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HEALTHANDSAFETYPOLICY

STATEMENT OFINTENT

The Board and Executive Group of The Hawksmoor Learning Trust (THLT) believe that ensuring the healthand

safety of staff, pupils and visitorsis essential to the success of all its academies.

We are committed to:

AT D@ o o0 o

Providing a safe and healthylearningand working environment.

Preventing accidents and work related ill health.

Compliance with statutory requirements as a minimum.

Assessingand controllingrisksfromcurriculumand non-curriculumworkactivities.
Ensuringsafe workingmethods and providing safeworkingequipment.

Providing effective information, instruction and training.
Consultingwithemployeesandtheirrepresentativesonhealthandsafety matters.

Monitoring and reviewing our systems and prevention measures to ensure they are effective.
Setting targets and objectives to develop a culture of continuous improvement.
Ensuring adequate welfare facilities existthroughout theorganisation.

Ensuring adequate resources are madeavailable forhealth andsafety issues,sofaras is reasonably
practicable.

AHealthand Safety ManagementSystemwill be createdto ensurethe above commitments can be met. All staff
will play their partin its implementation.
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In order to achieve compliance with the Statement of Intent The Hawksmoor Learning Trust
and the Academy leadership team will have additional responsibilities assigned to them as detailed in
this part of the policy.

2.0 THE HAWKSMOOR LEARNING TRUST

2.1

3.0

3.1

Dua @

The Hawksmoor Learning Trust hasthe responsibility to ensure that:

Aclearwrittenpolicystatementiscreated whichpromotesthecorrectattitude towards safety in
staff, pupils, visitors and contractors.

Responsibilities for health, safety and welfare are allocated to specific people and that these persons
are informed of these responsibilities.

Persons have sufficient experience, knowledge and training to perform the tasks required of
them.

Clear procedures are created which assess the risk from hazards and produce safe systems of
work.

Sufficientfundsaresetasidewithwhichtooperatesafe systemsofwork.

Health and Safety is monitored across academies via the Executive Group reports.
Healthandsafety performance ismeasured bothactivelyandreactively.

The Health and Safety Policyand performanceis reviewed annually.

THEHEADTEACHER

Intheircapacityasthe keypersonresponsible forthe effectivemanagementofhealth and safety, the
Headteacher will ensure the effective implementation of this policy by ensuring:

This Policy is communicated to all relevant persons.
Appropriateinformationonsignificantrisksisgiventovisitorsandcontractors

Appropriate consultation arrangements are in place for staff and their representatives.

Allstaffare provided withinformation, instructionandtrainingonhealthandsafety issues.
Riskassessmentsofthe premisesand working practicesare undertaken.

Safe systemsof work arein placeasidentified fromriskassessments.

Emergency procedures are inplace.

Machinery and equipmentisinspected and tested to ensure it remains in a safe condition.

Records are kept of all relevant health and safety activities e.g. Assessments, inspections,
accidents, training etc.
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j. Arrangements are in place to inspect the premises and monitor performance.
k. Accidents are investigated and any remedial actions required are taken or requested.
. Theactivitiesof contractorsareadequately monitoredand controlled.

m. Completing a report for the Executive Group on the health and safety performance of the
Academy is completed termly.

TEACHING/NON-TEACHING STAFF HOLDING POSTS/POSITIONS OF SPECIAL

RESPONSIBILITY

4.1

5.0

5.1

Thisincludesthe Deputy Headteachers, Assistant Headteachers, Academy Business Managers,
Site Managers, Catering Manager and Clerical Managers/Supervisors. They must:

a. Apply the Health and Safety Policies to their own department or area of work and be directly
responsible to the Headteacher for the application of the health and safety procedures and
arrangements.

b. Develop health and safety policies/procedures in accordance with The Trust’s policies which identify the
keyrisksintheir areas of responsibility and the organisation and arrangements for managing those
risks.

C. Carryoutregular health and safety risk assessments of the activities for which they are responsible
on an annual basis as a minimum.

d. Ensurethatall staff under their management are familiar with the health and safety procedures for
their area ofwork.

€. Resolve health, safety and welfare problems that members of staff refer to them, or refer to the
Headteacher any problems to which they cannot achieve a satisfactory solution within the resources
available to them.

f.  Carry out regular checks of their areas of responsibility to ensure that equipment, furniture and
activitiesaresafeandrecordthesecheckswhererequired.

8. Ensure, as far as is reasonably practicable, the provision of sufficient information, instruction,
training and supervision to enable other employees and pupils to avoid hazards and contribute
positively to their own health and safety.

h. Ensure all accidents are investigated appropriately and reported to the Business Manager.

i.  Include health and safety in the annual report for the Headteacher as required.

SPECIAL OBLIGATIONS OF CLASS TEACHERS
Class teachers are expectedto:

a. Exerciseeffectivesupervisionoftheirpupilsandtoknowtheproceduresinrespect of fire, first aid and
otheremergencies, and to carry them out.

b. Teachers should not leave pupils unattended and must ensure that their actions do not lead to an
insufficient adult to child ratio occurring in classrooms or other supervised areas at anytime.

C. Giveclearoralandwrittenhealthandsafetyinstructionsandwarningstopupilsas often as necessary.

d. Ensure the use of personal protective equipment and guards where necessary.
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Make recommendations to their Deputy/Assistant Headteacher on health and safety
equipmentandonadditionsornecessaryimprovementstoplant,tools,equipmentor machinery.
Integrate all relevant aspects of safety into the teaching process and, where necessary, give special lessons
on health and safety in line with National Curriculum requirements for safety education.
Ensurethatnopersonalitemsofequipment(electricalormechanical)orproprietary substances are
broughtintothe Academy withoutauthorisation.
Regularlychecktheirclassroomsforpotentialhazardsandreportanyobservedtothe Senior Site
Manager

Report all accidents, defects and dangerous occurrences (including near misses) to their
Deputy/Assistant Headteacher or the Business Manager.

Business Managers are expectedto:

The Business Manager as the person with special responsibility for health and safety will ensure that:

The Local Academy Board, the Headteacherand the Health and Safety Committee are advised of
relevant changes in health and safety legislation, codes of practice and Department for Education
standards

Riskassessmentrequirementsareco-ordinatedandtheimplementationofanyaction required is
monitored

Risk assessments are reviewed and updated at least annually

Regular Health and Safety meetings are held where health and safety issues can be raised and
discussed

They provide advice on health and safety training requirements

Details of accidents, dangerous occurrences or diseases that are notifiable are reported to the Enforcing
Authorities and recorded

They assist Heads of Departmentsininvestigating and recording accident investigations
Contactwithexternalorganisationssuchastheemergencyservicesisco-ordinated
Healthassessmentrequirementsareidentifiedandadvisedtomanagement

The schedule of statutory examinations of plant, equipment and vehicles is maintained and Heads of
Departmentare made aware ofimpending examinations

Premises, plant,equipmentandschoolvehiclesare maintainedinasafe condition

Adequate arrangements are in place to ensure the security of the school, the staff, visitors and
pupils

Adequate arrangements for fire and first aid are established

Welfare facilities provided are maintained in a satisfactory state

Contractors engaged are reputable, can demonstrate a good health and safety record and are made
aware of relevant safeguarding and local health and safety rules and procedures

Health and safety notices are displayed



6.0 OBLIGATIONS OF ALL EMPLOYEES

6.1 Apartfromanyspecificresponsibilitieswhichmayhave beendelegatedtothem, all employees
should set a personal example and must:

a. Actinthe course of theiremployment with due care for the health, safety and wellbeing of
themselves, other employees and other persons.

b. Observeallinstructionsonhealthandsafetyissued bythe Headteacheroranyother person

delegatedtoberesponsibleforarelevantaspectofhealthandsafety.

Actinaccordance with any specific H&S training received.

Reportallaccidentsandnearmissesinaccordancewithproceduresappendedtothis Policy.

Co-operate with other persons to enable them to carry out their health and safety responsibilities.

Informtheir Line Manager of all potential hazardsto healthand safety, in particular those which are

of a serious orimminent danger.

g. Informtheir Line Manager of any shortcomings they identify in the local health and safety
arrangements.

h. Exercise good standards of housekeeping and cleanliness.

i.  Knowandapplytheproceduresinrespectoffire, firstaid and other emergencies.

