TURRIFF ACADEMY

HEALTH & SAFETY POLICY

AIM

This policy outlines Turriff Academy’s commitment to health and safety and assigns responsibilities for carrying out the policy to specific individuals.  

RATIONALE

There is a statutory requirement under The Health and Safety at Work Act 1974 for the formulation of a written statement of general policy in any establishment. Such a policy must also be brought to the attention of all staff, as must any subsequent revisions.  

The Rector of Turriff Academy, as the person who is responsible for ensuring the effective implementation of this policy, is also responsible for making representation to Aberdeenshire Council (or sub-committee thereof), by way of the Director of Education, Learning and Leisure, to ensure that there are adequate staff, funds and materials to meet the health and safety requirements within the establishment. In this capacity, he also makes arrangements to review the effectiveness of the Health and Safety policy and oversees the work of the personnel to whom responsibilities for various aspects of health and safety have been delegated.  He is required to ensure, through the appointed Safety Officer, that all employees are aware of their responsibilities for health and safety and, in particular, for those specific responsibilities outlined in this policy and that each member of staff is provided with sufficient information, instruction and training to enable the safe performance of work activities.

All staff are required to co-operate fully to enable all statutory duties to be complied with. Each individual has an obligation to take reasonable care for his/her own safety and health and for the safety of other people who may be affected by his/her actions.

TARGET AUDIENCE

Details of this policy are provided in the electronic Staff Handbook. Relevant information relating to health and safety in the workplace is provided for all personnel. Statutory notices are displayed as necessary.

PRINCIPLES

Responsibilities
The Rector has ultimate responsibility for the health, safety and welfare of all staff and pupils in the school and visitors to it, so far as is reasonably practicable. Whilst accepting that responsibility for the Health and Safety Policy rests with the Rector, implementation of the policy can only be achieved through delegation of functions and responsibilities and through consultation with school personnel.

The person responsible for co-ordinating health and safety matters in Turriff Academy is the Academy’s Support Services Co-ordinator, who is the designated Safety Officer and who deals with all safety matters so far as they lie within his powers.  He is responsible on a day-to-day basis for:

· Ensuring that staff and visitors are aware of safety procedures.

· Providing adequate training, information, instruction and supervision to ensure that work is being performed safely.

· Bringing to the prompt attention of Senior Management any health and safety issue that requires their attention.

· Maintaining safe access to the school and exit from it at all times.

· Taking immediate and appropriate steps to investigate and rectify any risks to health and safety arising from the work activity.

· Ensuring that all accidents are properly recorded and investigated to determine the causes. 

· In the case of a major accident, investigate, in conjunction with the Health and Safety Section within Personnel and Information Technology Services.

The main responsibility for complying with health and safety requirements in a Faculty or Department lies with the Principal Teacher. He/she is responsible for drawing up Faculty/Departmental safety procedures as appropriate and for training pupils in safe working practices while potentially dangerous equipment is being used.

All Staff are required to:

· Work safely and efficiently.

· Consider the safety of others.

· Work in accordance with information and training provided.

· Report any hazards or shortcomings in the existing safety arrangements to a responsible person without delay.

· Report all accidents and/or incidents, whether the accident/incident results in injury to persons or damage to property or not.

· Wear the appropriate personal protective clothing or use the appropriate protective equipment according to the work being undertaken.

Particular Hazards

Particular arrangements have to be made for the management of certain chemicals and radioactive substances by the Principal Teachers of Chemistry and Physics involving the science Technicians.  (COSHH Regulations).

The management of dangerous machinery in the Technical Department is delegated to the Principal Teacher and staff.

Pupils crossing the roads to the playing fields are at risk.  They must be supervised by the staff in charge or fully briefed regarding safety issues prior to crossing.  There is a special parental consent form to be used by staff when pupils are required to go out of school as part of their school work and will not be supervised at all times during this period.

Throughout the academy there are various types of windows which are potentially hazardous.  All ‘hopper’ type windows are in this category as are those which open and shut on a vertical plane and which are to be found in HE, Business Studies, Music and the Staff Resource Base.  Staff using rooms with such windows must be on the alert so as to minimise risk.

Temporary displays and decorations, stage costumes and Xmas tree lights are potentially hazardous.  Such decorations should be kept away from sources of heat/electrical fitments nor should electrical circuits be overloaded.

Emergency Procedures

Emergency procedures are designed to give warning of imminent danger and to allow employees to move to a place of safety. The School Safety Officer ensures that a fire risk assessment has been completed in conjunction with the Health and Safety Section of Personnel and Information Technology Service.

