where necessary 

● Pupils in line of sight of supervision. 
	Annual inspection of internal & external PE equipment

Number of first aid trained staff always on duty

No dogs allowed on site unless part of curriculum
CCTV and fob entry to school

Annual contract for management of trees and poisonous plants



	4
	Animals on school site
	Exposure to infection/bites/allergies  etc.
	(Modify, add to or delete from the following)

● CLEAPSS  Guidance L56 followed 

● Only healthy animals from accredited sources used 

● Cages and tanks kept clean 

● Arrangements in place for care during holidays and weekends 

● Pupils instructed and supervised in handling animals 
● Pupils with known allergic reactions are restricted from access to animals

● Good hygiene and hand washing 
● All wounds appropriately covered 

● Soiled bedding appropriately disposed of 

● Feeds stored appropriately to avoid contamination 

● Animals not to come into contact with wild rodents etc. 

● Floors and tables cleaned immediately after handling
 ● Dogs on site as part of curriculum teaching will be risk assessed prior to being allowed on site. 

	Visits to & by external farms subject to separate risk assessment

	5
	Electricity Portable appliances, plant rooms  and fixed installation
	Electric shock/fire etc.
	(Modify, add to or delete from the following)

● Schedule for portable appliance (PAT) testing in place 

● Inventory of equipment which requires testing 

● Procedure for reporting defects and taking equipment out of use 

● Pre use checks where appropriate 

● Fixed systems subject to five yearly wiring checks 

● Condition of sockets monitored during site or other inspections 

● Electrical risers and plant rooms locked and access restricted 

●  Isolation points marked where appropriate 

● Any works on the system carried out by approved and competent contractors with appropriate completion certificates  
	Annual PAT undertaken

Statutory maintenance agreement with 3D  Facility Support 

	6
	Lone working
	Potential for accident/ assault/ unable to summons assistance/delayed assistance  etc.
	(Modify, add to or delete from the following)

● School has lone working policy 

● High risk activities appropriately managed e.g. working at height 

● Pre notification of start and finish times 

● Means to summons assistance e.g. mobile phone 

● Adequate security arrangements in place including access controllers 

● All lighting including external lighting adequate 

● Avoid responding to an out of hours alarm if lone working.
	School has a Working alone policy

Access to building is by entry fob system.  Fobs given to permanent staff or long term supply only

Every member of staff has a mobile phone

BSS checks building prior to closing school

School alarm is linked to monitoring station who contact the police

Emergency lighting in place and checked annually

	7
	Caretaking duties and ground maintenance 
	Contact with machinery/fall from height/electrical shock/exposure to chemicals/slips, trips and falls etc.
	(Modify, add to or delete from the following)

● Manual handling assessments in place where a risk has been identified 

● Staff trained in good manual handling techniques 

● Appropriate PPE worn e.g. footwear 

● Lifting aids provided where appropriate e.g. sack trucks, trolleys etc. 

● Pre use checks of hand tools and grounds maintenance equipment .Guards in place where necessary e.g. strimmer’s etc. 

● Equipment appropriately maintained 

● Training and instruction provided where necessary
 ● Appropriate controls in place for working at height including appropriate training for staff 

● Materials safety data sheets and CoSHH assessments undertaken for all hazardous chemicals (see section 20 on CoSHH)

● Where cleaning activities are undertaken these are adequately controlled (see section 15 on cleaning)

 ● Where repairs or other minor works are carried out the asbestos register is checked if necessary 

● Where applicable appropriate controls are in place for spraying weeds etc. this includes CoSHH assessments for weed killing agents 

● The safe use of spraying equipment, scheduling any spraying during out of school hours and appropriate PPE used 
● Legionella Risk Plan is updated with any changes to the water system 
● Fire Risk Assessment is updated with any work or changes to the system 


	Visual checks of equipment undertaken by BSS prior to being used

CoSHH assessments by BSS on all hazardous goods

Asbestos register maintained & shown to contractors prior to work been done
Asbestos sampling to be completed for unknown areas before work commenced

	8
	Contractors on site
	Poor workmanship/unsafe practices/blocked exit routes/inappropriate contact with children/unsafe equipment/unsafe vehicle movements/release of asbestos fibre/electric shock/fall from height/noise/fire etc.
	(Modify, add to or delete from the following)
● AMP (Asbestos Management Plan) and Asbestos Survey checked or completed 

● Landlord Approval Process Completed 

● Pre-Start Checks undertaken and ‘competent’ contractor selected

● CDM notifications  to HSE made for larger projects (over 30 days or 500 person days)

● Pre meeting with contractor prior to work 

● Method statements and risk assessments prepared where necessary 

● Contractors sign in and out and use the log book and asbestos register appropriately 

● Designated routes to contractors areas

● Contractors segregated from pupils e.g. with fencing etc. 