~ D oo

Allemployeeswhoauthoriseworktobeundertakenorauthorisethe purchaseofequipment willensurethatthe
healthandsafetyimplicationsofsuchworkorpurchasesareconsidered.

7.0 ROLE OF EXTERNAL COMPETENT PERSON

7.1 THLT engage anexternal competent person to undertakean annual safety inspectionof every
academy within theTrust.

7.2 The competent person will have sufficient training and experience or knowledge and other qualities that
allow them to complete a full inspection of the academy site and make recommendations.

8.0 OBLIGATIONS OFCONTRACTORS

8.1 WhenthepremisesareusedforpurposesnotunderthedirectionoftheHeadteacher then, subject
to the explicit agreement of The Hawksmoor Learning Trust, the nominated personincharge of
theactivities will have responsibility for safe practices in the areas under their control.

8.2 All contractors must:

Take reasonable care of their own safety

Takereasonablecareofthesafetyofpupils, schoolstaffand othersaffectedbytheir actions

Observe the safety rulesand safeguarding procedures of the school

Submit their health and safety policy and relevant risk assessments and method statements to
the school for approval.

oo oo
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9.0

9.1

€. Comply with and accept our health and safety and management of contractors policies, if they do not
haveone

f.  Dressappropriately, sensibly and safely when on school premises and for the task being undertaken

g. Conduct themselves in an orderly manner in the workplace and refrain from any antics or
pranks

h. Useallsafety equipmentand/or protective clothing asrequired by the schooland as indicated in the
risk assessment for the task

i.  Avoidanyimprovisations ofanyformwhich could create an unnecessaryrisktotheir personal safety
and the safety of others

j. Maintain allequipmentingood condition, not use any defective equipment and ensure thatany portable
electricalequipmentbearsacurrenttestcertificate

k. Reportallaccidents andserious incidents to the school whether aninjuryis sustained or not

l.  Ensurethattheiremployeesonly use equipmentforwhichtheyhave beentrained

m. Observe allagreed procedures for processes, materials and substances used

n. Observethefireevacuationprocedureandthe positionofallfireequipmentandnot obstruct fire exit
routes

0. Provideadequatefirstaidarrangementsunlessotherwiseagreedwiththeschool.
In instances where the contractor creates hazardous conditions and refuses to eliminate them
or to take action to make them safe, the Headteacher or their representative will take such
actionsasare necessaryto protect the safety of staff, pupils and visitors.

PUPILS
Pupils,inaccordancewiththeirageandaptitude, areexpectedto:

a. Exercisepersonalresponsibilityforthe healthandsafetyofthemselvesandothers.

b. Observestandardsof dressconsistent with safety and/or hygiene.

C. Observe all the health and safety rules of the Academy and in particular the instructions of staff
given in anemergency.

d. Useand notwilfully misuse, neglect or interfere with fixtures / items provided for their health and

safety.

10.0 VISITORS

Allvisitorsarerequiredtosigninatthereception. Visitorswillbe collected from reception by the
member of staff concerned or escorted to the appropriate area of the Academy.

Hirers of the Academy premises must use plant, equipment and substances correctly and use the
appropriate safety equipment. Hirers will be made aware of their obligations in relation to
healthandsafety whenmakingthe booking.

Whilst on site, all visitors and contractors must wear a visitor’s badge. Cleaning contractor’s
employees must wear anidentifiable uniformoranidentity badge at all times. Temporary teaching
staff on cover duties will be required to indicate their presence by reporting toreception.

If a member of staff meets someone on site who they do not recognise and is not wearingavisitor’s
badge, theyshould, if they do not feel threatened, enquire ifthe person needs assistance and direct
them either to the school reception or off site as appropriate.
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e. Ifanintruderis uncooperative in going to the reception or leaving the site, or a member of staff
feelsthreatened, oristhreatened withviolence oraviolent attack takes place,immediate help fromthe
Police should be sought by telephone. Staff must not put themselves atrisk.

11.0 PROCEDURES AND ARRANGEMENTS

INTRODUCTION

The following procedures and arrangements have been established at XXXXXXX Primary School to
eliminateorreduce healthandsafetyriskstoanacceptablelevelandtocomply with minimum legal and
statutoryrequirements:

Thelist provides a brief, alphabetical summary of all the key health and safety arrangements applicable to the
Academy. More detailed policies and written procedures for a number of these areas arealso availableand

thesewillbeprovidedasapplicabletostaffandvisitors.

ACCIDENT, INCIDENT AND ILL-HEALTH RECORDING, REPORTING AND
INVESTIGATION

Thispolicysetsouttheproceduresthataretobefollowedwhenanyemployee, pupil, visitor orcontractorhasan
accident, near miss or dangerous occurrence onthe school’s premises.

Employeeswhodevelopawork-relatedillnessmustalsoreportviatheseprocedures.
Definitions:

Anaccidentisanunplannedeventthatcausesinjurytopersons,damagetopropertyora combination of
both.

Anincident/nearmissisanunplannedeventthatdoesnotcauseinjuryordamage but could do so.

Awork-relatedillnessisillnessthatiscontractedbyanemployeethroughthecourseof work as a result of
activities carried out by the school.

Accident Recording
Allaccidentsresultinginpersonalinjurymustberecorded ontheTrust Accident Report Form and handed to
the Business Managerwhowillberesponsible forinforming the Healthand Safety Executive.

Completed AccidentReportFormswillbestoredtocomplywiththerequirementsofthe Data Protection
Act.

Completed Accident Report Forms will be reviewed regularly by the Business Manager to ascertainthe

natureof incidentsthathave occurredinthe school. Thisreview willbein addition to any investigation of
thecircumstancessurroundingeachincident.
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Allnear misses must also be reported to Business Manager as soonas possible sothataction can be takento
investigate the causesand to preventrecurrence.

Reporting Requirements

Certain accidents causing injury, both fatal and non-fatal, certain occupational diseases and certaindangerous
occurrencesarereportabletothe Enforcing Authorityviathe Healthand Safety Executive website under the
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).

Specified injuriesincluding thefollowing reportable events must be reportedby thequickest means
practicable, usually thetelephone:

e Death

e Majorinjury (includesany fracture (other than to fingers, thumbs or toes), amputation, lossofsight,crush
injuryresultingininternaldamage, seriousburns, scalping, lossof consciousnessfrom aheadinjury or
asphyxia, aninjuryfromworkinginanenclosed space)

e Hospitalisation ofa non-employee as a result of awork activity

Incapacitation forworkof apersonformorethan7 consecutive daysasaresultofaninjury caused by an
accidentatwork must be notified within 15 working days.

To calculate whether the absence classifies as ‘over 7-day’:
e Excludethedayoftheincidentiftheywenthomeordidnotreturntoworkonthe day

e Includeweekends,bankholidaysandweekdays(whetherthepersonwouldnormally work on them
ornot).

For example: if a person has an accident on Friday and comes back to work the following Friday, then count
Saturday, Sunday, Monday and Tuesday etc. But this is still only 6 days; however if their next day of work is
the Monday it would count as 9 days and would be reportable.

Non-Consensual Violence
Majororover7dayinjuriestopeopleatworkarisingfrom non-consensualviolenceare notifiable.

Reporting of accidents involving pupils or visitors
If a pupil or visitor has an accident this must be reported if:

e Thepersoninvolved is killed or taken to hospital; and
e Theaccidentarisesoutoforinconnectionwithaworkactivity

Examples of ‘in connection with awork activity’ are:

e Work organisation —supervision of a field trip
Plant or substances — lifts, machinery, experiments
Condition of premises, play grounds, play or PE equipment
Sportsactivitiesaspartofthecurriculumwherethereisdeathorhospitalisation
Playgroundaccidentsduethe conditionofthe premisesorinadequate supervision.

12



For further advice oninjuries, diseases or dangerous occurrences requiring notification please contactthe
Northants County Council HealthandSafety Team. (Tel:).

Contact detailsforthe Health and Safety Executive are: Tel: XXXXX

Website: http://www.hse.gov.uk/riddor/report.htm

Thecompletedreportformsentbackbythe HSEshouldbekeptwithotheraccidentrecords and documents on
the accident investigation.

Forms are kept to advise the insurers of a potential claim and to present to the Enforcing Authority in the
event of aninvestigation.

