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HEALTH, SAFETY and WELLBEING

Policy Overview for Parents

At High Street Primary School, your child’s health, safety and wellbeing are our top priorities.
We follow the Vale of Glamorgan’s Health and Safety Policy and regularly review our own procedures to make sure the school is a safe and supportive environment for pupils, staff and visitors.

Our Commitment:
· Keeping our school site, activities, and routines safe for everyone.
· Making sure staff are trained to deal with health, safety and wellbeing matters.
· Carrying out regular risk assessments (school routines, trips, building, resources, events).
· Recording and responding to accidents, incidents and medical needs appropriately.
· Ensuring staff, pupils, parents and visitors know the rules and responsibilities that keep  
· everyone safe.
What Parents Should Know:
· All visitors (including parents helping in school) must sign in and out at the office using the      electronic system and wear a badge.
· Staff will make sure volunteers are aware of school safety guidelines.
Medication:
· Medicines can only be given in school if parents/carers complete a medical form (available from the office).
· Medicines must be in the original packaging with dosage instructions.
· Medicines are stored securely in the office (or in class for specific needs like asthma inhalers).
· All medicines given are recorded in our medical log.
· For cuts and grazes, staff use lint and tape dressings – no plasters, creams or disinfectants.
Accidents & Illness
· Minor accidents are recorded in our Accident Book and a slip is sent home.
· Parents will always be contacted about bumps to the head.
· For more serious accidents, parents will be called immediately and asked to take their child to   
· A&E.
First Aid
· We have trained First Aiders on site.
· First Aid boxes are available throughout school and checked regularly.
· Staff act ‘as a prudent parent would’ when a child is ill or injured.
Fire Safety
· Fire drills happen once every half term.
· The fire alarm is tested weekly.
· The building has clear signs and evacuation procedures in place.
School Trips
· All trips are carefully risk assessed.
· Only trusted and approved coach companies are used for transport.
· All trips are logged with the Vale of Glamorgan using their EVOLVE system.
Site Safety
· The school gates are closed during school hours.
· Pupils arriving/leaving by taxi are escorted by staff.
· Contractors working on site are fully checked and supervised.
What We Expect from Pupils
· Children are taught to:
· Take responsibility for their own safety and the safety of others.
· Follow staff instructions, especially in emergencies.
Working Together
· Parents can support us by:
· Following school procedures for signing in/out.
· Completing medical forms when needed.
· Informing staff of any changes to a child’s health needs.
· Talking to us if they have any safety concerns.
____________________________________________________________________________________________________________________

POLICY STATEMENT

The Head Teacher of High Street Primary School acknowledges, in accordance with the Vale of Glamorgan Health and Safety Policy she is responsible for: -

“The day-to-day Health, Safety and Wellbeing Management of School and Staff.  The responsibility includes ensuring staff are aware of safety rules and procedures which apply.  In particular the Head Teacher is expected to be aware of arrangements governing educational visits and holidays and regulations regarding visitors whilst on the school premises”.

STATEMENT OF INTENT

· To provide appropriate control of the health, safety and wellbeing risks arising from within our school;
· To consult and inform our employees on matters affecting their health, safety and wellbeing;
· To ensure compliance targets for health, safety and wellbeing are met and that there is regular reporting, monitoring and management of compliance ensured through appropriate and relevant training for staff;
· To respond to HSE and or any other enforcement authority investigation request and Enforcement Notices;
· To agree and implement remedial action required by enforcement Notices, on behalf of the Director and ensure that adequate up to date information is passed to the Corporate Health, Safety and Well-being team. 
· To ensure that suitable, sufficient and appropriate records are kept on all health, safety and wellbeing matters, inspections and test;
· To review and revise this policy as necessary at regular intervals.

S McKee (Head teacher)

ORGANSIATIONAL RESPONSIBILITIES

Headteacher:
· To ensure health, safety and wellbeing is addressed on a daily basis and through the 3 tier system of inspection and management.
· To ensure risk assessments are completed and there are adequate control measures in place for the health, safety and well-being of those they may affect, to include day to day routines and activities, the environment, resources, trips and events; 
· To ensure all employees are aware of emergency procedures;  
· To enforce safe working methods and procedures including the wearing and use of personal protective equipment, where required;  
· To implement occupational health’s recommendations for reasonable adjustments as far as reasonably practicable;  
· To investigate accidents, incidents and near miss situations, liaise with the corporate  
· To ensure that all staff receive timely health, safety, and well-being training.