● Work carried out outside of normal working hours  or during holidays where practicable

● Pupils and parents advised of any hazards during works 

● Vehicle movements controlled (see section 1) 

● Contractors equipment and tools in good condition and properly maintained 

● Permit to work used where necessary 

● Appropriate controls in place for hot work 

● CoSHH assessments in place for hazardous materials 

● Noisy activities appropriately scheduled 

● Storage and lay down areas do not obstruct exits and walkways 

● Waste materials are removed from site appropriately 

● Contractors advised of emergency procedures and contractors instructed not to engage with pupils
● Location of buried  and overhead services identified appropriately    
	Any major work is overseen either by BSS and/or Spicer Surveys
Site manager responsible for safety

Pre contract meeting held to discuss health & safety aspects and complete documentation 
Daily  progression meetings undertaken 

	9
	Fire
	Potential for smoke inhalation/exposure to fire/property damage or loss.
	(Modify, add to or delete from the following)

● Fire risk assessment in place and any actions completed 

● Outcome of fire risk assessment shared with other contractors and organisations on site e.g. catering/cleaning etc. 

● Fire emergency plan in place and regular documented drills carried out 

● Fire detection and alarm systems are provided where necessary 

● Fire alarms/emergency lighting and firefighting equipment appropriately maintained and tested 

● Staff provided with training where necessary 

● Safe access for  emergency  vehicles 

● Appropriate sighting of assembly points 

● Fire exit routes signed appropriately and kept free form obstructions 

● Fire doors kept closed and not propped open unless with an approved hold open device linked to the fire system 

● Isolation switches identified 

● PEEPS developed and procedures in place for emergency evacuation of disabled staff or pupils 

● Fire wardens appointed to sweep the building  and designated staff to phone and deal with the emergency services.
● Any notice to improve recommendations issued by the WMFS are completed as a matter of urgency 
●School is to comply with WMFS /Fire Risk Assessment recommendations of ONLY 60 IN TOTAL to be on the first floor at any time and that the corridor area is to be kept sterile. This has been increased by 10% to 66 – confirmed by WMFS 
	Termly fire drills held

Any problems discussed & rectified

All fire alarms & extinguishers  checked annually/BSS conducts weekly/monthly checks 
Staff trained on use of extinguishers

PEEP in place for any disabled children
Fire wardens attended training

Areas for fire Marshalls have been  designated and updated removing staff who have left 
Fire Policy updated with recommendations from WMFS visit 


	10
	Gas/boiler rooms
	Explosion/fire/ carbon monoxide
	(Modify, add to or delete from the following)

● Gas appliance installation/servicing and maintenance carried out by a gas safety registered fitter or company and further inspected by Zurich Insurance on an annual basis.
● Gas meter rooms are kept locked and are adequately ventilated 

● Gas meter rooms are not used to store other items or combustible materials 

● Boiler rooms are kept locked with authorised access only

● Boiler rooms not used for general or combustible storage 

● Fire control measures are in place e.g. fire detectors/fire extinguishers/automatic shut off valves/gas detectors etc. and are properly maintained 

●  Boiler room adequately ventilated 
● Isolator  switches clearly marked 

● Floor areas kept clear of spills/grease/oil etc.
	Annual safety checks undertaken by 3D Facility Support 
Boiler house padlocked – key in office
Ventilation has been fitted as per recommendations  

	11
	First aid
	Non compliance with First Aid at Work Regulations 2010
	(Modify, add to or delete from the following)

● School first aid policy in place 

● Emergency procedures in place 

● Staff attend appropriate approved training courses (including refreshers and paediatric where required) 
● Care plans completed for all children with education

● First aid boxes appropriately sited and stocked 

● Numbers of first aiders are assessed in line with HSE guidance 
● First Aid bags and medication is taken on all outings outside school
	Policy on file

Percentage of staff qualified First Aiders

All trips are accompanied by a qualified First Aider

	12
	Medical administration
	Incorrect dosage or medicine administered. 
	(Modify, add to or delete from the following)

● Schools health and safety policy or separate policy includes administration of medicines 
● No medication permitted in school without written parental consent 

● Log kept of all medicines administered

● Medicines stored in a secure place under lock and key and provided in the original container and labelled correctly 