Records are to be kept for 7 years from the date of the incident.
Accident Investigation

Allinjury related accidents that are either notified to the Enforcing Authority or where a serious injury has
occurred will beinvestigated.

Timeallocatedtoeachinvestigationwilldependontheseriousnessoftheaccident. Aguide to the time required
to investigate is as follows;

a. Simpleinvestigation (minor accident) 1 hour
b. Standardinvestigation (reportable accident) 6 hours

Duringoroncompletionoftheinvestigations,ariskassessmentshouldbecarriedoutor existing risk
assessmentamended toavoidreoccurrence of theaccident.

The investigation aim should beto:

Toensurethatall necessaryinformationinrespectoftheaccidentorincidentis collated
Tounderstandthesequenceofeventsthatledtotheaccidentorincident
Toidentifytheunsafeactsandconditionsthatcontributedtothecauseoftheaccident or incident
Toidentifytheunderlyingcausesthatmayhavecontributedtotheaccidentorincident
Toensurethateffectiveremedialactionsaretakentopreventanyrecurrence
Toenableafullandcomprehensivereportoftheaccidentorincidenttobe prepared and circulated to
all interested parties

g. Toenableall statutory requirements to be adhered to.

o0 T

The investigation will include obtaining signed witness statements, photographs and drawings as appropriate.
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Accident / lll Health Evaluation
The Business Manager will undertake periodic evaluations of all reported incidents, near missesandincidents
ofillhealth. Thiswillallowtheidentificationofpatternsandtrendsand enable corrective action to be taken.

Active Monitoring Systems

Active monitoring provides essential feedback on performance before an accident, ill health, or an incident. It
involves checking compliance with performance standards andthe achievementofspecificobjectives. Its
primarypurposeistomeasuresuccessandreinforce positive achievement by recognising good work.

The forms that these systems take at The Hawksmoor Learning Trust are;

a. The periodic examination of documents to check standards are complied with, i.e. Reviewing risk
assessments, training records, induction records.

b. The systematic inspection of premises, plant and equipment, to ensure the continued effective
operation of hardware controls —carried out termly by the Headteacher, a designated Governor and
the Business Manager.

C. Environmental monitoring and health surveillance to check the effectiveness of health control measures
annually asabove.

d. Safety tours, as above.

€. Audits(HealthandSafetyaudits,FireRiskAssessmentetc.)Annuallyasabove.

f.  Regular reports to management meetings (The Hawksmoor Learning Trust Executive Group and
Local Academy Board ).

g. Other measures (accident monitoring, Environmental Health visits, Investors in People, OFSTED).

ASBESTOS

The Academy will protect employees, pupils and other persons potentially exposed to asbestos as far as
isreasonably practicable. Everyonewhoneedstoknowaboutthepresence ofasbestoswillbealerted. Noone
will be allowed to start any work that could disturb asbestos unless the correct procedures are to be
employed.

This will be achieved by minimising exposure through the management of asbestos-containing materials in
school premisesby:

e Assessment - The premises will be surveyed to determine whether asbestos- containing
materials are present. It will be presumed that materials contain asbestos unless there is strong
evidence to the contrary.

e Thepotentialamountandconditionoftheasbestos-containingmaterialwillbeassessedand measures
willbeidentifiedtoensurethatairborneasbestosfibresarenotpresentorformed in the workplace.

e A Written Plan - A written plan or register that sets out the location of the asbestos-containing
materialandhowtheriskfromthismaterialwillbemanagedwill be prepared and steps will be taken to
put the plan into action. The plan or register will be made available and the arrangements will be
reviewed at regular intervals or when there has been a significant change to the organisation or
personnel.

14



e Access to Asbestos-containing Materials - Access to asbestos-containing materials in the
premises will be controlled as far as is practicable so as to prevent inadvertent disturbance of the
material and the release of asbestos fibres. Procedures will be put in place to ensure that anyone
liable to disturb asbestos-containing materials is made aware of their location.

e Monitoring and Maintenance - The condition of all asbestos-containingmaterials or materials
suspected of containing asbestos will be inspected at agreed intervals to ascertain that there has
been no damage or deterioration. Where damage or deteriorationisfoundthe asbestos-containing
material will be reassessed and repaired or removed asappropriate.

e Training and Information - Employees who may come into contact with asbestos containing
materials (acms) through the course of their work will receive adequate training and information,
whichwillbeupdated/repeatedattherequiredintervals, suchthattheycanrecognisepotentialacms
andknowwhatprecautionstotake.

Asbestos-related Emergencies

Proceduresto deal with asbestos-related incidents will be put in place (including the provision of information and
warning systems) unless there is only a slight risk to the health of employees, pupils andothers.

Arrangements for Controlling Work on Asbestos

Any work on, or removal of, asbestos-containing materials will be controlled to ensure that adequate
precautionsaretakento preventtherelease ofasbestosfibres.

Work with asbestos and asbestos-containing materials is to be carried out by a licensed contractor
(licensedbythe HSE)unlessthe workisexemptedfromtherequirementfor licensing.

Selection and Control of Contractors to Work on Asbestos-containing Materials
When contractors are engaged to work on school premises, adequate steps will be taken to ensure the

contractorsare competentand have sufficientskillsand knowledgetodothejob safely and without risks to
health.

Onlycontractorslicensedbythe HSEwillbe usedfortheremovalofasbestos-containing materials, unless
the workinvolves the removal of materialsin which:

® Asbestos fibres are firmly linked in amatrix
e Theexposureduringtheremovalprocessislikelytobesporadicoroflowintensity

Contractors hired to carry out building or allied trade work that will involve minor work with asbestos must
comply with the Control of Asbestos Regulations 2012.

Procedures for Dealing with Health and Safety Issues

Where an employee raises a health and safety problem related to work with asbestos, the school will:

15



o Takeall necessary stepsto investigate the circumstances
e Take corrective measures whereappropriate
e Advise the employee of actions taken

Whereaproblemarisesrelatingtothe condition of, or duringwork on, asbestos-containing material, the
employeemust:

e Inform the Headteacher or Business Manager
e Inthecaseofanaccidentoremergency, respond quickly to ensure effectivetreatment.

Behaviour Management

Allstaff must be familiar with the Academy policies for behaviour managementand bullying. Any incidents of
unacceptable behaviour or bullying must be reported and dealt with in accordance with these policies.

Bomb Threat Procedure

Action to be taken on receipt of a bomb threat or suspicious package(s)

Try to write down exactly what the person saidimmediately as this mightinclude acode word and is very
importanttothe Police. The personreceiving the call shouldimmediately contactthe Headteacherorinhis/her
absencethe Deputy Headteacher. The Headteacher/Deputy Headteacher shouldbeinformedoftheanswerto
thequestionsandshouldalertthePolice/LocalAuthority. The Headteacher will decide whether to evacuate
the building.

Evacuation:
Inform all Heads of Faculty of the situation (radios and mobile phones should NOT be used) andtellthemto
evacuatetheAcademyasperfiredrill, excepttoinstructthemto:

a. Leavedoorsandwindowsopen(theareathatcontainsthebomborsuspiciouspackage should be
sealed with windows and doors closed).

b. Askstaffandpupilstotakeallpersonalitemswiththem (ifleft,theseitemswould need to be searched
thus wasting valuable time and effort).

C. Askstaffand pupilstomaketheirwaytoassembly areas (avoiding theareaofthe bomb/suspicious
package) as directed by the Headteacher.

Stagel Assembly at the normal fire drill areas
Stage?2 Move to the off-site assembly point (minimum 800 metres away from site), once the area
has been cleared.

Security during an evacuation
Thesecurityofthebuildingduringanincidentistheresponsibilityofthesitestaffandshould becarriedoutfroma
safedistance,outofthelineofsightofanybomb/suspiciouspackage(s). Thesite staffaretobe positionedatall
gatesleadingintothe Academy(whicharetobe locked once the premises have been evacuated and will
remain there until advised by Incident Control.