Risk Assessment

The Rector takes all reasonable steps to ensure that risk assessments are carried out which detail the range of hazards associated with employee working operations together with any necessary remedial action.  Records are kept of all assessments, which detail all significant findings associated with the assessments within the school.  The Principal Teachers or other nominated staff conduct risk assessments with the assistance of the Health and Safety Section of the Personnel and Information Technology Service in Aberdeenshire Council.

Training

The Rector is responsible under the Health and Safety at Work Etc. Act 1974 to arrange for the provision of such information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work of the staff.

PRACTICE

Health & Safety Duties

1
At Turriff Academy, communication and co-ordination of all activities relating to health and safety is delegated to the Support Services Co-ordinator (Safety Officer).

The Support Services Co-ordinator is responsible for disseminating the necessary up-to-date knowledge of legislation, codes of practice, standard circulars and other technical guidance materials relating to the activities of the establishment.

He co-ordinates all training activities specifically relating to health and safety and is the point of contact for Aberdeenshire Council’s Health and Safety Section.

2
The main responsibility for complying with health and safety requirements in a Faculty/Department rests with the Principal Teacher.

The Principal Teacher:

· ensures that specific regulations (issued nationally by the Health and Safety Executive or locally by the Education Service) are adhered to and that steps are taken to comply with any changes in the requirements.

· maintains close contact with the Safety Officer to ensure that all the information necessary to carry out his/her function effectively is made available.

· ensures that all new staff are given suitable induction training and that a record of this training is kept.

· is responsible for ensuring that new equipment bought for the Faculty/Department is suitable for its purpose and operated in accordance with the manufacturer’s instructions.

· may delegate specific responsibilities for various health and safety matters to staff under his/her control where the size of the Faculty/Department so justifies.

· investigates accidents within the Faculty/Department and ensures the prompt completion and submission of an accident report to the Safety Officer.

· refers situations where training in safety matters is required to the Safety Officer.

· budgets for safety equipment with the Department or Faculty.

3

The Class Teacher:

· ensures compliance with the Safety Rules relevant to the place of work by pupils and technicians.

· maintains good standards of cleanliness and tidiness in all workshops, laboratories and classrooms.

· ensures that pupils are given clear instructions and warnings on safety before commencing practical work.

· reports details of accidents to the Principal Teacher.

· makes any recommendations on Health and Safety matters to the Safety Representative, the Departmental Representative or Principal Teacher for consideration by the Safety Committee.

· fosters, by teaching and example, a safety conscious attitude in his/her pupils.

4
Safety Committee

This committee is responsible for promoting co-operation between employers and employees in investigating, developing and carrying out measures to ensure the health and safety at work of all employees.

Below is a summary of the arrangements made for the health, safety and welfare of employees.  Comprehensive details of all safety arrangements pertaining to Turriff Academy are contained in Standard Circulars, copies of which are available from the Rector, Safety Officer or from the main office.  It is important that all employees are aware of the contents of Standard Circulars and implement the requirements as necessary.

Special functions of the Committee are:

· The study of accident statistics and trends so that reports can be made to management.

· Consideration of reports from Health and Safety Executive Inspectors.

· Consideration of reports from Safety Representatives.

· Assistance in developing safety rules and safe systems of work.

· Assistance in developing training programmes.

The membership of Turriff Academy’s Health and Safety Committee is:


School Support Service Co-ordinator (Chair)


EIS 

School Representative


SSTA 
     “               “


NAS/UWT    “               “



Head Janitor


Principal Teacher (Science Faculty)


Principal Teacher (CD&T)


Science Technician


ICT Technician

The Safety Committee has agreed that any member of staff wishing to report a matter related to Health and Safety should bring it to the attention of the Safety Officer in the first instance.

First Aid Duties

The main duties of the Nursing Assistant involve dealing with headaches, upset stomachs and accidents involving pupils.  These duties include simple first aid and nursing, using training and judgement to recommend to the appropriate Year Head that a child should be taken home or transferred to a doctor or hospital for further examination and treatment.  The Nursing Assistant maintains a Medical Log of action taken which is available to the Rector and to the Safety Officer.

Procedures for Reporting and Recording Accidents/Dangerous Incidents

Initially, any accident/dangerous incident is reported verbally and immediately to Reception and thereafter to the Rector/SMT.