● Specific training provided to staff in administering medication e.g. emergency epi-pen etc. 
● Pupil medical needs are catered for on off-site visits and sports fixtures   
	Policy in place

No medicine given unless there is written consent from Parent and approval by Governors

All staff trained in use of epi-pen/Allergies and Asthma 
Admin person responsible for medical records

	13
	Storage
	Inappropriate storage/poor housekeeping/ manual handling
	(Modify, add to or delete from the following)

●Hazardous substances stored in accordance with CoSHH assessments 

● Flammable substances including petrol stored in a lockable fire resistance cabinet or approved safety can 

● Shelving and racking properly installed with secure fixings in place 

● Shelving and racking not overloaded 
● Storage organised with heavier objects at waist height or lower levels 

● Appropriate steps/kick stools etc. provided to reach higher shelves (see working at height section 16)

● Good housekeeping to ensure gangways and general access is kept clear 
●Staff are reminded not to bring any chemicals on site without prior approval of the  Headteacher
	All hazardous substances stored in locked metal cabinet.
All paint products store in lockable shed away from school 
Step ladders for use by staff- Checked by BSS
All staff to ensure doorways & gangways are kept clear

	14
	General office and staff room
	Trips, slips and falls/inappropriate use of DSE/poor storage
	(Modify, add to or delete from the following)

● Equipment such as photocopiers properly sited to allow adequate ventilation 

● Equipment maintained in line with manufacturer’s instructions 

● DSE assessments carried out and recorded for office staff to enable them to set up their work stations properly 

● Adequate lighting and ventilation 

● Staff take appropriate breaks 

● Staff are aware of their entitlement to receive eye tests 

● Supplementary equipment such as foot rests document holders etc. are provided 

●  Risk assessments are completed for pregnant staff 

● Storage arrangements appropriate (see section 13 on storage) 

● Kitchenettes in staff rooms are kept clean and there are facilities for hand washing

● Appropriate firefighting equipment e.g. fire blanket is available where microwave ovens are used 
	Photocopiers stored in separate room- Now have to be ventilated away from anything  Flammable
Staff know of break times
Staggered break and lunch time to allow all staff a break without mixing bubbles
Risk assessment undertaken for pregnant staff

Staffroom cleaned throughout the day in line with covid 19 risk assessment
Fire blanket in staffroom

	15
	Cleaning (using own staff) 
	Exposure to hazardous substances/slips trips and falls/electric shock/infection/inappropriate use of equipment
	(Modify, add to or delete from the following)

● Appropriate checks are in place to ensure contract cleaners activities are controlled in line with this section 
●Material safety data sheets and suitable CoSHH assessments completed and documented for all hazardous cleaning substances 

●Less harmful substances are used wherever practicable 
● Appropriate personal protective equipment e.g. rubber gloves are provided and worn 
● Cleaning activities are undertaken after school hours wherever possible 
● Cleaning stores are kept locked and access restricted 

● Arrangements are in place to deal with spillages including those involving body fluids and appropriate PPE used 

● Wet floor warning signs displayed where appropriate 

● Pupils kept away from spillage area during cleaning 

● Cleaners equipment subject to pre-use checks and  PAT testing 

● Faulty equipment taken out of use 

● RCD device used for any outdoor or potential wet condition 

● Cleaners have manual handling training where appropriate 
	Cleaning  sub-contracted to First Image Cleaning Service 


	16
	Work at height/window cleaning
	Fall from height/impact with object falling from height/manual handling.
	(Modify, add to or delete from the following)
● Displays restricted to head height wherever practicable 

● Kick stools/steps are available and used to access higher displays 

● Staff are instructed not to use tables/chairs etc. as make shift steps 

● Floor surfaces suitable for use of steps 

● Staff wear appropriate footwear when using kick stools or step ladders 

● Kick stools and step ladders used appropriately to access high level storage 

● Long handle poles or mechanical openers are used to open high level windows or blinds 
●Ladders only used for short duration work  < 30 minutes and where three points of contact can be maintained whilst climbing the ladder 

● Pre-use checks are carried out of all ladders and step ladders 

● A register of step ladders and ladders is maintained and periodic checks are carried out and recorded 

● Faulty ladders or step ladders are taken out of use 

● Appropriate staff are trained in the use of ladders 

● Ladder used at correct angle i.e. one metre out for four metres up 

● Floors suitable for ladder use ● lone working avoided when using ladders ● area where ladder being used is fenced off or coned appropriately

● Tools and equipment carried in tool belt 
● Work not undertaken in adverse weather conditions e.g. high wind/rain etc. 

