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Burrowmoor Primary School – Health and Safety Policy

Including:
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Occupational Stress

The School’s Code of Practice on Violence in the Work Environment

Health and Safety (Young Persons) Regulations 1997
__________________

Health and Safety Policy, Arrangements and Procedures

1. Statement of Policy

We the Governors of Burrowmoor Primary School recognise and accept our
responsibilities for the establishment and maintenance of a Health and Safety
Management System as outlined in the LA's Health and Safety Management
in Schools Manual. We shall ensure, so far as is reasonably practicable, the
Health, Safety and Welfare of our staff, pupils and any visitors to our
premises, and acknowledge and accept the Health and Safety Policies,
Procedures, Recommendations and Advice of the Active Learning Trust
(ALT), and of the LA. To this end we have prepared this written Policy
Statement, and, Organisation and Arrangements, which sets out clearly the
Health and Safety rules and procedure applicable to everyone in the school
which are necessary if we are to discharge our responsibilities effectively.

Responsibility for the day-to-day implementation and monitoring of this
Health and Safety Policy rests with the Head Teacher who will work in
collaboration with her staff and the recognised appointed safety
representative(s) to ensure compliance. The Governors will, guided by advice
from the school's Health and Safety Committee, keep under review and
update and revise this Policy as is considered necessary.

Signed:………………………………………………..Chair of Governors

Signed:………………………………………………...Head Teacher
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Date:   October 2013 Review:  October 2014
2. Organisation

The Governing Body has overall responsibility for ensuring that the Health
and Safety Policies of the ALT and those of Burrowmoor School are adhered
to. This will be discharged for them by the Head Teacher of the school.

Management

The Governing Body will ensure that a tiered system of management is in
place that reflects the overall size of the establishment to enable the Head
Teacher to manage Health and Safety issues effectively. The Health and
Safety responsibilities of the Head Teacher their deputies and all other staff
must be written into their job descriptions. Additionally, their respective
Health and Safety functions and responsibilities should be outlined as below.

Health and Safety Management Chain

3.   Responsibilities

The Senior Management Team and Premises Manager will have
responsibility for all teaching, non-teaching, supervisory and ancillary staff
for ensuring that safe methods of work are properly devised, put in place,
and fully implemented. They should also, in ensuring that Health and Safety
rules and procedures are applied effectively, give personal leadership to
impart to their colleagues and to pupils an understanding that accidents are
preventable.

Safety Committee

Teaching Staff

Deputy Headteacher/ Unit Leaders

Office Staff Kitchen Staff Premises Staff Midday Supervisors

School Business Manager

Headteacher

Governing Body LA
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The School’s Health and Safety Committee will meet termly to discuss Health
and Safety issues affecting the staff, pupils and/or visitors to the school who
may be affected by its undertakings. The Health and Safety Committee will
consist of a representative group of school staff and Governors.

4. Arrangements and Procedures

The Governing Body will plan for the school to be able to implement the
Health and Safety Policy by setting Health and Safety objectives and
performance standards for the school. This is to promote a positive safety
culture within the school and to assist in the identification, control and
management of all risks.

Control

Governors will ensure that individual members of staff are meeting ALT
Health and Safety standards and objectives. For example, Unit Leaders
should be engaged in identifying likely problems and in assessing the
associated risks in order to be able to formulate satisfactory Health and Safety
arrangements. Risks must be assessed at local level, be quantified and action
taken, on the basis of qualified priority, to control or reduce the likelihood
and/or severity of any consequential occurrence. They will rely upon
appropriate published standards, Codes of Practice, Guidance and
Recommendations produced by the ALT , via the Handsam Health & Safety
System to assist them in this task. The Governors must also ensure that the
School Management Team has made sufficient and satisfactory arrangements
and procedures for achieving safety in the following key areas:

 General fire safety, emergency evacuation procedure (to include bomb
threat procedure, if appropriate) and fire precautions.

 First-Aid provision, including the number and location of first-aid
facilities and trained first-aid personnel.

 Accident reporting procedure (by whom and to whom) using the
Handsam system.