16



Emergency Procedure
TheTrusthasaseparateprocedureformanaginganEmergency,whichshouldbefollowedin the event of

a. Peoplerelatedissues—Majoraccidents, epidemics, abductions or acts of extreme violence in
whichthereis clearly a risk of serious injury
Premises issues —Fire, explosions, floods, subsidence
Technological — Computer relatedissues

Catering
The Catering Manager is responsible for the safe operation of the catering facilities. They must:

a. Befamiliar with the Academy Health and Safety Policy.
Prepare risk assessments for all catering activities.
Ensurethatallkitchenstaffareinstructedandinformedtoworkinaccordancewith these
documents.
Inform the Business Manager / Headteacher of any potential hazards or defects.
Be familiar with the currentFood Safety legislationandthe implicationssofarasthe Academy is
concerned.

Academy staff must not use the catering facilities and equipment without the prior agreement of the Headteacher
and Catering Manager.

Cleaning and Maintenance

The Senior Site Manager is responsible for ensuring the safe, routine maintenance and cleaning ofthe Academy
premises and grounds in accordance with The Hawksmoor Learning Trust policies and procedures for
maintenance

Contractors — see Management of Contractors Policy
The Academyisresponsiblefortheselectionandmanagementofcontractorsinaccordance withThe

Hawksmoor Learning Trust policyforthe ManagementofContractors.

ContractorsshouldbemadeawareoftheAcademyHealthandSafetyPolicyandsafeguarding proceduresand
theirobligationsunderitbeforecommencinganyworkonsite.

Academy staff must be aware of this policy and report any concerns regarding contractors’ activities to the
Headteacherimmediately.

Curriculum Safety (including out of Academy learning activities)
Vice/AssistantHeadteachersareresponsibleforensuringthatriskassessmentsareinplaceforall curriculum

activitieswherethereisapotential risk to staff and pupils.

The risk assessments must be made known to all teaching and support staff and reviewed regularly.

17



Guidance from CLEAPSS, afpe, DATA and other lead bodies should be adopted as appropriate.

Display Screen Equipment (DSE)
All reasonable steps will be taken by the Academy to secure the health and safety of employees and
pupils who work with display screen equipment.

To achieve this objective the Academy will:

Identifythoseemployeeswhoareuser’sasdefinedbytheregulations,seebelow

Carry out an assessment of each user’s workstation

Implementnecessarymeasurestoremedyanyrisksfoundasaresultoftheassessment

Provide adequate information and training to persons working with display screen equipment

Endeavourtoincorporatechangesoftaskwithintheworkingday, topreventintensive periods of on-

screenactivity

Review softwaretoensurethatitissuitable forthetaskandisnotunnecessarily complicated

e Arrange for the provision of free eye tests when requested, at regular intervals thereafter and
where avisual problem is experienced

e Arrange for the supply, at subsidised cost, any corrective appliances (glasses or contact lenses) where
these are required specifically for working with display screen equipment

e Advise existing employees, and all persons applying for work with display screen equipment, of
therisksto healthand howthese are to be avoided

e Investigateanydiscomfortorill-healthbelievedtobe associated withthe use of display screen equipment
and take appropriate remedial action

e Make special arrangements for individuals with medical conditions that could be adversely

affected by working with display screen equipment.

‘Users’
This policy is aimed at those who regularly use DSE:

a. Asthe main part of theiremployment and
b. For more than 2% hours perday

Typically this will therefore apply to administrative functions, the teaching of computer skills and other
prolonged users. Others, including pupils, who operate DSE should have a workstation which meets the
standards set downinthe regulations but are not entitled to financial contributions.

Employees must:

e Comply with the instructions and training given regarding safe workstationset-upand use,
including the need for regular changes of activity or breaks and the use of the equipment provided

e Inform the Business Manager of any disability or medical condition which may affect their ability to
work using display screen equipment or be affected by working with DSE (this information will be
treatedconfidentially)

18



Report to the Business Manager any discomfort or health concern believed to be associated with
the use of DSE (thisinformation will be treated confidentially)

Eyetests

Underthe DSE regulations staffidentified as DSE users are entitledtoan eyesighttest, every2 years byaqualified
optician(andcorrectiveglassesifrequiredspecifically bythe Opticianfor DSE use).

Summary of Key Actions

The key actions necessary tocontrol the health and safety risks arising fromtheuse of Display Screen
Equipment (DSE) areto:

Identify all individuals who are classified as DSE 'Users'.

Ensure risk assessments of DSE workstations been carried out using the Display Screen
Equipment Workstation AssessmentForm.

Supply users with information and/or training on the safe use of Display Screen Equipment.

Advisestaffaboutsettinguplaptopsonasuitablesurfaceandtherisksofworkingfor prolonged
periods.

Ensureremedial actions identified by DSE risk assessments have been carriedout.
Reviewriskassessmentsannuallyorsoonerifsignificantchangeshaveoccurred.

The Business Manager is responsible for ensuring that DSE assessments are completed for administrative
staffand teaching staff whoregularly use laptops or desktop pcs asthe main partoftheiremployment.Regular
laptopuserswill be provided with docking stations. Staff are reminded that laptops should not be used on
laps, chairarmsand other unsuitable surfaces.

Electrical Equipment — to be read in conjunction with Electrical Safety Policy

Allreasonable steps will be taken to secure the health and safety of employees, pupils and others who use,
operate or maintain electrical equipment.

To ensure this objective the Academy will:

o

o

= Dua

Ensure electrical installations and equipment are installed in accordance with IEE Wiring
Regulations

Maintainthefixed wiringinstallationinasafe conditionbycarryingoutroutine and statutory safety
tests

Inspectandtestportableequipmentasoftenasrequiredtoensuresafety
Inspectandtestsecond-handelectricalequipmentlentto,orborrowedby,theschool
Requirehirersofschoolpremisestoensureelectricalappliancesbroughtontoschool premises have a
current (lessthan 12 months) test certificate
Promoteandimplementasafesystemofworkformaintenance,inspectionandtesting
Forbidliveworkingunlessabsolutelynecessary,inwhichcaseapermitmustbeissued

Ensure employees and contractors who carry out electrical work are competent to do so
Maintain detailed records
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Employees must:

e Visually checkelectrical equipmentfor damage before use

e Reportany defects found immediately to the Business Manager. However, if there is any doubt
whethertheequipmentissafethenitshouldbelabelled ‘outofuse’ and withdrawnuntilithasbeen
tested and declaredfitfor use byaqualified person.

e Not use defective electricalequipment
e Notcarryoutanyrepairtoanyelectricalitemunlessqualifiedtodoso
e Switchoffnon-essentialequipmentfromthemainswhenleftunattendedforlong periods

e Notbringanyelectricalitem onto school premises untilit hasbeentested and a record of sucha
testhasbeenincludedinthe appropriaterecord

e Notleaveelectriccablesinsuchapositionthattheywillcauseatrippinghazardor be subject to
mechanical damage

e Neverrunextension leads under carpets or through doorways
e Not daisy-chain extension leads to make a longer one

e Notuseadaptersockets—devicesthatplugintomainssocketstoincreasethe number of
outlets.

Summary of Key Actions
The key actions necessary to control the health and safety risks arising from electricity are to:

a. Havethemainelectricalinstallationtestedeveryfiveyearsexceptforthosepartsof schoolwith
licensedareasorlighteningprotectionwhichshouldbetestedannually.

b. Retaincopiesofelectrical test certificates

C. Arrangefortheinspectionandtestingofportableelectricalappliancesinaccordance with the
guidance on electrical testing

d. Keeparecordmustbekeptofallportableitemsofelectricalequipmentshowing:

e The detail of theitem
e The date ofacquisition
e Details of any inspection, testing or repair work

TheSeniorSiteManagerwillensurethattesting,inspectionandmaintenanceofequipmentis undertaken as
required.

Education Visits and Journeys — see separate Policy

The Headteacher and the Educational Visit Co-ordinator are responsible for ensuring that all Academy off-
sitetripsaremanagedinaccordancewiththe AcademypolicyforEducational Visitsand Journeys. Allteachers
must be familiar with this policy.

Fire Precautions
The Senior Site Manager is responsible for:

¢ He formal maintenance and regular testing of the fire alarm and emergency lighting.

¢ Themaintenance andinspection of the firefightingequipment.
+ The maintenance of exit/escape routes and signage.
¢+ Supervision of contractors undertaking hot work.
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All staff must be familiar with the Academy Fire safety risk assessment, the Academy emergency plan
and evacuationprocedures.

Fire Evacuation Procedure - see also separate Fire Policy
Fire Drillsare heldeveryterminaccordance withthe procedure below. All staff, pupils, visitorsandcontractors
must participateinthefiredrillandfollowthecorrect procedures.