● Wheel brakes applied when  towers in use 

● Out riggers used appropriately and in line with manufacturer’s instructions 

● Exclusion zone created under work area with warning signs/barriers etc. 

● Work not undertaken in adverse weather conditions ●

	Towers are only  used by external contractors and are erected by the firm supplying them 

Any work above head height is sub contracted to external contractors
Step ladders are checked By BSS 

	17
	Glazing
	Contact with sharp object and fall from height
	(Modify, add to or delete from the following)

● Low level glass is safety rated or treated with safety film 

● Damaged glass panels are replaced as soon as possible 

● Glazing survey undertaken 

● Window and vents have restricted opening where there is a risk of falling ●  
	All glass is laminated with vision film to some external windows
Inspected as part of H&S reviews 

	18
	Offsite Visits and mini bus use
	Various dependant on activity and risk of road traffic accident
	(Modify, add to or delete from the following)

● BCC Offsite Visits Manual and guidance followed 

● Education Visits Coordinator (EVC) appointed and trained 

● Staff leading visits have appropriate training where required 

● Adventurous activities and residential trips are reviewed by BCC 

● Risk assessments are prepared for all aspects of each trip by where applicable 

● Head or other responsible person has final approval of trips 

● Appropriate insurance arrangements are in place 

● Where necessary the provider completes the providers questionnaire which covers their safety management systems 

● DBS checks are carried out where necessary 

● Document checks for drivers are carried out where necessary 

● An annual review of all trips is undertaken which includes any health and safety issues 

● Staff who drive mini buses are MIDAS (or equivalent) trained 

● Staff have appropriate driving licence (D1 where necessary)

● Mini bus maintained and serviced in line with requirements 
● Any lifting equipment is subject to insurance inspection 

● Pupils use seat belts and are supervised

● First aid kit and fire extinguisher available 

● Pre use vehicle checks carried out 
● Arrangements in place to cover break down or emergency  
	Ed visits co-ordinator appointed and has been on training. JP is ed visits co-ordinator
Each trip has a separate risk assessment

Transport is hired or school minibus is used

Joseph Perkins is Midas trained

School Mini bus checked 6 weekly 

Children are taken to sporting events in School  minibus with parental consent 


	19
	Other organisations sharing school site or hiring facilities
	Various e.g. fire/unsafe acts and conditions arising from their operations or the operations of a school which may affect each other.
	(Modify, add to or delete from the following)

● Organisations briefed and provided with appropriate information on health and safety matters that affect them or require their cooperation e.g. fire procedures 
● Organisations share appropriate information with the school on their policies, procedures and risk assessments which may affect the schools operation 
● Clear  definition of boundaries or buildings occupied by any organisation sharing/hiring and appropriate locking or access control systems in place to prevent inadvertent entry
● Clear defined responsibilities regarding facilities management issues such as who owns and who is responsible for the maintenance of any plant and equipment etc. 
● Policies and agreements in place to cover hiring arrangements  
	No external letting

	20
	Control of Substances Hazardous to Health (CoSHH)
	Exposure to chemicals/infection/fire etc.
	(Modify, add to or delete from the following)

School should check the local arrangements for CoSHH under sections headed caretaking/contractors/cleaning/science/Art/D&T. 

● Material safety data sheets (MSDS) are available and CoSHH assessments are carried out 

● Control measures are in place for use of all hazardous substances 

● Hazardous substances are stored in line with CoSHH assessments and MSDS 

● The appropriate engineering controls e.g. local exhaust ventilation (LEV) are in place where necessary and equipment inspected and maintained annually 
 PPE is provided and used where necessary 

● Arrangements are in place to deal with spillages 

● Hazardous waste is disposed of appropriately ●    
	COSHH details are kept with BSS where applicable

Contract with PHS for the removal of hazardous waste

	21
	Manual handling and moving of  pupils


	Unsafe lifting practices
	(Modify, add to or delete from the following)
● Staff should assess if lifting is within their capability and if not refer to the caretaker 
● Caretaker assessments are carried out and advice given on method for  individual tasks 

● Staff are trained in appropriate manual handling techniques and use of lifting aids e.g. hoists where required 

● Any lifting aids are subject to regular documented checks including insurance inspections 
● The environment in which moving and handling activities take place is suitable 

● Personal emergency evacuation plan (PEEPS) in place where necessary 
●Further inspections are carried out by Zurich Insurance 
	PEEPs in place for all relevant people