 Safety Committee (composition and Terms of Reference).
 Safety Representatives (recognition and facilities).
 Safety Inspections (of premises and facilities).
 Safety Audits (consideration of action points and recommendations by

the Safety Committee)
 Safety Training (recognition of needs, arrangements for training and

record keeping).
 Waste disposal provision (fluorescent lighting tubes, broken glass, etc

and clinical waste).
 Maintenance, both planned and that required by statutory regulations

(Electricity at Work – Portable Electrical Appliance Testing, PE
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Equipment, and the Control of Substances Hazardous to Health
(COSHH) Regulations).

 Playground safety (supervision and any specific local rules).
 Swimming - LA Policy and local rules.
 School trips – refer to Educational Visits Policy.
 School transport – refer to Educational Visits Policy.
 Vehicle access and movements within school premises.
 Contractors on site – refer to 5 ‘C’s register.
 Work experience arrangements (co-ordinated by Head Teacher).
 Dealing with violence to staff.
 Letting school premises to outside hirers – refer to Lettings Policy.
 Any other issues of Health and Safety.

Monitoring

The Governors, ALT and Head Teacher will monitor the achievement and
effectiveness of the Health and Safety arrangements and their overall
performance to ensure that:

 Physical controls are in place and working satisfactorily; and
 Staff are carrying out procedures and the functions allocated to them.

Methods of monitoring and checking performance include:

 Collecting accident/incident data (check, categorise and analyse accident
reports).

 Carrying out Health and Safety inspections of the premises and
presenting a report to that Committee for analysis and discussion.

 Examining and acting upon specialist ALT Reports and, where
appropriate, OFSTED Reports where these relate to Health and Safety
issues.

 Checking maintenance records/reports.
 Monitoring complaints of hazards reported by staff, pupils, parents, etc.
 Examining Safety Committee meeting minutes and the effectiveness of

follow-up procedures.

Governors will monitor Health and Safety reports termly. Governors will
ensure that they are also kept informed of any reports resulting from Health
and Safety Executive (HSE), Fire Authority or Environmental Health Officer
visits or inspections and of any ALT or Handsam guidance or advice which
may affect local policy.
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Fire and Emergency Procedures

 Each week the alarm will be tested to ensure that it is effective. Points
from different zones will be used to trigger the alarm to ensure that all
break glass or other points are in working order. Details will be recorded
in the test logbook.

 Fire drills must be carried out at least once per term to enable everyone
to become familiar with the evacuation procedure. Details should be
recorded in the Fire Log Book.

 The school has approved fire exit procedures – detailed diagrams are
located in each unit.

 The location of explosive substances such as gas and paint should be
recorded in the Fire Log Book and the Senior Fire Officer informed upon
arrival.

At present gas cylinders are stored – none on site
Temporary heaters are located – none on site
Other highly flammable/explosive substances are – none on site

 Fire exits and fire exit routes should be free from obstruction. At all
times all exit doors must be unlocked whilst there are people in the
building.

 The Premises Manager records daily/weekly/monthly checks to ensure
fire safety – Fire Safety Maintenance Checklist

 All fire exits must be clearly labelled and comply with legislation e.g.
should be pictorial rather than just writing.

 The use of display materials must be controlled throughout the School
but particular care must be taken in fire exit corridors.

 All visitors spending any length of time in school should be made aware
of arrangements in case of fire.

 A fire logbook is kept in the office. Full and detailed records are kept of
evacuations, call point testing, alarm system servicing, fire fighting
equipment checks etc.

 A Fire Risk Assessment should be carried out by an independent
authority at least every two years.



Page 7 of 17

 If you discover a fire:
 Operate the nearest alarm call point
 On hearing the alarm, the designated person(s) will call 999 and

report ‘Fire at Burrowmoor School’
 Carry out any previously arranged duties to be done in the event of

fire or go to the designated assembly point.
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Assaults on Staff

1. Introduction
The ALT will provide both moral and practical support to members of staff
who are assaulted or abused in the course of their duties, and will do what is
possible to discourage such occurrences.

2. Action for dealing with an assault on a member of staff
Where the Head Teacher receives a complaint from a member of staff that
s/he has been physically assaulted or abused whilst acting in the course of
his/her duties the Head Teacher should contact the ALT’s legal staff for
advice.
Where, following discussion with the legal department, a prosecution is felt
to be warranted either for assault, malicious damage, or under the provisions
of Section 40 of the Local Government (Miscellaneous Provisions) Act 1982 and the
member of staff involved agrees, the case may be referred by the ALT,  to the
Police.
Where the member of staff wishes to involve his/her trade
union/association, then, prior to any action being taken as above, there will
be discussion with the appropriate trade union/association.
Where subsequent Court action is not taken, the ALT, in appropriate
circumstances, will send a suitable letter to any person who has committed an
assault or has indulged in abusive behavior on school premises. If the
member of staff has involved his/her trade union/association then the letter
may be dispatched either separately or jointly with the appropriate trade
union/association.