In the event of an evacuation no member of staff, student, visitor or contractor should re- enterthebuilding
without the permission of the senior member of staff on duty. All staff, on entering any area of the Academy,
should check that everything is in order. If it is not, the Headteacher and Business Manager should be informed
immediately. If there is a potential hazard, the room should be vacated and the Headteacher and the Business
Manager informed immediately

On the alarm sounding:

a. The Site Officer on duty to check the alarm status at the alarm panel. They should then investigate
thereasonforthe alarm, at the alarm pointidentified. The alarm should not be silenced at thispoint.

b. The Academy is to evacuate on the alarm sounding. The priority is to evacuate the Academy to
ensure the safety of pupils, staff and visitors.

C. TheSite Officer will decide whether to call the Fire Service or not based onthe investigation ofthe
alarm point. Alternatively, they will pass on the all clear to the Senior Manager on duty (the alarm
will be silenced at this point).

d. Pupilsaretolineupbyyeargroupattheirassembly point. Subject staff should vacate the building
withtheirclassandsupervise pupilsatalltimes, ensuringthey progress speedily to the appropriate
assembly point.

€. Once atthe assembly point, all staff from a faculty should be with their faculty groups and assist as
required. Subject staff should note that they should have checked attendance at the start of each
lesson.

f.  Responsibilityforindividualvisitorsandtheirevacuationfallstothememberofstaff being visited.
8. The Office Manager should bring out the support, teaching staff registers and the cover list, to
allow attendance to be checked, where necessary. Support staff should report to the Business

Manager.

h. Reception staff should evacuate any visitors from the Reception area, Conference Rooms and
Interview Rooms and bring visitors signingin/out book to assembly point for checking evacuation of
visitors.
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i.  Learning Support staff should remain with the class they are working or associated with and assist

with the evacuation.

Everyone is to remain at the assembly point, until the ‘all clear’ instruction is given.
TheHeadteacherwilldecidewhenclassescanreturntothe Academybuildings. Intheeventofa fire, the Fire

Service will take overall responsibility.

If the alarm sounds during break or lunch, the same principles apply.

First aid and supporting pupils’ medical needs — See Separate Policy

The Academyhascompletedafirstaidriskassessmenttoensureample provisionoftrained personnelandFirst
Aidsupplies/Thereisaseparate policyfor pupils’ medical needs.

The following staff are trained First Aiders

Name

Dept.

Location

Extension

Expiry Date

First aid boxes

Responsible Person

Location

Staff who attended anaphylaxis training — (Date)

Name

Glazing Safety

The design of the Academies means that there is a lot of glazing inside the building, many classroomshave
glazedwallsontothecorridors,andthesemustremainclearatalltimesand
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Mustnothaveanythingaffixedtothem.Glazingpanelsonwalkwayswillbeclearlymarkedto prevent accidental
collisions.

All glazing is strengthened safety glass and will provide protection on fire routes.

Hazardous Substances

The Senior Site Manager is responsible for ensuring that all cleaning and maintenance products that may be
hazardous to health are assessed before being used. Hazardous substances are defined by the COSHH
regulationsas:

a. Substancesclassifiedasverytoxic,toxic,harmful,corrosiveorirritant. Thesecanbe identified by their
warninglabelandcarrythe pictogramsdetailedbelow
Biologicalagentsdirectlyconnectedwithworkincludingmicro-organisms

C. Dustofanykindwhenpresentasasubstantial concentrationinthe air

Hazardous substances must be stored securely in accordance with the manufacturer’s instructionsand
onlyusedbyauthorisedpersonstrainedinthesafeuseoftheproduct.

All staff are reminded that no hazardous substances should be used without the permission of the
Headteacher. The Senior Site Manager will complete an assessment for any authorised products and an
instruction for safe use.

Substancesusedinthe practical curriculumwillnormally be stored and used inaccordance with CLEAPSS.

Where an appropriate Hazard notice is not available the Site Manager is responsible for ensuring that the
substance is assessed.

Products with low toxicity routinely used in the classrooms must be stored securely and only used by staff or
pupilsundersupervision. Thesewillinclude suchitemsas:

¢ Spirit based marker pens
¢+ Corrective fluid

¢ Aerosol paints

All the above should be used in a well ventilated area.
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Dust in the Technology lessons are controlled by LEV and experiments in Science are carried outinaFume
Cupboard.

No member of staff or pupil should be at risk through exposure to hazardous substances used or
createdinthe practical curriculum.

Maintenance, Examination and Testing

Where controls such as fume cupboards, dust extraction for wood working equipment etc. Are provided it is
necessary to ensure thatthey are properly maintained. This will require visualandoperationalcheckspreuse
inadditiontoathoroughexaminationandtestsof engineering controls.

In the case of local exhaust ventilation, tests for fume cupboards, woodworking extraction etc. Should be
carriedoutatleastevery fourteen months. Arecordoftheresultsofall examinations must be kept for at
least 7 years.

AlIPPEmustbekeptclean,ingoodrepairandstoredcorrectlytopreventcontamination.

Information, Instruction and Training
Information, instruction and training must be given to employees and pupils who may be exposed, about the
risks to health and precautions.

Hazard Reporting
Animportant feature of this policy is the operation of an effective hazard reporting system. Any employee,
student, visitor or contractoris encouragedtoreportanysub-standard condition or practice.

Thereportingofhazards,inthemain,shouldbedoneverballytotheSite Manageron dutyand line manager
assoon as possible, but where the situation warrants, a more formal response may be required. Appropriate
formsareavailable inthe Main Office toreportany problem.

In addition to this procedure, reports of hazards may be received via the Academy Council, Departmental
meetings/minutes or via risk assessment procedures.

Inclusion
The Headteacher is responsible for ensuring that there are adequate facilities and support staff to ensure the
health, safetyandwelfare ofanystudentwith physicaldisabilities.

All teaching and support staff must be given any information about a pupil’s needs and receive such training
asis necessary forthemto be able to support the pupil’s learning, social and personal needs.

The SENCO and Deputy/Assistant Headteachers / Year Co-ordinators must ensure that all risk assessments for
curriculum activities are adapted as necessary to ensure the safety of any student with physicaldisabilities.No
student should be excluded from an activity on the grounds of health and safety unless this is absolutely
unavoidable.

Whereitis considered essential to exclude a student from all or part of an activity this exclusion must be
authorised by the Headteacher.
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Legionnaires Disease
All reasonable steps will be atken to identify potential legionella hazards and prevent or minimise the risk
ofexposure.

The Academy will:

¢ CarryoutaLegionellosis Risk Assessment for each school

¢+ Prepareawrittenscheme/planforpreventingorcontrolling theriskof Legionella
¢ Implementand managethescheme/plan

¢ Keeprecordsforaminimum of5years.

The dayto dayresponsibility for monitoring and ensuring that the systems are being correctly operated,
will be allocated to a person within each school.

Atrisksystemsincludethehotandcold waterstorage anddistributionsystem. To achieve control
of the legionella bacteria the school willimplement the following:

Avoidance of Conditions Favouring Growth of Organisms

Asfaraspracticable, watersystemswillbeoperatedattemperaturesthatdonotfavourthe growth of legionella.
The recommended temperature for hot water is 60°C (storage) and either above 50°C or below 20°C for
distribution, as care must be taken to protect people from exposure to very hotwater.

The use of materials that may provide nutrients for microbial growth will be avoided. Corrosion, scale
deposition and build-up of bio films and sediments will be controlled and tanks will belidded.

Monitoring and recording
Temperaturesofwateroutletswillbecheckedandrecordedtoensuretemperaturecontrols to prevent
bacterial growth are maintained.

Disinfection
Periodic disinfection of shower heads to remove any scale and bacteria.

Emergency procedures
Establishemergencyproceduresifduringroutinesampling/inspectionofhotandcoldwater systems Legionella
bacteriais discovered in any systems likely to provide a medium for the spread ofinfection(e.g. Wateraerosol
spraying equipment) these will be shut down and the situation reported immediately to the Business
Manager/Headteacher.

Training
Providetrainingtothepersonsresponsibleforthedaytodaymanagementofthewater systems.

