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This Policy is a:

Statutory policy :

This is a model policy that has been developed by Denbighshire Education
and Children’s Services with schools and partners which school governing
bodies can choose to adopt, or they must produce their own in line with the

relevant guidance.

Statutory policy :

This is a model policy that has been created without any formal consultation
which school governing bodies can choose to adopt, or they must produce
their own in line with the relevant guidance.

Non-statutory policy :

This is a model policy that has been developed by Denbighshire Education
and Children’s Services with schools and partners which school governing
bodies can choose to adopt, or they must produce their own in line with the

relevant guidance.

Non-statutory policy :

This is a model policy that has been created without any formal consultation
which school governing bodies can choose to adopt, or they must produce
their own in line with the relevant guidance.

This Policy relates to: Please indicate (V')

Please indicate (\/)

S

Rhyl High School (Secondary)

All schools (please name)

Other (please name)

Headteachers Signature: Mr P.Collins Date:

Chair of Governors Signature: Mr M. Harris Date
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Rhyl High School including Ysgol Tir Morfa Health and Safety

*From here on, the term ‘Rhyl High School’ includes Ysgol Tir Morfa throughout the document, unless specifically stated.

Organisation and arrangements

Rhyl High School as a “Body Corporate” and an employer has a responsibility to comply with the Health &
Safety at Work etc. Act 1974 its subordinate legislation and other statutory provision. There is also a moral duty
to consider the wellbeing of its employees and others who may be affected by its operations and activities.

The school has a specific duty under the Act to prepare and as often as necessary revise, a written Health &
Safety Policy and bring the Policy to the attention of its staff and others who may be affected by its operations
and activities.

Organisation
The following individuals and bodies, have specific duties and responsibilities regarding Health, Safety and
Welfare for all school related activities.

» Headteacher — Mr Phil Collins (Rhyl High School)

> Deputy Headteacher — Ceri Ellis (Rhyl High School)

» Headteacher — Sue Roberts (Ysgol Tir Morfa)

» Deputy Headteacher — Sara Giriffiths (Ysgol Tir Morfa)

» Strategic Business & Finance Manager — Mrs Olivia Beckett Responsible for Health and Safety
> Site Team — Mr James Wright

> Site Team — Mr Simon Jenkins

> Senior Leadership Team

> Heads of Department

> First Aiders

The local Education Authority (LEA)
The duty to comply with the statutory requirements of the “Health and Safety at work etc.” Act 1974 lies with the
LEA. This overall duty cannot be delegated however some of the functions under the Act will be delegated to
the Head Teacher and the board of governors.

Head Teacher and Board of Governors
The Head Teacher, as the senior member of the school staff, along with the board of governors, will identify the
line management structure for Health, Safety and Welfare within the school and during related activities.

The Responsibilities of this post are:

« To ensure that adequate management arrangements exist for the school to comply with the
requirements of Health & Safety Legislation and to maintain and implement its Health & Safety
Policy.

e To ensure the allocation of adequate resources and time to maintain sound and efficient Health,
Safety & Welfare Arrangements.

» To ensure effective communication & co-operation on matters of Health & Safety during all school
related activities.

e To ensure that all members of staff identified within this Policy understand their specific health &
safety responsibilities, and to make arrangements to monitor their performance.

e To ensure that each senior member of staff appoints other members of staff as necessary to
assist in the arrangements for implementing Health, Safety & Welfare matters within their
respective departments.

¢ To ensure that the Policy objectives are met and that the Policy is reviewed as appropriate to
secure continued compliance with current and modified legislation.

¢ Headteacher to inform the Chair of Governors if a major incident occurs.



Senior person with delegated responsibility for the operational control of

Safety, Health and welfare matters

The Strategic Business Managers are responsible for the overall operational control for Health, safety and
Welfare matters, with delegated responsibilities given to Strategic Business and Finance Manager, and will co-
operate with the LEA, head teacher and each other, to ensure that the school complies with current health and
safety legislation and its moral obligations.

The responsibilities of this post are:

» To provide a focus for health and safety matters and co-ordination of the school Policy, including
its formation and review.

* To liaise with the head teacher and other senior members of staff to ensure that effective
measures for health & safety are in place, including suitable and sufficient risk assessments, safe
systems of work, procedures and other control measures.

» To ensure effective arrangements for accident, injury and incident reporting and investigation are
in place.

» To understand the requirements of and ensure reporting to the HSE is carried out as required by
the “Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995” (RIDDOR).

e To ensure that the Policy, procedures and relevant rules and regulations are communicated to
and readily available to all employees, pupils and others as may be necessary.

e To ensure that a training programme is in place for health & safety training.

e To record any requests for a Health & Safety committee and act accordingly

e To create and chair, if requested, a regular forum (Health & Safety committee) for the discussion
of Health & Safety issues between management, staff and other interested parties.