Subsequently, such incidents are recorded on Aberdeenshire Council’s Absence and Accident Database on Arcadia in the following manner: 

F2508
 

A fatality, major injury, over-three-day injury or dangerous occurrence which  


is reportable to the HSE under RIDDOR.

F2508A     

A work related disease which is reportable to the HSE under RIDDOR.

Minor Injury

An injury which does not fall into the ‘reportable’ classification under 



RIDDOR.

Near-miss  Incidents
Where  no  actual  injury  or  damage  has occurred,  but  just  good  fortune  


has  prevented an accident from happening on this occasion.

Violence Incidents
A violence incident as classified within the Aberdeenshire Council Policy.

Investigation Report
Line Managers are required to investigate all accidents and incidents of a 


significant nature and record the results on the investigation form.


Aberdeenshire Health & Safety Requirements

The following procedures are followed to comply with appropriate Aberdeenshire Council Safety Codes. All electrical equipment details are entered into a database by the School Technicians.

· No item of electrical equipment can be used in any part of Turriff Academy unless it has been approved by a safety check.

· All new appliances delivered to Turriff Academy go in the first instance to the School Technician for a safety check before being forwarded to the appropriate department.

· It is therefore recommended that staff, when ordering electrical appliances, consult the School Technician before planning an order to ensure the item purchased is not likely to fail the safety check on delivery.

· Any appliance brought into school by a member of staff or pupil cannot be used unless approved through a safety check by a suitably qualified PATS electrical tester, 
as approved by Aberdeenshire Council. 

· Any teachers wishing to borrow appliances should obtain permission to do so by filling in the appropriate form which will be available from Technicians.  It is essential that this instruction is carried out to comply with Council insurance requirements.

· No appliance should be removed without following this procedure.  Technicians should be informed when the appliance is returned in order to carry out necessary checks.

· Technicians will carry full responsibility for:

-wiring plugs to appliances

-inserting or replacing fuses in plugs

-replacing lamps in overhead projectors

· Accordingly all mains plugs, fuses and Projector lamps will be ordered by Technicians and retained by them for servicing equipment.

· To seek technical assistance, the appropriate form should be completed and submitted to the Technicians.

Smoking Policy

In line with Council policy, the whole of Turriff Academy’s premises and grounds is a no-smoking area.

Fire Evacuation Routine – Special Duties

Safety Officer 


School Support Services Co-ordinator

Reserve


Depute Rector (Curriculum & Staffing)

· Janitors will ensure immediately that all external doors are open.

· Safety Officer should report immediately to Muster Point.

· All Teaching Staff should assume responsibilities for ensuring the evacuation of their classroom and immediate area.

· Departmental staff should ensure the safe evacuation of all pupils/students within the Department.

· Except in the case of Fire Drill Practice, the Head Janitor will, on hearing the Fire Alarm, immediately dial 999 to summon the Fire Services.

· The Head Janitor will immediately proceed to the main entrance, preventing entry and exit of persons and vehicles whilst awaiting arrival of the Fire Service.

· The Guidance Teacher will check with each Register Tutor (or reserve) in their House for any unexplained absence and report findings to the Safety Officer.  In the absence of both Register Tutor and Reserve, the PT Guidance should undertake the Registration duty.

· Clerical Staff will report to the Safety Officer with the following:

(a)
Current Register of Class Lists

(b)
Absentee Sheet

(c)
Medical/Dental Log

(d)
Log of Staff and Pupils Out of School

(e)
Signing-in Book for Visitors/Adult Students


(These documents should be stored in a readily accessible place)

· The Nursing Assistant must check the Medical Room for the evacuation of any unattended pupil.

· Principal Teachers Faculty/Department will check that all staff in their department are present and report absentees to the Safety Officer after undertaking fire evacuation duties relating to their role as Classroom Teachers.

· The Safety Officer will co-ordinate all information and report directly to the Rector.

· When the Fire Brigade sanctions re-entry the Rector will inform the Safety Officer and a phased return to the building will then begin.

For details of Turriff Academy’s Fire Drill Arrangements, please see Appendix A attached.

IMPLEMENTATION, MONITORING AND REVIEW

The policy will be regularly monitored to ensure that the objectives are achieved.  It will be reviewed and, if necessary, revised to take account of any legislative or organisational changes.

POLICY LEADER

The Rector will have overall responsibility for this policy.