3. Abuse against a member of staff short of a physical assault
Where threats are made to a member of staff acting in the course of his/her
employment, the Head Teacher shall seek the advice of the ALT’s legal
department. The solicitor to the ALT will in all appropriate cases write a
suitable letter to the individual concerned pointing out that legal action may
be taken if a breach of the law occurs.
Where the member of staff has involved his/her trade union/association a
discussion will be held between the legal department of the ALT and the
appropriate trade union/association before any decision regarding such a
letter, as referred to above, is determined.
If the member of staff has involved his/her trade union/association and it is
agreed that it is appropriate for a warning letter to be sent then discussion
will also include whether it is appropriate for the letter to be dispatched
either separately or jointly with the appropriate trade union/association.
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4. Other action
In cases where a matter has been reported to the Police and where the Police
decide not to bring proceedings, if a member of staff wishes action to be
taken, and if the ALT, following advice from the legal department, decides
that action is appropriate, the ALT will normally use its discretion to assist
the member of staff with legal representations. Before any decision is taken
regarding any such action there will be full discussion between the member
of staff and/or his/her representative of a trade union/association, and the
legal department of the ALT.
It should be understood that the support given by the ALT does not extend to
civil actions, and in such cases there can be no financial assistance or legal
representations provided by the ALT legal staff.

5. Administrative action
In all cases of assault on a member of staff which occurs at an educational
establishment regardless of whether or not physical injury is sustained, a
report must be completed in accordance with the ALT’s requirements.
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Occupational Stress

1. Introduction
Stress is an issue that can adversely affect the health and safety of employees.
This will obviously be at least as relevant to staff in schools as it is in other
potentially stressful occupations.
The Education Service Advisory Committee (ESAC) of the Health and Safety
Commission produced a booklet in November 1990: "Managing
Occupational Stress: a guide for managers and Teachers in the schools
sector" (ISBN 0-11-885559-x) available from HMSO.
This publication is recommended to Head Teachers and governors as a
valuable practical contribution to assisting with the Health and Safety of staff
in schools in the area of occupational stress. EPM will be pleased to give
further advice and guidance to a school either wishing to develop a strategy
to deal with such issues or currently faced with such difficulties.

2. Stress of individual members of staff
EPM has amongst its staff qualified and trained counsellors who are available
to give advice and guidance to a school that has particular problems of
occupational stress being suffered by a member of staff. In the first instance
the Head Teacher should contact the school’s personnel adviser at EPM for
assistance and guidance.
It will be understood that some members of staff may be reluctant to seek
help and advice through the school and in such circumstances the County
Secretaries of the recognised Teacher trade unions/associations have
expressed a willingness to provide assistance. In the event therefore that a
Teacher colleague is reluctant to seek advice through the school s/he should
be advised of the assistance available through the County Secretaries of the
Teacher trade unions/associations.

3.   Stress Management: The Nature of Stress
There are a number of theories about stress and stress management. It is not
the intention in this brief guidance to try to describe them in detail but a few
of the more obvious comments will perhaps be helpful:
A certain amount of stress is inevitable. It is only when stress reaches a level
which is unbearable or when it produces damaging effects that it becomes an
unacceptable element of life.
Stress affects people differently and may be triggered by many influences. It
can be caused by a person’s reaction to domestic events, by work, by change
or by an individual’s own personality. Excessive and undue stress can have a
significant effect on the individual, on behaviour and eventually on
effectiveness at work.
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The most common aspects of work that can produce stress are:
 the physical and interpersonal environment
 task ambiguity, conflict or overload
 responsibility for others
 the way people are managed
 personnel or employment policies
 job and task design and control

Strategies that can be used to reduce stress at work include:
 the identification of the source of the stress
 involvement in planning work changes
 identifying work aspects likely to cause stress
 improving management and supervisory skills
 rectifying ambiguity and conflict of objectives
 providing training for employees to improve coping skills
 providing a counselling service

An employee also has a responsibility to improve his/her own ability to cope
with stress by for example:
 reducing his/her intake of salt, sugar, caffeine and alcohol
 not smoking
 practising mental and physical relaxation

It is important that a member of staff is prepared to make a positive contribution to
reducing his/her own stress if s/he is seeking help through this scheme.