Staff have been trained in use of Evac chair

Passenger lift serviced through Acivico

Evac chair serviced annually by supplier

	22
	Manual handling of inanimate objects
	Unsafe lifting practices
	(Modify, add to or delete from the following)

● Manual handling risk assessments are carried out for those tasks that are in the range of  load limits or repetitious tasks set out in the Manual Handling Operations Regulations 

● Staff are given appropriate lifting and handling training 

● Suitable lifting aids are available where required e.g. trolleys and sack trucks 
● Manual handling risks are considered for pregnant staff where necessary

● Storage is advised so that heavier items are at waist height and more light weight items stored at a higher level 

● The environment in which lifting and handling activities take place is suitable 
	BSS organises storage so that it is acceptable for him

	23
	Violence (Physical and Verbal
	Exposure to violent incident
	(Modify, add to or delete from the following)

● Staff are aware and trained where necessary in how to deal with violence or aggression from or between pupils and/or parents 

● Systems are in place to deal with intruders 

● Procedures are in place to record any such incident 

	

	24
	Legionella
	Exposure to hazardous aerosols containing legionella bacteria
	(Modify, add to or delete from the following)

A legionella survey has been carried out and any actions addressed 

●  Key staff  receive training on Duty Holder/ legionella 

● Water temperatures are monitored as required at the location specified in the survey and at the appropriate time interval e.g. monthly 

● Dead legs have been identified and removed where necessary
●  Caretaker flushes through showers on  a weekly basis  
	Legionella surveys carried out as part of statutory testing

BSS/Head teacher
attended duty holder training
Monthly, Quarterly and Annual checks are completed by 3D Facility Support 


	25
	Asbestos
	Exposure to hazardous airborne levels  of asbestos fibres
	(Modify, add to or delete from the following)

An asbestos management survey (formally type 2) has been carried out (2007) where appropriate for the site which identifies the location/type of any residual asbestos containing materials (ACM). School is to update survey to take account of revised criteria
● Where it is proposed to disturb /demolish or rebuild any area which may contain ACM  a full demolition and refurbishment survey (formally type 3) has been carried out prior to works commencing 
●BCC Landlord Approval requested and obtained 
●  Any remedial works to seal ACM has been carried out 

● Emergency procedures are in place to seal off areas where release of fibres is suspected or reported 
● Key staff have been trained in the risks associated with asbestos 

●  School Asbestos Management Plan (AMP) is up to date and communicated to relevant staff
●Staff are reminded of risks through training and termly information. 
● Any work requiring penetration of plasterwork in an area that we have no information on Asbestos  – a sample will be obtained by a contractor before work goes ahead  
	Asbestos management plan in main office is updated and reviewed every 6 months 
Contractors informed prior  to commencement  of work

Type 3 carried out  in identified areas prior  to work

Clearance certificates stored with asbestos plan



	26
	Site security
	Exposure to Violence or assault/damage to property/child protection issues/theft.
	(Modify, add to or delete from the following)

● School have assessed the school site security arrangements to assess the adequacy of their arrangements 

● Procedures in place for locking and unlocking buildings 

● A range of security control measures in place as appropriate including fencing/access control systems/CCTV and any other child protection measures necessary in line with the findings of the above assessment 
●Door entry system is in place and school has an electronic signing in system
●The staff car park has automated gates which are serviced annually

●Fencing has now been completed to infill spaces on all fencing adjacent to the road.
	Gates are locked  at start of school day & entrance to school is via intercom

School is alarmed and monitored via Redcare

CCTV in place



	27
	Classrooms/ corridors/ lessons/ general/toilets/cloakroom
	Slips, trips and falls/electric shock and any other unsafe conditions.
	(Modify, add to or delete from the following)

● Floors in good condition to prevent slips, trips and falls 

● Pupil bags and coats stored appropriately to prevent obstruction in corridors and circulation spaces 

● Trailing cables have been removed, relocated or tidied in such a way e.g. using cable ties etc. 