Lone Working — please see separate policy
Lone workers can be defined asanyonewhoworks by themselveswithoutcloseordirect supervision.
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Managing Medicines — see separatepolicy
NostudentisallowedtotakemedicationontheAcademysitewithoutaletterofconsent from his/her
parent/carer.

Staff must notify the Headteacher if they believe a student to be carrying any unauthorized
medicines/drugs.

TheAcademypolicyforthe Administration of Medication providesdetailedguidanceandall staff should be
familiar with this policy.

Maintenance and repair of equipment
The detailed arrangements for the maintenance and inspection of equipment are described in the site
maintenance proceduresunderthe controlofthe SeniorSite Manager

AllfaultyequipmentmustbetakenoutofusedandreportedtotheSeniorSiteManager.Staff must not attempt
to repair equipment themselves.

Manual Handling — see separate policy
The Hawksmoor Learning Trustwillensurethatanysignificantmanualhandlingtasksare risk assessed and
these tasks eliminated where possible.

No member of staff should attempt to lift or move any heavy furniture or equipment themselves but
must ask the Senior Site Manager for assistance.

Pupilsarenotallowedtomoveorliftanyheavyorunwieldyfurnitureorequipment.

Supportstaffwhoassist pupils with physical disabilities must betrainedinthesafe use of lifting equipment and
handlingtechniques.

Risk Assessment
Riskassessment isasystematic examination of whatwithin ourschool can cause harm to peopleand it

helpsusdeterminewhetherweare doingenoughorfurtheractionsarerequired to reduce the likelihood of
injury orill health.

Ourpolicyistocompleteariskassessmentofallourknownandreasonablyforeseeable health and safety
hazards covering all our premises, people, equipment and activities in order to controlrisksandto planand
prioritise theimplementation of the identified control measures.

We will ensure that:

¢ Assessments are carried out and records are kept

¢ Controlmeasuresintroducedasaresultofassessmentsareimplementedandfollowed

¢+ Employeesareinformedoftherelevantresultsandprovidedwith necessarytraining

+ Anyinjuriesorincidentsleadtoareview of relevant assessments

¢ Assessments are regularly monitored and reviewed

¢+ Suitableinformation,instructionandtrainingwillbeprovidedtoallpersonsinvolved in the risk
assessmentprocess
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Wemaybecontrollingrisksinvariousways, determiningthe effectivenessofthose controls is part of our risk
assessment process.

Itistheresponsibility ofthe Headteachertoensureriskassessmentsare conducted, in practice the actual
assessment process willbe delegated to Heads of Departmentsand Managers.

Generic/Model risk assessments are acceptable so long as the assessor:

»  Satisfies themselves thatthe ‘model’riskassessmentisappropriatetotheirwork;and
¢ Adaptthe model to their own actual work situations.

When completing risk assessments it isnecessary to referto the relevantsubjectguides:
Design & Technology

CLEAPSS Risk assessments in technology http://www.cleapss.org.uk/

BS 4163:2014 Health and Safety for Design and Technology in Schools and Similar Establishments
Design and Technology Association https://www.data.org.uk/
Science

CLEAPSS http://www.cleapss.org.uk/

CLEAPSS School Science Service Laboratory Handbook CLEAPSS
Hazards
Food Science

CLEAPSS Food Technology http://www.cleapss.org.uk/

Art

National Society for Education in Art & Design (NSEAD)
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Http://www.nsead.org/hsg/index.aspx

Physical Education

Safe Practice in Physical Education and School Sport’ afpe http://www.afpe.org.uk/

Offsite visits
HealthandSafetyofPupilsonEducationalVisits.Dfe Outdoor

EducationAdvisersPanel. Http://www.oeap.info/ General guidance

Nottinghamshire Schools Portal http://www.nottinghamshire.gov.uk/schoolsportal

Security

Cash is kept in a safe and monies are banked regularly. Counting of accumulated cash must occur at an
appropriate location on Trust premises. Site staff are responsible for carrying moniesto and from the bank
and should be accompanied. Staff should not putthemselves atriskinthe eventofan attemptedrobbery
andshouldhand overthe moneytoanywouldbeassailant.

All staff are responsible for their own personal belongings and should not leave valuables unattendedatany
time.TheTrustacceptsnoresponsibilityforitemsleftunattended.Inthe eventofatheftinTheTrust, staffwillbe
advisedtoreporttheincidenttothepoliceandwill assistthem intheirinvestigations.

Itistheresponsibility ofthestafftotakeappropriate measurestomaintainthesecurityofany Trust equipment
being used, if equipment is found to be missing or believed stolen it is important that this is reported
immediately to the Headteacher. When using portable and desirable equipment such as lap-top
computersstaff will be requiredto follow careful procedures to ensure theirsecurity.

Severe weather conditions

Intheeventofsevereweatherconditions, itistheresponsibilityofthe Headteacherinliaisonwith the Executive
Principaltomake adecision onclosure ongroundsof health andsafety. In the event of a decision to close on
thesegrounds, the Chair of the Local Academy Board willbe informed.

Smoking

THLT have adopted a no smoking policy throughout all Trust premises.

All Trust staff and parents will be informed and signs will be on display at main entrancesto Trust buildings in
accordance with the Health Act 2005.
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Staff training and development
The Headteacherisresponsible for annually assessing the health and safety training needs of all staff and for
arranging any identified training.

Safety induction must be given to all new employees on the first day of employment. This inductionshould
taketheformofachecklistand newstaffshould be clearlyinformed of The Trust’s Health and Safety provisions
e.g.Actiontobetakenintheeventofafire, Fire exits and knowledge of first aid arrangements.

Training mustalso begiventoall keystaffand staff with special responsibilities, suchasthe Site Manager, First
Aid staff and Staff taking pupils on trips.

TheAcademy willkeepa recordofall staff who have been trained and theexpirydatesof any certificates.

Stress Management

The Health and Safety Executive define stress as “the adverse reaction people have to excessive pressure
orothertypesofdemandplacedonthem”.Thismakesanimportant distinctionbetweenpressure, whichcan
beapositivestateifmanagedcorrectly,andstress which can be detrimental to health.

Symptoms of stress include problems sleeping; dietary problem; mood swings; lethargy; inability to
concentrate; fatigue; emotionalism; chest pains; palpitations; sweating and racing heart, ifyousufferfromthese
symptoms, youareadvisedtoconsultyour GPwithoutdelay.

Stress at work can come about for a variety of reasons. It may be excessive workload, unreasonable
expectations, or overly-demanding work colleagues. The Academy will endeavour to ensure a pleasant
working environmentand that employees are as free from stress as possible.

We will:

*  Worktoidentifyallworkplace stressors and conduct risk assessments to eliminate stress or
control the risks from stress

¢ Regularly review riskassessments

¢ Consultwithemployeesonissuesrelatingtothe prevention of work-related stress

+  Provideaccesstoconfidentialcounsellingforemployeesaffected by stress caused either by work
or externalfactors

¢+ Providetrainingforallmanagersandsupervisorystaffingoodmanagementpractices

Employees who experience unreasonable stress which they think may be caused by work shouldraisetheir
concerns withtheir Business Manager who will deal withtheissue promptly andinthestrictestconfidenceand
makeallreasonableeffortstoreduceworkrelatedstress.

Following action to reduce the risks, they shall be reassessed. If the risks remain unsustainable by the employee

concerned, efforts shall be made to reassign that person to other work for which the risks are assessed as
tolerable.
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Onreturntoworkforanyperiodofstress-relatedillness, The Trust willtake account of medical advice and
the needs of The Trust when determining which duties aremost appropriate.

Where appropriate arisk assessment of stress in the workplace will be carried out underthe Management of
Health and Safety at Work Regulations 1999.

If you consider you may be suffering from stress for reasons connected with your workload, you should
approachthe Business Manager who will deal with theissue promptlyandinthe strictest confidence and make
all reasonable efforts to reduce work related stress. Formal stress counselling may be arranged by the
BusinessManagerwhereappropriate.

Transport - see also separate Minibus Policy (if applicable)
TheSeniorSiteManagerisresponsibleforarrangingtheannualmaintenanceand MOTofthe minibus/es. S/heis
alsoresponsible forensuring thatthe busesare cleanandingood condition at all times.

The following staff hold the required licence and have undertaken specificdriver training. Only these staff are
authorised to drive the minibus:

All drivers must complete the driver checklist before any trip.