Governors:
· To ensure Health and Safety is an agenda item at Governors meetings.

Deputy Headteacher:
· To liaise with the Head teacher on a regular basis regarding health and safety.

All Staff:

· Where appropriate, manage environmental observed risks immediately, e.g. spills, toys and resources as tripping hazards;
· To raise health, safety and wellbeing concerns when observed and not appropriate to self-manage, alerting a member of SLT or the caretaker to any imminent or potential dangers. To also record, e.g. observed damage to building, equipment, furniture or fittings, in caretakers ‘workbook’, located in the office.
· To complete risk assessments and ensure control measures for health, safety and well-being to include day to day routines and activities, the environment, resources, trips and events. 
· To wear personal identification badges day to day.
· To attend health and safety training and make their manager aware if their compliance training is out of date or they do not consider themselves trained to conduct any task or activity. 

Caretaker:

· The caretaker is to be informed of any change to the school’s current health, safety and wellbeing policy. 
· To carry out daily and weekly inspections and tests in accordance with LEA checklists and keep an accurate record of these.
· The caretaker locks and unlocks the school.  The Vale Security are the main key holders for the school.
· The boiler room is maintained by the caretaker and kept free of any combustible materials.
· The caretaker along with the Head teacher is designated ‘contact’ person for reporting faults and liaising with contractors on site. 
· To ensure all compliance testing is completed and action plans implemented.  

School Business Manager / Reception Staff:

· To ensure all visitors use the electronic visitor management system to sign in and sign out of the school.
· To ensure that all visitors wear visitor badges printed from the visitor management system.
· To support the Headteacher on Health and Safety issues.

Lunchtime Supervisors:

· To report all accidents/incidents to the Head teacher or a member of SLT without delay.
· Ensure protocols and procedures in line with managing and controlling risks during the lunchtime period in line with job description.

Pupils

Pupils are expected to:-
· Exercise personal responsibility for the safety of self and peers.
· Follow all the safety rules of the school, and particularly the instructions of teaching staff given in an emergency.

Visitors:

· Visitors are to report to the Reception Area and sign in using the electronic visitor management system.
· Wear the badge produced by the visitor electronic system.
· Sign out when leaving the school.
· Parents and volunteers helping in the school are required to sign in/out of the building. Staff are expected to ensure parent helpers are aware of High Street Primary School’s guidelines for Health and Safety in the school working environment.

ARRANGEMENTS

Induction and Training

· Each new member of staff or pupils/ adults who visit the school on work experience training will be made aware of the school’s Health and Safety Policy.
· Health and Safety training will form part of INSET days and professional development sessions.  Mandatory IDev modules will be identified and completed by all staff where appropriate to roles and responsibilities.

RISK ASSESSMENTS

· Risk assessments are to be carried out by staff and will be reviewed on a regular basis, or as and when necessary.  
· All teaching staff will use EVOLVE, the Vales outdoor visits monitoring system for visits off site.
· Risk assessments are carried out for manual handling activities and for all substances used within the school (COSHH).
· Spills will be reported without delay and are to be cleaned straight away.

MEDICATION

· Parents must complete a medical form before any medications can be accepted or given to children.  These are available in the reception area of the office.
· Asthma inhalers are kept in classes.
· It is a parental / carer responsibility to ensure no medication is kept on a child’s person or in their bag where it is accessible to others.  
· Medicine should be in the correct box with the dosage clearly stated.
· Medicines are to be safely stored in the general office and they should not be accessed by pupils or unauthorised persons.
· All dosages administered are recorded in our Medical log.
· Regular medication for specific cases (e.g. Epilepsy, Diabetes, the administering of Ritalin) is kept in classrooms where appropriate.  Trained members of staff are able to administer the recommended dosage on the container. 
· In the event of cuts and grazes no cotton wool, disinfectant or creams are to be applied.
· Plasters are not to be used directly onto a wound. Tape can be used to attach lint or similar type dressings. 

ACCIDENTS

· The majority of accidents will be of a minor occurrence - low risk and low impact. 
· An ‘accident’ is defined as an occurrence where someone sustains a physical injury.  Accidents will be recorded in our Accident Book by the person who first deals with it and a slip sent home so parents / carers are informed.
· If the accident is such that a visit to hospital is required, parents will be contacted as soon as possible to inform them of the accident and to ask them to take their child to A & E. 
· Parents will be contacted regarding all bumps to the head.