● Socket extensions are not overloaded 

● Tools or scissors etc. are not left unsupervised in classrooms 

● Housekeeping standards are adequate to prevent slips, trips and falls 

● Chairs and desks are in good condition 

● Class sizes and space requirements have been assessed in line with Department for Education Guidance 

● Adequate numbers of toilets and changing facilities are available for both pupils and staff including disabled facilities 

● Hand washing and personal hygiene is covered in pupil codes of conduct and appropriate facilities are available in all curriculum areas

 ● Sanitary disposal bins provided where necessary 
	Visual inspection on a daily basis by the BSS

Adequate number of toilets for pupils & staff

Disabled toilet facilities in 2 areas

Sanitary disposal in appropriate areas
Hand sanitising units in place at all entrances for children and visitors


	28
	Kitchen (general)
	Inadequate personal /food  hygiene arrangements/slips trips falls/contamination/exposure to hot surfaces and substances/fire/gas/explosion
	(Modify, add to or delete from the following)

Where school employ their own staff the following controls should be in place, where a catering contractor provides the service the school satisfies itself that these arrangements are in place.

● Appropriate food hygiene management system in place, e.g. safer food better business ● Staff trained and have the appropriate food hygiene certificate 
● Surfaces in contact with food are easily cleaned and maintained 
● Cleaning regimes in place 
● Appropriate separation of cooked and raw foods 
●Freezer temperatures recorded 
● Cleaning materials are adequately separated from food and have appropriate CoSHH assessments 
● Staff are given appropriate PPE e.g. overalls, gloves, aprons and non-slip footwear 
● Suitable storage and waste disposal arrangements in place for waste food and refuse 
● Adequate hand washing facilities in place for staff 
● Spillages cleaned up immediately to prevent slips/trips/falls 
● Location of gas and electrical isolation valves clearly marked and staff can operate them 
● Appropriate firefighting equipment provided e.g. fire blanket or wet chemical agents for fires involving hot oil/fat 
● Extractor hood above cooking appliances maintained and cleaned 
● Kitchen is deep cleaned at regular intervals 
● Risk assessments in place for all catering equipment and catering activities to include deliveries etc. 
● Where catering contractors are used it is clear who owns and maintains the cooking equipment 
● Pest control measures in place where appropriate e.g. regular inspection of dried food for signs of damage to packages/droppings etc. 
● Servery organised to ensure hot containers not accessible to pupils 
● Hot counters/surfaces display warning signs where necessary 
● Perspex screen in place at counter in line with covid 19 risk assessment
	Catering is contracted out to Direct Services

All necessary arrangements are in place
Statutory testing is completed for equipment 

Catering staff and Lunch supervisors clear any spillages 

External Flues cleaned as recommended 
Perspex screen in place in line with covid 19 risk assessment



	29
	Art
	Exposure to adhesives/sharp objects e.g.  knives/hot surfaces e.g. kilns/exposure to clay, glazes, plaster of Paris etc.
	(Modify, add to or delete from the following)

● CoSHH assessments and appropriate control measures in place to cover use of hazardous substances e.g. adhesives etc. 
● Paints and adhesives are substituted with non-toxic water based alternatives wherever possible 
● Craft knives  used under supervision and stored  safely 

● Clay dust is minimised by damping down and cleaning appropriately (i.e. not swept dry with a brush) 
● Glue guns and plaster of Paris etc. used under supervision   
	All materials purchased for use by children are non-toxic water based

Children are supervised when using scissors.



	30
	Physical Education (PE)/gym/swimming pools
	Unsafe condition of equipment and grounds/inappropriate actions or behaviours during PE activities
	(Modify, add to or delete from the following)

● AFPE  Guidance followed to assign appropriate controls to relevant PE activity
 ● PE teachers suitably qualified via the National Bodies controlling the relevant sporting activity 
● Equipment inspected annually by a competent sports equipment contractor 
● Off site fixtures appropriately controlled with emergency arrangements in place 
● Staff first aid trained where required 
● Health and safety arrangements considered where other organisations use facilities e.g. hiring (see section 19) 
	Swimming takes place off-site @  Erdington Swimming Baths, run by Birmingham Council 

Qualified coaches lead swimming groups

Covid 19 risk assessment in place as agreed by Birmingham Council

 P.E. equipment external & internal undergoes an annual safety check
Fit4Schools support with coaching. All coaches have relevant qualifications 

	31
	Science and Design & Technology (D&T)
	Exposure to chemicals/biological agents//slips trips and falls /unsafe condition of equipment. 
	( School has copies of general guidance for primary school science and technology and access to primary school CLEAPSS guidance 
( Where relevant guidance cannot be found staff consult CLEAPSS  
( Model risk assessments on CLEAPSS are modified appropriately for the school  and control measures written into schemes of work 
( Supervision ratios are in line with guidance 
( Equipment, materials and tools stored safely, chemicals and any other hazardous items are locked away 
( Where animals or other living organisms are used CLEAPSS Guidance e.g. L56 is followed (see section 4) 
( Staff are trained appropriately 
( Pupils at Key Stage 1 do not use expanded polystyrene 
( Glass containers not normally be used by pupils in Years Reception to 4, but can be used in Years 5 and 6 when the nature of the work means that there is no realistic alternative 
( Scrupulous hygiene (thorough hand washing) ensured before and after cooking activities or when handling animals 
	School subscribes to CLEAPPS and follows their guidelines