All groups using the minibus must be accompanied by a second staff member whois responsible for
supervision of the pupils throughout the journey. The driver must notbe responsible for supervision whilst
driving.

All staff are responsible for reporting any damage or unsafe condition to the Senior Site Manager
immediately

Visitors — Health and Safety
Under the provisions of the Health & Safety at Work Act 1974, The Hawksmoor Learning Trust has a duty of
care to all its visitors.

Visitors are to be made aware, by the member of staff that they have come to see, of any potentialhazardsto
theirhealthandsafetywithintheareaofThe Trusttheyintendtovisit.

They are to obey all displayed warning notices and verbal instructions.

Contractorswhoarrive to carry out work mustinform the department/s of any potential hazard thatmay
ariseduetotheirwork.(SeeGuidetoContractorsavailableonrequestfrom the Senior Site Manager).

All visitors are to be made aware of the emergency procedures. By implementing a Visitors’ Policy whichis
monitored and kept continually underreview, itisintended that entertaining visitors should not become a
chore, but should be seen by everyone in The Trust as a continuing and valuable opportunity to welcome
guests. Academy Headteachers continue to report how confident, trustworthy and self-assured pupils have
become in their interaction with visitors.
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There are five categories of visitors to The Hawksmoor Learning Trust:

1. VIPs/Educational Visitors
2. Casual Visitors

3. Ex-pupils

4, Intruders

5. Troublemakers

VIPs /Educational Visitors
ThereiseveryreasontosupposethatThe Hawksmoor Learning Trustwillexperience high levels of VIPs
and Educational Visitors.

Suchvisits need careful managing, if the benefits of showing our work to visitors are not to be overshadowed by
negative feelings of disruption, distraction and dislocation to our central aim of delivering a high-quality
curriculum to our pupils.

All incoming requests for visits to the Academy should be cleared by individual members of the supportand
teachingstaffwhoareapproachedthroughtheHeadteacher. Whenthe Headteacherhasauthorisedavisittoan
Academy, theinitialwelcome willbemade onthedayof arrival by the Headteacher, who should be briefed in
advance by theindividual member of the supportorteaching staff who has been theinitial point of contact.

The volume of visitors will be continually monitored. It may become necessary to sort requestsforvisitsto
theAcademiesintovariouscategoriesandaccordthemvaryinglevelsof priority. Requests by colleagues from
other Academies and the Academy Trust would normally be given high priority, as would visits by
members of the Board.

Casual Visitors

Aswithallbusyworkplaces, thereisahighlevel of casual visitorstothe Academies during thecourseofanormal
working day. These could be parents visiting the Student Information Desk or engineers or commercial
representatives going to particular areas within the Academy.Sometimestheyareexpected,moreoften
thannot,theirvisitisunplanned.

Ifthevisitis expected by amember of staff, theirname should be provided to Reception so thatthe Receptionist
isawareofthevisitandwillbeabletogreetthe personaccordinglyon arrival. The visitor will then be asked to
wait in the Reception Area, while the person expectingthevisitorcanbelocated. Atthispoint,thememberof
staffwillcometoReception to collect their visitor or a Student Receptionist will be asked to take the visitor
tothe particular area or member ofstaff.

Forreasonsofsafetyforstaffandpupils,unknownvisitorsshouldonnoaccountbeallowed to wander throughthe

Trust premises. Notices are displayed at all entrances requesting all visitorstoreporttothefrontReceptionto
obtainaVisitor'sBadge andsignthe Visitor’'s Book.
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Ex-pupils

Often ex-pupils make social calls to the Academy. The Headteacher should be contacted and permission
granted for the visitor to come onto the premises. Once permission is given and they have signed the Visitor’s
Book, aVisitor’'sBadgeisissuedandthevisitorcanproceed.

Inallthree cases, itisimperative that the visitor completes the Visitor’'s Book and isissued withaVisitor'sBadge
(detailsofanyvehiclesshouldalsobeenteredintotheVisitor’'sBook).

Intruders

All staff are asked to take careful note of the following advice, which may help you to handle any difficult
situationsifyouareconfrontedbyanintruderorintrudersonourpremises. Alwaysaimtobewelcomingand
politetoall ourvisitors. If you see anyone thatyou think should not be on the Academy premises, do not
approach them directly on your own but inform the Front Reception Desk immediately and ask the
Headteacher to be called. It may be possible to keep them onsite by telephoning the Front Reception Desk or
by sending a note withastudent, ratherthanbyreportinginperson. Whenyouhaveidentifiedtheintrudersto
the Headteacher, please remain present whilst the Headteacher asks them in a friendly way their reasonsfor
being on site. The Headteacher should guard against questioning someone on the basis of stereotyped
assumptions about people based on their appearance. If satisfied that they are on legitimate business, please
accompanythemtoReceptiontocollecta Visitor's Passand sign the Visitor’s Book.

Todistinguish betweenintrudersandauthorisedvisitors, noticesinforming “visitors” ofthe need to report to
the main reception desk and obtain a visitor’s identity tag should be displayedatallAcademyentrances.If
thepersonisunabletoofferanacceptablereasonfor remaining,theHeadteachershouldpolitelyaskthemto
leaveinaclearandfirmway.

NEVER touch the intruder, even lightly, as this can be misinterpreted and provoke hostile reactions.Ifthey
refusetoleave,theHeadteachershouldnotattempttoforcethemtoleavebut dial 999 to call the police. Note
thatthe Headteacher can be called by radio from the Front ReceptionDesk. Inthissituation,trytoremain
calmandavoidraisingyourvoiceorbeing drawn into anargument.

If the police are called as a result of a physical assault, in serious cases they have the power to arrest the
assailant and take legal proceedings directly.

Take anote of the description of anyintruders and any conversation which you might have hadwiththem,even
whentheyleavethepremisesonyourrequestorwheretheymighthave refusedtoleaveinitiallybutthenleave
beforethepolicearrive.Intheunfortunateeventof anyinjuriesbeingsustained, aseparatereport should be made
ontheStandard Accident/Injury Form and returned to the Director of Business Services.

Some “Intruders” are ex-pupils, merely making a social call. Help them to obtain an official Visitor’s Pass,
available fromReception.

REMEMBER, the Trustees of The Hawksmoor Learning Trust will provide the fullest supportlegally possible

to staff in connection with alleged assaults, threats or criminal damage arising in the course of or out of the
performance of their duties.
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Troublemakers

Guidance, “Academy Security: Dealing with Troublemakers”, was issued by the DCSFon 16 December1997to
allAcademiesinEngland.Theguidancespellsoutthe powersofthepolice andthecriminaljusticesystemtodeal
withtroublemakersinandaroundAcademies.

The guidance also covers section 4 of the Offensive Weapons Act 1996. It is an offence under the Offensive
Weapons Act 1996 to carry, without reason or authority, a knife or offensive weaponinoraroundAcademies.
This applies to all knives, other than folding pen knives, with a three inch or smaller blade. However, The
Hawksmoor Learning Trust has banned all knives, regardless of the length of the blade.

The Trust Board has authorised the Headteacher (or nominee), in exercising day to day management
of the Academies, to determine who should have access to the premises. The Board have determined that
nobody (including governors, staff, pupils or parents) hasan unrestricted right of access to The Trust premises
except those with a statutory right to do so. During the day parents should act as visitors, complying with
appropriatearrangements; theyshouldpresentthemselvestothemainreceptiondesk,followingaroutetoother
defined parts of the Academy as determined by the Headteacher (or nominee).

Suppliers, contractors and commercial deliveries must follow separate arrangements as determined by the
Site Manager.

The Hawksmoor Learning Trust buildings and their grounds are private places and anyone entering without
authority (including pupils, ex-pupilsand parents)istrespassingand may be asked toleave by the Headteacher
(or nominee). Causing harassment, alarm or distress tostafforpupils,threatening,abusingorinsultingstaff,on
or off Trust premises, could be an offence. The Headteacher (or nominee) will exercise professional
judgement in deciding whether to involve police in incidents of this nature.

Whetherthe Headteacher (ornominee) has determinedthatanindividualis trespassing, the Board have authorised
alettertobesentoutontheirbehalfwarningtrespassersofthe possibility of proceedingsbeingbroughtagainst
them.Themaximumpenaltyforthisoffenceisafineof £500. When deemed necessary, a “troublemaker” will be
informed in writing by a standard form letter, of the limitations both in terms of time and place as to their
permissiontoenter the premises

(See attached sample warning letter in Appendices).