4.   Stress Management: Assistance for Managers
It is expected that managers will exercise the basic skills of listening and
counselling so that they are able to offer help to the staff they manage. To
assist in developing these skills the County Council, through the Central
Personnel Training Unit provides courses on counselling for managers in its
Staff and Management Development Programme. Similarly seminars and
training sessions are run to encourage managers and other staff to watch for
signs of stress; making sure that styles of management do not cause stress,
and learning coping and helping skills. Additional events can also be
designed to meet specific needs.

5.   The Cambridgeshire Counselling Scheme
Despite all the efforts of a manager there will be times when s/he does not
have the skills needed to help a member of staff. To this end the County
Council has engaged the following services of professional practices, which
can provide the necessary help.

 The Cambridgeshire Consultancy in Counselling
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(who operate with locations all over the County.)
 The Upper Gwydir Street Practice

Cambridge,
 Cancer Self Help Centre

Cambridge

Privacy and anonymity exclusive to the client and the Head
Teacher/personnel adviser sanctioning the counselling can be guaranteed.
Confidentiality between counselor and the individual client is absolute and
neither EPM, the school or the County Council receives any feedback
whatsoever.
It is important to note that the counsellors do not offer cures or solutions to
life-long problems, they are not a replacement for medical or psychiatric help
but they may be able to suggest a way forward to help clients reach a
decision, or sort out a problem that will not go away. They are never a
substitute for managerial responsibility.
It should also be noted that:

 ‘The Samaritans’ are available for telephone help on 08457 909090 and
have offices in both Cambridge and Peterborough;

 ‘Relate’ can be reached on 01733 568551;
 ‘Cruse Bereavement Care’ - 01223 302662 (Cambridge) or 01773 348439

(Peterborough).

6.   The Cambridgeshire Counselling Scheme: Procedure for using the scheme
Individuals who feel in need of professional help on work-related or personal
issues beyond whatever may be available through the school may use the
scheme. Staff should normally consult the Head Teacher who will liaise with
the school’s EPM personnel adviser, without breaching confidentiality.
If agreement to use the scheme is given, the Training Co-ordinator is
informed, again without breaching confidentiality. The individual will be
given the appropriate telephone number of a counselling practice and is then
at liberty to contact any of the counselling agencies listed above to make an
appointment.
The counsellors are authorised to accept County Council employees for up to
six sessions. The accounts will be submitted automatically to the Training Co-
ordinator identifying only the school concerned and not the employee. The
County Council will meet the cost for the first six sessions. If the counsellor
feels that the employee needs more than six sessions the cost will be
negotiated direct with the employee or with the school, provided the school is
prepared to accept the cost of the extra sessions.
The Training Co-ordinator administers and monitors the running of the Staff
Counselling Scheme. Because of the confidential nature of the counselling,
feedback on the usefulness of the counselling is very difficult to obtain and it
is hard to evaluate the outcome of the help given. Head Teachers are asked to
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report back to the school’s personnel adviser, who will liaise with the
Training Co-ordinator, on the success or otherwise of an intervention. Such
evidence may be needed to justify the continued existence of the scheme.

n.b. The above information on Stress Management is currently under review
since Burrowmoor School converted to academy status.  A review is currently
being undertaken by the ALT and an update to the H & S policy will be made
once received.  Any staff wishing to seek advice or help with stress management
should contact either:-

The School Governors
A member of the ALT
The Head Teacher
EPM Ltd
Trade Unions
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The School’s Code of Practice on Violence in the Work Environment

1.  Introduction
The School has adopted  the Cambridgeshire County Council  code of
practice on violence in the work environment.  It aims to ensure that
managers take all reasonable steps to minimise, or if possible, eliminate the
risk of violence to you as an employee.
It also aims to help you identify what action you can take when faced with
actual or potential violence.
Some departments already have guidelines on how to deal with violence, and
the code of practice is not intended to replace these, only to put them within a
formal framework and to encourage development of guidelines in other
departments as appropriate. You should contact your Departmental
Personnel Officer for details of any departmental policy in force.