	32
	Water features including ponds
	Drowning/slips, trips and falls/infection
	(Modify, add to or delete from the following)

● Schools follow CLEAPSS guide L221 Developing and Using Environmental Areas in School Grounds 
● Edges of pond clearly visible 
● Depth kept as shallow as possible  (maximum depth infants 60cm, junior 75cm and secondary 100cm) 
● Pond in line of site of nearby school buildings 
● Slips/trip hazards eliminated from surrounding area 
● Edges open for access  gently sloping or flat 
● Smaller ponds have steel mesh grid fixed over the top 
● Ponds in primary school fenced to 1.1 metre high with lockable gate
● Appropriate levels of supervision in place accounting for pupil age and special needs 
● Appropriate warning signs posted where applicable e.g. deep water 
· ●  Pond enclosed in gated area
· Pond built at a height on 60cm 
· Wire installed around perimeter of pond area 
· Pupils are not allowed unsupervised in area 
· Risk assessment to be conducted for activities  
	Wire covering over water feature 
Signage by water feature 
First Aid knowledge updated by all lunch time supervisors  

	33
	PTA and PTA run events
	Slips, trips and falls/fire/contact with moving vehicles or other objects/manual handling/electrocution etc.  
	(Modify, add to or delete from the following)

School or PTA complete risk assessment for events, which includes: 

● overcrowding ● use of external companies/contractor’s ● insurance.● use of specialist equipment. ● pedestrian/vehicle segregation ● first aid cover ● unauthorised entry ● welfare facilities  ● manual handling (see section 22) ● external and internal areas ● cables  ● electrical equipment and sockets ● fire (‘hot’ activities) ● food handling ● generators  ● bottled gas  ● stands and stalls ● licensable activities ● communications  ● animals on site used for events (showings)  ● bouncy castle/inflatable’s ● discos ● weather conditions ● dog fouling ● alcohol and drug abuse ●  violent behaviour  ● outdoor stage area ● skate park/skating  ● tent and marquee ● graffiti/spray painting  ● break dancing/dancing of other types ● Henna and face paints ● BMX/Cycle tracks ●
	We do not have a PTA

	37
	Occupational Stress
	Short or long term psychiatric illness or ill health
	(Modify, add to or delete from the following)

● Follow BCC’s guidance for schools on managing stress 
● More detailed survey carried out against HSE stress management standards if appropriate 
● Referral to Occupational Health where necessary 
● Open door policy applied 
● Flexible working considered etc. ●
	We subscribe to BCC HR/ER and use their expertise for advise

We also subscribe to Staffcare (a BCC agency offering support to all LA staff)

An element of our staff absence insurance also offers support

Policy in place for staff 
Wellbeing policy and plan in place. CPD to support children and staff. Nominated members of SLT leading (Vicky Sharp) and Sarah Evans Mental First Aid trained 

	38
	Volunteer and Parent Helpers on Site
	Safeguarding/ accident/ injury
	● DBS Check undertaken 
● Induction brief to include safety and parameters of their role within the school are clearly defined from the outset 
● Document checks (Licence, MOT, Insurance etc. where necessary) 
● Volunteers/ parent helpers are not asked to carry out tasks that fall into a teachers responsibility 
● Volunteers/ parent helpers are not exposed to dangerous or hazardous substances/ equipment or conditions 
● Volunteers/parent helpers are made aware of expectations with regard to confidentiality, Data Protection Policy , Equal Opportunities Policy etc. 
● Volunteer/ parent helpers advised of the extent of the insurance cover available 
● Volunteers/ parent helpers using their own car to transport children other than their own children to school events, (sport, music etc.) made aware of the school policy and advised to check with their car insurance company to ensure that they do not contravene their insurance policy conditions 
● Volunteer/ parent helper declaration signed and dated 
	All visitors & volunteers are escorted around school until an enhanced DBS has been obtained