* To ensure that completed minutes from the Health & Safety committee meetings are retained

e To ensure that a programme for annual Health & Safety auditing is in place to encompass all
aspects of school related activities

e To ensure that any findings from Safety Tours are completed within a suitable timescale

e To produce an annual Health & Safety report that gives an assessment of compliance with
statutory regulations.

» To seek expert advice on health and safety matters as may be appropriate.

e To ensure that all new staff are taken through health and safety induction training followed by
refresher training at suitable intervals.

* To ensure that recognised staff trade union representatives are provided with appropriate
facilities and co-operation so that they may carry out their duties.

e To review accident, injury and incident reports to ensure correct completion and report to the
HSE as required.

e To ensure the person responsible for Health & Safety is identified by the display of a notice in
main reception.

e To ensure the HSE Law Poster is displayed in a prominent place, to comply with the law

» To ensure that all visitors are provided a Health & Safety leaflet, notifying them of their legal
obligations

* To ensure that all first aid trained persons receive suitable training and that training is kept up to
date

e To ensure any breaches of Health & Safety Legislation are reported to the Headteacher

Site Team

Site Team, is responsible for ensuring the maintenance of the building and school site.

Responsibilities of this post are:

To ensure the maintenance of the school buildings and school site are regularly monitored.
To report any defects, faults or dangerous occurrences to the Head Teacher and Property

Services.

To ensure records are kept in regards to any regular maintenance work carried out.

To ensure that escape routes are kept clear at all times.

To ensure that weekly tests of the Fire Alarm are carried out.

To ensure regular tests of the Fire System are carried out and recorded.

To ensure any breaches of Health & Safety Legislation are reported to the Site Team Lead
Health & Safety or Headteacher.



Heads of Department

The heads of department are accountable for ensuring that the necessary management arrangements within
their department are in place and maintained that will allow this Policy to be implemented. This will be achieved
by developing and implementing, school specific procedures. The local arrangements will include methods of
monitoring, reviewing and auditing the health & safety measures in place.

The specific responsibilities of this post are:

e To ensure that responsibilities for Health & Safety are set out clearly in job descriptions for their

staff.

e To ensure that the Health & Safety policy is communicated with new members of staff to their

department

e To ensure that a robust system for carrying out risk assessments and implementing the

necessary control measures is in place and request assistance or guidance from the Health &

Safety Officer where necessary

e To ensure that suitable and sufficient Risk Assessments are in place for their area of

responsibility and to quality assure that these Risk Assessments are used effectively by all

members of the department

e To ensure that a programme and written procedures exist that details the timescales and

arrangements for inspection, audit and monitoring of the department health and safety systems. IE

— Science & Technology Machinery

« To ensure that any materials with an expiry date are regularly checked and disposed of in a safe

manner

e To ensure that all staff are provided with suitable & sufficient information, instruction and training

to fulfil their duties safely and are made aware of relevant safety rules & procedures.

« To ensure that the learning environments in their area are clear of clutter, litter and any potential

hazards that may lead to possible injury and to quality assure that all members of the department

comply

e To ensure that effective injury & incident reporting is undertaken within their department and that

procedures are in place for reporting hazards and defective equipment.

e To ensure that any absent members of teaching staff are reported to the Cover Supervisor, to

record on the daily cover list

e To ensure any breaches of Health & Safety Legislation are reported to the Strategic Business
Manager or Site Team.

Teaching and support staff

Teaching and support staff are accountable to their head of department for ensuring that rules and procedures
in place for health & safety are interpreted and implemented correctly.

The specific responsibilities of this post are:

e To ensure that activities carried out by employees or pupils will not create risks to other

employees, pupils, members of the general public.

e To ensure that risk assessments are carried out and recorded and that suitable and sufficient

control measures are put in place as a result. Seek advice/guidance from the Health and Safety

Officer where necessary.

« To ensure that pupils understand instructions for health & safety and to monitor their compliance.

e To ensure that the learning environments in their area are clear of clutter, litter and any potential

hazards that may lead to possible injury

e To ensure that the safety, health and welfare of pupils and others who may be affected by

activities under their control is not put at unreasonable risk.

e To ensure that they report any absences to Line Management and the Cover Supervisor

« To ensure that they sign in and out as appropriate on the daily signing in record sheet

« To ensure any breaches of Health & Safety Legislation are reported to the Strategic Business
Manager or Site Team.



All School Staff

All staff MUST ensure that:

They are fully conversant with the school Health & Safety Policy.

That they co-operate fully with their employer to allow the school to meet its statutory duties.

That they take reasonable care of themselves and others who may be affected by their acts or
omissions.

Not to intentionally or recklessly interfere with or misuse anything provided in the interest of
health & safety.