2.   What is Violence in the Work Environment?
It is any incident in which you are abused, threatened or assaulted by a
member of the public, a member of the community to whom the School
provides services, or by another employee in circumstances arising out of the
course of your employment. This can include harassment; offensive
language, writing or gestures; and behavioural, oral or written intimidation.

3.   The School’s Policy
The School will take all reasonably practicable steps to eliminate violence or
reduce the risk of violence. This will include ensuring that the design and
layout of the workplace does not leave staff in a vulnerable position;
attempting to eliminate the need for lone working; and providing back-up
communication where this is necessary.

4.   What to do when Threatened with Violence
If you are threatened with violence you should:
 try to place yourself so that some sizeable object, such as a table is

between yourself and the aggressor, but do not cut yourself off from an
escape route;

 stay calm and speak quietly, since obvious anxiety or aggression could
provoke a violent reaction;

 remove any potential weapons, such as ashtrays, etc.;
 if possible, raise an alarm or call for assistance;
 withdraw from the situation.
Wherever possible, you should not use aggressive behaviour in return. If,
however, you do need to use force to restrain the attacker, you should
remember that you will have to justify your actions later and you could face
disciplinary and/or criminal proceedings if it is considered that your actions
were not reasonable.
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If you are injured following an incident of violence, you will be encouraged to
seek medical advice. Where necessary, colleagues will provide you with the
appropriate support. Next of kin will be notified.

5.   Reporting Violence
Your obligation is to report all acts of violence or threats that occur as a result
of work. These reports help, to eliminate the recurrence of violence and
minimise risks.
Where an assault or severe disturbance occurs the Police must be contacted to
carry out an investigation. Everyone involved should co-operate in the Police
investigation.
Where, as a result of an act of violence at work you are injured, the injury
must be reported in the usual way. If the injury is notifiable to the Health and
Safety Executive, they must be informed in accordance with ALT procedures.
You should contact your Head Teacher for details.

6.   What Support is Available?
If you are particularly at risk you should seek guidance from your manager.
You may be able to attend suitable self-protection training and courses on
dealing with violence at work.
After an act of violence, support will be given through the Staff Counselling
Scheme. Leave of absence will be given where necessary for medical
treatment, counselling, consulting a legal adviser or trade union
representative and to appear in court.

7.   Acts of Violence by Employees
This code of practice also covers situations where violence is exhibited by
employees towards any other person.
Actual physical violence to ALT Members employees or members of the
public, or in certain circumstances threatened physical violence, is considered
gross misconduct. Abusive behaviour and/or offensive language is defined
as misconduct. If an employee displays these types of behaviour, he/she will
be subject to disciplinary proceedings, which could ultimately lead to his/her
dismissal unless there are mitigating circumstances.
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The Health and Safety (Young Persons) Regulations 1997

1.   Introduction
The Health and Safety (Young Persons) Regulations 1997 (YPR) came into
force in March 1997. This guidance note summarises the main points. Sections
of the Management of Health and Safety at Work Regulations dealing with
risk assessment and providing information for employees are amended to
take account of young persons. Additionally, a new section dealing with the
protection of young persons has been introduced. YPR will apply to children
and young persons on work experience.

2.   Definitions
      Child: a person who is not over compulsory school age.
      Young person: any person who has not attained the age of 18.

3.   Risk Assessment
An employer must not employ a young person unless risks to the health and
safety of young persons has been assessed.
Where a school employs a young person (including work experience) a risk
assessment in relation to the health and safety of young persons should be
undertaken before employing the young person.

4.   Information for Employees
Before employing a child (including work experience) a school must provide
a parent of the child with comprehensible and relevant information on the
risks to the child’s health and safety identified by the assessment and the
preventative and protective measures.

5.   Protection of Young Persons
Employers must ensure that young persons employed by them are protected
at work from any risks to their health and safety which are a consequence of
their lack of experience; absence of awareness of existing or potential risks;
the fact that young persons have not yet fully matured. However, the
requirements do not prevent the employment of a young person who is no
longer a child for work where any risk is reduced to the lowest level that is
reasonably practicable.
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n.b. The Health & Safety Policy is currently under review following Burrowmoor
School’s conversion to academy status.  This  is being undertaken by the School,
in conjunction with the Active Learning Trust. Any member of staff wishing to
seek clarification on any aspect of the policy should contact either the Head
Teacher,  a member of the school governing body or a member of the Active
Learning Trust.