	39
	Oil Tank
	
	The tank is clearly labelled with the fuel type it contains  ● valves are labelled so everyone knows what they control ● aware of the tank capacity, and how to use its contents measuring system and the information it provides ● aware of how to isolate the tank to stop the oil flow if there’s a leak in the pipe work or valve ● aware of pipe work and where it runs ● plants are not growing around or too close to the tank ● room for movement around the tank safely  ● screening at least 600mm/2 feet away from the tank ● Routine inspection and maintenance is undertaken  ● checks are made for signs of corrosion or degradation (oil staining, rust, discolouration, cracks, crazing) damage, interference and any obvious leaks signs of distortion or bulging ●
	N/A

	40
	Perimeter Fence
	Sharp triple pronged tops and edges to fence could result in finger trappings or amputation
	●Survey undertaken of perimeter and internal fences checking for any climbing points and potential security weaknesses 
● Where triple pronged fence in place the height is at least 2.5 metres in height
● Signage in place 
● All overhanging branches and trees removed to 
●  Pupils supervised when in area 
● Replace sections of lower level fence
 ●Fencing adjacent to roadside has been filled in with wooden slats 
	Visual check of perimeter fence is taken daily

Fence is at least 2.5metre high

Trees are subject to annual maintenance check & pruned when necessary

	41
	Hinges and Closures on doors and windows
	Tapped or crushed fingers in door or windows
	● All doors have finger guards fitted in early years areas 

● Windows can’t be accessed by pupils 

● restrictors fitted on windows where risk of pupils falling 

● All trapping points on hinges and mechanisms assessed and considered 

● Window locks/ blocks in place to prevent pupils opening or closing windows 

● Store cupboards locked when not in use
	Finger guards fitted on all doors throughout the school

Restrictors fitted on windows where necessary

Cleaning materials Store cupboards are locked

	42
	Slips, trips and falls in school halls
	Risk of slips, trips and falls due to spillage of food and drink during lunch time causing multiple injuries
	● Specific risk assessment undertaken for hall and in particular during lunchtimes 

● LTS job description to identify and deal with spillages 

● LTS received appropriate training on hazard identification and dealing with spillages

 ● Signage available 
● Clear procedure for dealing with spillages 

● Mops and other cleaning products available 

● Adequate levels of supervision at lunch time 

● Hall cleaned down and spot mopped after lunchtime services 

●Hall floor mopped daily and buffed very week
	Catering staff clean all spillages immediately

Senior lunchtime supervisor in hall to  supervise children with additional members of staff supporting
Hall cleaned after every year group in line with covid risk management plan 

Hall cleaned after mealtime by catering staff
Cleaned every night by cleaners & buffed weekly

	43
	Add additional risks or activities here
	
	· Data protection Risk as per GDPR regulations due to become law  28th May 2018
	Staff trained annually in GDPR
Audit of data in school to be completed 

Annual audit by external company with action plan in place

Vicki Sharp has role of DCO

	
	
	
	
	

	
	
	
	
	


Appendix C – Primary School Risk Assessment Action Sheet 1
	Ref No.
	Risk or Activity
	Additional Controls and Actions required (transferred if necessary from sheet one)
	Action Owner
	Target Date
	Completion Date

	9
	Fire
	School is to comply with WMFS /Fire Risk Assessment recommendations of ONLY 60 IN TOTAL to be on the first floor at any time and that the corridor area is to be kept sterile. Increased to 66 with WMFS permission dt June 2017
	AN 
	Feb 2017
	June 2017

	10

	 Gas /Boiler Rooms 
	Ventilation to be fitted as per recommendations
Work completed and invoiced see EAKH 016031 for evidence 

	  RH/DPB
	March 2017
	May 17


	18

	Trips 
	Children are taken to sporting events in School  minibus with parental consent 


	 JP/TK 
	  Feb 2017
	Feb 2017

	32
	Ponds
	risk assessment is to be conducted 

Consider extra wire covering  - done 
Signage required – done 
First Aid knowledge updated – covered in Training 
	 JP/LM
	March 2017
	Dec 2017

	25
42
	Asbestos 
Slip/Trips
	School to commission a  new Asbestos Survey 
Specific risk assessment undertaken for hall and in particular during lunchtimes 
	DPB 
	Feb 2017
Feb 2017
	Feb 2017
Dec 2017

All work actioned

Annual review of AMP – last done Jan 22

	43

	GDPR 
	School to prepare for GDPR 
	AN/VS
	May 2018
	July 2018
Annual review by external group

Last undertaken 02/21

	
	
	
	
	
	


	Assessment Completed By
	Position/Role
	Date
	Review Date
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