General precautions
Anymembersofstaffgoingoffsitemustensurethattheysignoutatthemainoffice.Ontheir return they must be
sure to sign back in again.

All visitors to the Academy must sign in and sign out in the Visitors book, so that a list of visitors in the
building is available at any time.

Any events, which use the premises out of working hours, especially where visitors to the Trustare involved,

will be subject to particular procedures for the specific event. The key individualorganisingtheevent, will
checkprocedureswiththeSeniorSiteManager.
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Working at height

The school will take all reasonable steps to provide a safe working environment for all employees who
may be affected by work at height activities.

The school will ensure that:

e Allworkactivities thatinvolve work at height are identified and assessed

e The needto undertake work at height will be eliminated whenever it is reasonably practicable to
doso

o Allworkat heightis properly planned and organised

e Allemployeesrequiredtouse stepladdersorladdersare competent
e Regularinspectionsofallstepladdersandladdersare undertaken

e Any contractors onschool property comply with this policy

e laddersandstepladdersaresecuredto preventunauthorised use.

Standing ondesks, chairs or other furniture is not permitted. If decorations or displays are tobe hungthena
stepstoolorstepladder of appropriate height must be used.

Risk Assessment for Work at Height
TheSeniorSiteManagerisresponsibleforensuringthecompletionofriskassessmentsforall working at height
tasks in the Academy.

Forallactivitiesinvolvingworkat heightariskassessment must be conducted and thefindings recorded. This
assessment should consider both the work to be done and the most appropriateaccessequipmenttobe
used(notjustwhatisavailable)toachieveasafesystem of work.

When determining control measures the following hierarchy of controls for work at height as follows must
beconsidered:

e Avoid the risk by not working at height, for example by working fromexisting platforms,using
longreachequipmentetc.Ifitisnotpracticabletodotheworksafely in some other waythen:

e Useworkequipment orother measures to preventfalls; and

e Wheretheriskofafallcannotbeeliminatedfurthercontrolstominimisethedistance and
consequences of a fall should one occur.

Thedetail oftheassessment willdependonthelevelofriskinvolved, asageneralguidethe risk assessment
shouldconsider:

The task and activityinvolved

The people (medical conditionsetc.)

Equipment to be used including erection and dismantling

Thelocation (proximity to roads, overhead electrical cables etc)
Theenvironment, poorconditionsandslipperysurfaces(weather,temperatureetc.)
The effect on pedestrians, fallingobjects

Using Ladders (including stepladders)
Ladders should not be used simply because they are readily available, the risk assessment should determine if
aladderorstepladderisappropriate for the task.
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Ladders and stepladders should only be used for short duration tasks (lessthan 30 minutes), lightdutytasksor
wheremoresuitableaccessequipmentcannotbeusedduetoexisting features of the site which cannot be
altered.

Forexamplewhilstaladder mayreach, ifthetaskrequiresstrenuous work, carrying bulky / heavyequipmentor
likelytotakemorethan30minutesthenanalternativemeansofaccess such as a tower scaffold or podium steps
would be more appropriate.

Onlythose personswhohave beentrainedtouseladderssafelymayusethem. All ladders should
be secured against unauthorised use priorto use it should always be ensured that the
ladder isin good condition and fit for purpose.

Where ladders are to be used to work from it should be ensured that:

A secure handhold and support are available at all times;
Three points of contact should be maintained at all times;
The work can be completed without stretching;

The ladder can be secured to prevent slipping.

Do not work at height when you are alone. If you are planning to use a step ladder ask the Senior Site Manager
to help you erect it properly and have an assistant to hold the ladder steady and pass you the materials you
need.

Yourwaistshouldbenohigherthanthetopplatformoftheladder.Neveroverreach.Try always to keep one
hand free on the ladder to steady yourself.

Equipment identification / inspection
TheSeniorSiteManagerisresponsibleforthepurchaseandmaintenanceofallladdersinthe Academy.

The school will compile a register of equipment (excluding kick stools). Where there is more than one piece of
equipmenteachshouldbeindeliblymarkedwithanidentifyingnumber.

Equipment for work at height, should be inspected prior to use and by acompetent person termly/6monthly.
Theinspectionwilldependuponthecomplexityoftheequipment.

Inthecaseoftowerscaffoldsacompetentpersonmustinspectthesepriortoitsfirstuseand thereafter every 7
daysthatitremainsin place. Only personsthat have received the appropriatetraining(PASMA)canerect,
alter,inspectanddismantletowerscaffolds.

Work experience placements (pupils) — to be read in conjunction with the ‘Student work placement
/ experience policy’

The Policy on student work placement / experience relates to the placement of students on employers’

premisesinwhichthepupilcarriesoutaparticulartaskorduty,orrangeoftasks orduties, moreorlessaswouldan
employee, butwiththeemphasisonthelearningaspects of the experience.
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Working hours

The Working Time Regulations apply to students on work placements. Students should not work formorethan
five days in any consecutive seven day period. However, the number of hours worked and pattern of work is
normally a matter for agreement by the placement provider, schooland students. Students should not be
asked to work excessively long hours, or unnecessarily unsocial hours, and should not work more than a
standard eight hour day.

Pupils may not be assigned to work during the ‘restricted period’ between 22:00 and 06:00 (orafter11:000r
before07:00dependingontheworkingpatternofthecompany).

Youngpersonsareentitledtoadailyrest period ofatleast 12 consecutive hoursineach 24- hourperiodinwhich
theyareatworkandtoaweeklyrestperiodofatleast48hoursineach seven-day period during which they are
at work.

Studentsarealsoentitled torestbreaksiftheirworkingtimeismorethanfourandahalfhours. The rest break
should be at least 30minutes.

Safeguarding

ThereisnorequirementtoDBScheckallstaffofthe hostemployerthatmaycomeinto contactwithstudent
on placement. Only a member of staff with day to day responsibility for the studentor as part of their job
description—this could be the manager, asupervisorora mentoring employee — should be required to
have a DBS check.

In the vast majority of placements — as the employer/employees involved will not have regular unsupervised
accesstoyoungpeople atwork—thereis no need for DBS checkstotake place.

However, DBS checks must be considered in all the following cases:

1. Students identified bytheschoolasvulnerableforeducational, medical, behavioural or homecircumstance
reasons,includingthosewhohavespecialeducationalneedsorareyoung (aged under 16).

2. Students on placements lasting more than 15 days over an extended period, especially where these
involve:

e Regularloneworkingwithanemployeroverlongperiods(ruleofthumbwouldsuggest anything over
half a day ata time)

e Placementslocatedinparticularlyisolatedenvironmentswith 1:1working
e Placementsinvolvingahigh degree oftravellingona1:1basis

3. Placements which include a residential element.

The fact that a particular placement falls into one of the above categories does not necessarily mean thata DBS
check will be required. Such a decision will depend on an assessment of the overall potential risks posedtoa
youngpersonandwilltakeintoaccountanysystemsinplace to minimise theserisks.

36



If any of the above three cases apply, additional safeguards should be put in place. These include:

School staff or other partners who arrange, vet or monitor the work placements should have
training in child protection

Employers, supervisors or training providers hosting students should be asked to endorse a child
protection policy or statement of principles

School policies and procedures should define what actions need to be taken by whom and when if any
child protectionissuesareraised, before, during orafter the placement

Students shouldalsobegivenclearadviceandapointofcontactintheschoolincase of any problems.

For clarity, DBS checks and additional safeguards (as above) are not necessary:

For short-term extended work experience for half aday or a day aweek lasting one term or less

For block placements lasting up to three weeks

Where the placement involves contact with visitors who will only have contact with children/young
peopleonanadhocorirregularbasisforshortperiodsoftime

Where people will have contact with children/ young people simply because they are in the same
location or as part of their work, but who will not have regular, unsupervised access to the
children/young people at work

Where the placement involves Secondary age students undertaking voluntary work, citizenship or
vocational studies or work experience in other schools. In these cases theschoolplacingthestudent
should ensure that they are suitable for the placement in question. (Reference: ‘The Work-Related
Learning Guide (Second Edition)’ 2009)
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