DATE

May 2013
APPENDIX A

Fire Drill
Warning of the outbreak of fire will be given by the ringing of the fire alarm.  In the event of the failure of the electricity supply, warning will be given by the sustained ringing of a hand bell.  The School Support Services Co-ordinator will be responsible for calling of the emergency services.  In his absence the Depute Rector (Curriculum and Staffing) will carry out his duties.

Teachers will organise the dismissal of their classes in an orderly fashion and accompany them to the appropriate assembly point in the front playground.  House Tutors and Register staff will call the roll from the daily registration sheet which they will collect from the office staff in front of the main entrance.

Daily Registration sheets to be collected from the relevant office staff.

Once the roll has been called House Tutors and Register staff will return the checked daily sheets to the appropriate office staff noting any discrepancy clearly on the reverse of the daily registration sheet.  The Support Services Co-ordinator will pass on relevant information to the fire master.  Unattached teaching staff should be ready to deputise for House Tutors/Register staff as necessary.  They should also assist with the supervision at danger points eg at turns in the stairs and at exits.  All staff will be responsible for ‘sweeping’ their teaching area and adjacent toilets etc.  Room doors should be shut if possible as the building is cleared.

Classes must leave in an orderly fashion.  They should leave behind all belongings.

Pupils should assemble in lines in the front playground in the locations assigned to them as outline on the plan displayed in classrooms and offices.

Pupils will assemble in the front playground in order that the roll may be called by House Tutors.

The Firemaster has recommended that pupils may need to disperse from the front playground in the event of an actual fire.

In that instance, on a signal given by the Safety Officer, classes will leave the front playground in an orderly fashion and proceed via the pavements in Victoria Terrace to the Staff Car Park.  House Tutors will ensure that classes cross Victoria Terrace in an orderly fashion, keeping clear of traffic/fire appliances.

S1/2 classes will leave the front playground by the gate at the PE Block, S3/4 classes will leave the front playground by the main gate and S5/6 classes will leave the playground by the side gate at School Hill, crossing School Hill and then Victoria Terrace to the Staff Car Park.  

Once pupils arrive at the Staff Car Park they should assemble in an orderly fashion with their House Tutor.  They should use the central area of the car park and keep away from staff cars.  House Tutors should await further instruction.  In the event of pupils returning to school, they should follow the same route back.

The evacuation procedure to be followed is summarised overleaf.

Evacuation Procedure

	

	Rooms to be evacuated

	Route

	Level A
	
	1

	To quadrangle Gym Door, exit by Gym Door


	2-8

	Via Quad Vestibule > Main Corridor >Main Door 


	9-11, HT4 office

	Exit via Gym Door


	12

	To Quadrangle Gym Door, exit by Gym Door


	Gyms 1 & 2

	Exit by Gym Door


	Former 6th Year Common Room

	Quadrangle to Gym Door


	Hall

	Rear Door A > Main Corridor > Main Door


		Stage end (Left) > Door B > Main Corridor  >Gym Door

Stage end (Right) > Door C  > Gym Door

Stage > Via Back Exit, Gym Door


	Canteen

	Via Main canteen door > School Main Door

Via door and exit at Stair 6

Via back door to kitchen


	Admin Block / HT1 office

	Main Door


	FE Centre

	Via Door at Stair 6


	Level B
	
	1-5

	Via catwalk to stair 1 > Gym Door


	6-11, GU2 office

	Stair 4 > Main Corridor > Main Door


	12-14

	Library Corridor > Stair 5 > Main Door


	15-17, GU4 office

	Stair 1 – exit by Gym Door


	18-20

	Stair 6 – exit at Stair 6


	Library

	Stair 5 – Main Door


	HT2 Office 

	Stair 5 – Main Door


	Conference Room, Health Advisor, Technician Base

	Stair 5 – Main Door


	Level C
	
	1-4

	Stair 2 – Quad to Gym Door


	5-7, Science Base

	Stair 3 – Quad to Gym Door


	8-11, Technician Base

	Art corridor to Stair 5 > Main Door


	12-15, GU1 Office
	Stair 1 – Gym Door


	16-20

	Stair 5 – Main Door


	21-22

	Stair 6 – exit at Stair 6


	Resource Base

	Stair 5 – Main Door


	GU3 office, HT3 office
	Stair 5 – Main Door


	Level D
	
	1-6 Home Economics Base

	Stair 6 – exit at Stair 6


	Music Practice Rooms

	Stair 6 – exit at Stair 6



	


If route is blocked, staff and pupils should proceed by safest alternative route to front playground.
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