INCIDENTS

· An ‘incident’ is defined as ‘any other occurrence’, or anything with the potential to injure or harm persons or property.  In this instance, an incident form will be completed. 
· If an ‘incident’ is behaviour related, a Behaviour Escalation Form will be completed by the member of staff engaged in the incident. This form will capture all information relating to the health, safety and wellbeing aspect of the incident for all those involved.  This information is shared with the local authority on a termly basis.
· Digital abuse and confrontational incidents will also be recorded.
· If a restrictive practice or intervention has been used during an ‘incident’ a  Restrictive Practices Interventions form will also be completed alongside the Behaviour Escalation Form.  Both forms will be logged and shared with Health and Safety, Safeguarding and Inclusion within the local authority.  

FIRST AID

· School staff have a duty of care to act as any prudent parent would in the event of illness or injury. 
· At High Street Primary School, a programme for periodic training for First Aiders is in place.  
· A list of the  current designated First Aid at Work Officers is displayed throughout the school.
· First Aid boxes are strategically located around the school. Where appropriate when an accident / incident takes place, accident forms are completed by staff observing the incident and / or involved in the follow on First Aid procedures.
· When first aid is administered in school the name of the child, injury, action taken and the signature of the member of staff who has completed the first aid is recorded.  
· Serious / reportable injuries are always recorded on the appropriate Accident Form and emailed to the Health & Safety Designated Officer at the Vale of Glamorgan.
· First Aid boxes are checked at least once per half-term and replenished. 
Bumps to the Head
A bump to the head is common in children. If a child is asymptomatic i.e. there is no bruising, swelling, abrasion, mark of any kind, dizziness, headache, confusion, nausea or vomiting and the child appears well then the incident will be treated as a ‘bump’ rather than a ‘head injury’. 
‘Bump’ to head protocol: 
Child is assessed by a member of staff and a first aider called where appropriate.  Where the incident is treated as a ‘bump’ rather than a ‘head injury’, the child will be provided with a sticker indicating a bump to the head that day.  Adult dealing with bump is responsible for ensuring parents are informed.
Potential ‘head injury’ protocol:
First Aider will observe a child for a minimum of 15 minutes whilst also providing any required first aid treatment or action.  If a pupil begins to display head injury symptoms, parents will be informed and necessary action taken. 

FIRE SAFETY PROCEDURES

· High Street Primary School is a Victorian building and has a number of in-built Exit signs to assist the evacuation of the school. Further ‘Green Man’ signs are in place to indicate the most effective exit routes from the school.
· Pupils partake in a ‘Fire Drill’ once per half term. The alarm system is tested weekly on a Monday at approximately 10am.  Sonic Alarms (alarm provider) visit the school quarterly to carry out a full alarm system check at all call points and emergency lighting tests.  Documentation is maintained and kept in the school office.
· Fire extinguishers are maintained and inspected on a yearly basis.
· All records are kept in the school office.
· A fire risk assessment is conducted every 2 to 3 years by the Vale Health and Safety section. The Head teacher and Governing Body then manages the risk assessment and give due consideration to all recommendations.

MANUAL HANDLING

· The caretaker has received training in manual handling. This training will be updated on a regular basis. 
· Staff should avoid working at heights. Step ladders are available in the storeroom for use. A risk assessment will be undertaken if the ladders are needed.

VEHICLES ACCESSING THE SCHOOL SITE

· The school gate is closed during school hours.  
· The children in the Resource Base are escorted to and from the taxis. 
· School site is not accessible without prior arrangement.

SCHOOL TRIPS

· Only reputable bus companies with proven competent drivers will be used for school trips.  Risk assessments are carried out by the trip organiser and uploaded to the Vale of Glamorgan Evolve website.

PROPERTY MAINTENANCE
The Property Maintenance Services Department is responsible for: -

· The structural safety of premises
· The safe installation and maintenance of all services and associated fittings
· The safety of electrical supplies including provision of circuit breakers and isolating devices
· The provision and maintenance of suitable isolating switches to all mains services.
· Only competent contractors who have risk assessments and safe systems of work in place will be permitted to carry out work on the premises.

ELECTRICITY AND PAT TESTING

· PAT testing is undertaken annually.

ABESTOS MANAGEMENT
All contractors will be shown the Asbestos Management File which is found in the office.

MONITORING AND REVIEW

This policy will be reviewed annually and will be updated as necessary.
Next Review, March 2026
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