All injuries, incidents and dangerous occurrences are immediately reported to the Site Team or
business manager.

They are fully conversant with all Fire procedures applicable to the area they are working in.

All equipment provided for personal safety shall be used in accordance with training received and
is maintained in good condition for use with all defects being reported.

They must use all work items provided by the school correctly and in accordance with training
and instructions they received to use them safely.

They must report any unsafe equipment or situations directly to their line management or Site
Team if urgent attention is required.

They report any absences to Line Management and the Cover Supervisor

They sign in and out as appropriate on the daily signing in record sheet

Any breaches of Health & Safety Legislation are reported to the Strategic Business Manager

Trade Union Safety Representatives

Union representatives representing the staff in their workplace regarding matters of health & Safety at work, will
consult and co-operate with the head teacher and others with specific health and safety responsibilities help to
promote and develop measures to ensure the health, safety & welfare of their colleagues.

Specifically they:

» Make representation to the head teacher or appointed deputy on any general or specific matter

affecting the health & safety of employees, pupils, parents, visitors, contractors or the general
public in their workplace.

e Investigate in association with the head teacher or appointed deputy and a health and safety
specialist, any potential or actual hazards in the workplace and examine the causes of accidents.

» Carry out safety inspections with the head teacher or appointed deputy in accordance with an
agreed program.

* Represent employees in the workplace in consultations with officers of the Health & Safety
Executive (HSE).

First Aiders

First Aiders responsibilities are:

To administer first aid, as stated in the first aid policy.
To never act outside of first aid training
To ensure they are up to date with all first aid qualifications and training

 To ensure that first aiders and first aid equipment is clearly identified and displayed around the school site

To ensure first aid equipment is within expiry date and replenished as necessary

Pupils, parents, visitors, contractors and others

Every person has a legal and moral responsibility for Health and Safety because their actions or inactions may
put themselves or others at risk. The duty of care that rests with all individuals will be clearly communicated
throughout the school and during all activities. This message will be regularly reinforced and reiterated in a clear
manner that identifies expected standards and methods of reporting issues.

The following actions will also be undertaken:

All'pupils will be registered during the school day or sign in and out at main reception, as appropriate

All visitors and contractors are to sign in and out at the main reception and wear an identification badge
throughout their visit

All visitors and contractors will be given information, in the form of a leaflet, explaining what is expected
in terms of their Health & Safety responsibilities



School Health & Safety Committee (if requested)

A Committee made up of representatives from the board of governors, school management, teaching staff and
support staff will meet, once a term, to discuss any health and safety issues. The meeting will be chaired by the
head teacher, or appointed deputy, and the minutes will be distributed to committee members. This committee
will provide a forum for consultation with regard to all Health and Safety matters related to the School and its
activities.

School Health, Safety & Welfare Committee — Constitution
The Committee will be called the Rhyl High School Health & Safety Committee.
Terms of Reference

The committee shall consider all matters relating to the responsibility of the school, its employees, pupils and
others under the provisions of the Health and Safety at Work etc. Act 1974 and all related legislation. It shall
make recommendations as appropriate for the execution of the school policy for Health, Safety and Welfare.

In particular, the committee shall examine and review the following aspects:-

e The training of and the distribution of information to employees, pupils and others on health, safety and
welfare.

e Risk assessment strategies, the development and maintenance of safe systems of work together with the

promotion of safety awareness and welfare.

The development and maintenance of occupational health and welfare facilities.

Changes to health and safety legislation which may affect the school’s activities.

Accident performance data, and reports concerning serious injuries and or incidents which have arisen.

Current effectiveness of the school policy for safety and health.

Reports and other relevant information provided by any source which has potential safety and health

implications, or are matters which cannot be resolved outside of the committee.

e Any other relevant matters referred to it.

Membership of Committee

The Committee will comprise of:
¢ The head teacher, or appointed deputy, who will chair the meeting
e A member of the school governing body
e members of the teaching staff
e members of the support staff
e A health and safety specialist as required.

Meetings of the Committee

¢ The committee will meet once a term.

e An agenda will be circulated in advance of the meeting. Items for inclusion on the agenda should be
submitted prior to the meeting to the chairperson.

e The date of the next meeting of the committee shall be agreed at the end of each meeting.

¢ Additional meetings may be convened at other times as circumstances dictate.

Proceedings

¢ Minutes shall be kept of the proceedings.

e All recommendations of the committee shall be decided by a majority of members present.

e The committee shall, through its Chairperson, seek the attendance of persons with specialist knowledge as
necessary.

Quorum

The quorum required for each committee meeting will require 5 members to be present.
Distribution of Minutes

Minutes of each meeting will be circulated as soon as is practicable after the meeting

Once approved the Minutes will be distributed to:

) Chairperson

. Board of governors

o Health & Safety Committee Members
) Health and safety representatives



Arrangements for Health and Safety

The arrangements deal with how the functions allocated to individuals are carried out.

The school will develop, through its Health and Safety organisation, a systematic program of risk
assessments to control the risks from all of its activities and operations.

Outcomes of risk assessments will be used to formulate safe systems of work and other control measures.
Documentary records will be maintained of all risk assessments, safe systems of work and other control
measures.

All Health and Safety information will be made available to everyone, who has due cause to have
knowledge of it. The information will be available through the site team and business manager and on the
Staff Drive.

Health and Safety information, instruction and training needs will be identified through the school
organisation as detailed in this policy.

The school manual for Health and Safety explains the key elements of the school Health and Safety policy
arrangements. The manual is held in the Business Office, where it may be viewed on request. An electronic
version of the manual can be found on the Staff Drive.

The school will use the forum of meetings and the general notice board to further the awareness and
understanding of Safety, Health and Welfare issues

Arrangements for specific hazards, risks, occurrences, visitors, contractors, major works, emergencies,
communications, accident reporting etc are detailed within the manual. The position of this data within the
manual is identified on the contents page.

The manual contains a list of information for reference and where it may be found. This information should
be used when developing, implementing and maintaining the health and safety systems. The position of this
data within the manual is identified on the contents page.

The school will engage the services of Health and Safety specialists provided by Denbighshire County
Council to assist in the development, maintenance, monitoring, auditing and review the school systems.



Monitoring Health and Safety performance

The effectiveness of the Health and safety policy and the standards of Health and Safety achieved in the school
will be actively monitored. Policy issues will be discussed during the Health and safety committee meetings,
teaching and support staff meetings to identify whether the policy is being effectively pursued and whether
satisfactory standards of safety performance are being achieved.

A Health and Safety plan will be developed to support the policy. Progress against plan will be discussed at
Health and Safety committee meetings and more frequently as required. The plan will be used to identify
planned actions and activities with regard to Health and Safety such as safety tours, meetings and major
occurrences or projects.

e Health and Safety tour.

o

o

Rhyl High School & Ysgol Tir Morfa will carry out their own formal planned Safety Tours of the
school and its activities will be programmed to take place by a suitable team once a term.

Ysgol Tir Morfa will invite Site Team to attend their Safety Tour.

The tour will not aim to cover the whole of the school activities in one attempt but all areas,
activities and topics will be covered within a twelve month period.

The tours will be recorded and an action list drawn up that identifies actions required, action
owners, and resources required and time scales. Actions will take the form of immediate remedial
actions and longer term actions aimed more at dealing with root causes.

Outstanding safety related actions will be stored in a way that enables easy access and
prioritisation.

¢ |nformal safety inspection.

o

o

On a daily basis all staff will identify Health and safety issues that require action and report to the
Site Team. For Ysgol Tir Morfa — The most senior member of staff on site.

On a daily basis all staff will ensure their working area is free of clutter, litter & any potential
hazards to avoid possible injury

Machinery & Equipment will be inspected on a regular basis and records will be held and kept up
to date

Any defaults or mis-use of machinery or equipment will be reported and rectified immediately
Staff will report all significant issues to their head of department or the Site Team, once a term (or
sooner if necessary), via a Classroom checklist.

Where necessary school activities will be halted to prevent unreasonable risk to the health, safety
and Welfare of anyone who may be affected by the activities.

o Staff meetings

o Health and Safety will be on the agenda of Department & Middle Leaders meetings. Staff
will be free to discuss any issues they have.
o Any issues raised will be reported to the Site Team & actioned accordingly

¢ Pupil information.

o Pupils will be made aware of the requirement for creating and maintaining a safe and
healthy school environment, via assemblies with Progress Managers.

o Pupils will be encouraged to participate in feeding back and supporting health and safety
issues via the Student council

e Reactive monitoring.

o All accidents, injuries, incidents, near misses and complaints will be reported on a report
form. Reporting forms are available from the school office, Staff Room or on the Staff Drive.
As much information as possible will be entered onto the forms to enable investigation and
analysis of data.

o If applicable, accidents and incidents are submitted to DCC via the Intranet, by the Site
Team / B&F Manager

o There is a separate First Aid Policy regarding the administration of First Aid

o All student accidents are to be recorded via Behaviour Watch

o All reported accidents, injuries, incidents, near misses and complaints will be investigated,
by the Business Manager/Site team to an appropriate level with a view to learning from
them.

o Health and Safety specialists may be brought in to carry out investigations where
appropriate.

o Incidents will be reported to the HSE as defined by the “Reporting of injuries diseases and
dangerous occurrences regulations” (RIDDOR)



Review
This policy will be reviewed annually or sooner as appropriate. Earlier reviews will occur if
there are any significant changes to the school circumstances.
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