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HEALTH AND SAFETY POLICY
College Governance Status
This policy was revised in October 2010 and is reviewed annually. 

	Review dates
	By Whom
	Approval date 

	October 2010
	Staff and Governors
	19.10.10

	September 2011
	Staff and Governors
	3.10.11

	
	
	


Health and Safety Statement

Health and Safety at Work etc Act 1974

THIS IS THE HEALTH AND SAFETY STATEMENT OF

WHITBY COMMUNITY COLLEGE

Our statement of intent is:

· Implement the requirements of NYCC's Corporate Health and Safety Policy;

· Implement the requirements of Children and Young People’s Service (CYPS) Health and Safety Policy;

· to make adequate arrangements for the health, safety and welfare of  staff and pupils;

· to provide adequate control of  health and safety risks arising from our work activities;

· to consult with our employees on matters affecting their health and safety;

· co-operate with the LEA in matters related to health and safety;

· to provide and maintain safe plant and equipment;

· to ensure safe handling and use of substances;

· to provide information, instruction, and supervision for employees;

· to ensure all employees are competent to do their tasks, and to give them adequate training;

· to prevent accidents and cases of work-related ill health;

· to maintain safe and healthy working conditions; and

· to review and revise this policy as necessary at regular intervals.
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Signed: 
K Prytherch, Headteacher 
Signed:
R Simpson, Chair of Governors

Date: October 2011
Review date:  October 2012
RESPONSIBILITIES

	Overall responsibility for health and safety within the College is that of:
	

	
	

	Keith Prytherch

Headteacher
Richard Simpson
Chair of Governors


	
	

	Day to day responsibility for ensuring this policy is put into practice is delegated to:


	

	Dr Susan Morgan                                   Deputy Headteacher

Peter Shepherdson                                Site Manager



	
	

	To ensure health and safety standards are maintained/improved, the following people have responsibility in the following areas:


	

	Dr Susan Morgan              Curriculum                           

Peter Shepherdson           Premises                              

Keith Prytherch                 Personnel

Brian Melville                     Off-Site Educational Visits                                                                                                           

 

	All employees have to:

· co-operate with supervisors and managers on health and safety matters;

· not interfere with anything provided to safeguard their health and safety;

· take reasonable care of their own health and safety; and

· report all health and safety concerns to an appropriate person (as detailed in this policy statement).



HEALTH & SAFETY RISKS ARISING FROM OUR WORK ACTIVITIES

Risk assessments will be undertaken by:
Peter Shepherdson and departmental health and safety representatives
The findings of the risk assessments will be reported to:
Strategic Team, Governing Body and Heads of Department 
Action required to remove/control risks will be approved by:
Strategic Team

The person responsible for ensuring the action required is implemented is
Peter Shepherdson
Dr Susan Morgan
Heads of Department
Checks that the implemented actions have removed/reduced the risks will be carried out by:
Keith Prytherch

Assessments will be reviewed every:
12 months
or when the work activity changes, whichever is soonest.

	CONSULTATION WITH EMPLOYEES


Employee Representative(s) are:

 NUT - Vacant
 UNISON - Vacant
VOICE – Sarah Clancy
Vicky Baker (ATL)

Consultation with employees is provided by:

Morning Staff Briefings

Departmental Staff Briefing
Consultation Notice Board

Training Days

SAFE PLANT AND EQUIPMENT

Identifying equipment/plant, which will need maintenance is the responsibility of:
Peter Shepherdson and departmental Health and Safety Representatives
Ensuring effective maintenance procedures are drawn up is the responsibility of:
Peter Shepherdson and departmental Health and Safety Representatives
The person responsible for ensuring that all identified maintenance is implemented is:
Keith Prytherch

Problems with plant/equipment should be reported to:
Peter Shepherdson/James Gilpin

Checking plant and equipment health and safety standards before purchase is the responsibility of:
Peter Shepherdson
SAFE HANDLING AND USE OF SUBSTANCES

Identifying substances which need a COSHH assessment is the responsibility 
of:
Peter Shepherdson/Keith Deason/departmental Health and Safety reps
The person(s) responsible for undertaking COSHH assessments is/are:
Peter Shepherdson/Keith Deason

Ensuring that all actions identified in the assessments are implemented is the responsibility of:

Dr. Susan Morgan
The person responsible for ensuring that relevant employees are informed about COSHH assessments is:

Dr Susan Morgan

Checking that substances can be used safely before they are purchased is the responsibility of:

Peter Shepherdson/Keith Deason

Assessments will be reviewed every

12 MONTHS

or when the work activity changes, whichever is soonest.

INFORMATION, INSTRUCTION AND SUPERVISION

The Health and Safety Law poster is displayed at:

Staff Room

Caretaker Office

Health and safety advice is available from your NYCC Safety Risk Adviser:
Joe Ball Telephone No. 01609 532545

Supervision of young workers and trainees will be arranged/ undertaken/monitored by:
Phil Woods

Ensuring that our employees working at locations under the control of other employers, are given relevant health and safety information is the responsibility of:
Keith Prytherch

COMPETENCY FOR TASKS AND TRAINING

Induction training will be provided for all employees by:
Dr Susan Morgan

Job specific training will be provided by:
Dr Susan Morgan

Specific jobs requiring special training are:

First Aid

Minibus Driving 

Manual Handling/Working at Heights

Physical Restraint - by John Kiddle (Contact via Julie Kiddle Eskdale)

Training records are kept at/by:
Carolyn Noble and Joanne Robinson

Training will be identified, arranged and monitored by:
Dr Susan Morgan

ACCIDENTS, INCIDENTS, FIRST AID AND WORK-RELATED ILL HEALTH

Health surveillance is required for employees doing the following jobs:

Science Technician

Site Manager

Health surveillance will be arranged by:

North Yorkshire County Council - Occupational Health Department Telephone No. 01609 785780

Health surveillance records will be kept by/at:

Jackie Hunter – Finance and Human Resources Manager/Head’s Office
The first aid box(es) are kept at:

• Reception



• Gym Block
• Minibus



• Caretaker's Office

• Science



• Technology Block
• Learning Centre Kitchen
• ICT room


• Art room



• Field Pack - Held at Reception for Trips

• Health and Social Care Room
• Geography Office
The appointed person(s)/first aiders are:
Fiona Middlemas

Emma Padmore

Carolyn Noble

Joanne Robinson
James Gilpin

Julie Rowbotham
Alan Bentley

Tracy Ward


Shaun Maclean

Jayne Wilkinson
Alethea Estill

Keith Deason
Hayley Ross


Pete Woolley

Michael Latus

Adrian Wood
Mark Parkin


All accidents and cases of work-related ill health are to be recorded in the accident book. The book is kept
College Reception
The person responsible for reporting accidents, diseases and dangerous occurrences to the NYCC CYPS Health and Safety section is:
Peter Shepherdson
MONITORING

To check our working conditions, and ensure our safe working practices are being followed, we will:
• Invite NYCC Schools Health & Safety Advisor to conduct annual external audits

• Subscribe to the NYCC Risk Management Traded Service

• Record and review all reported accidents/near misses on a weekly basis

• Ensure risk assessments and reviews are carried out where appropriate

• Review on a monthly basis all reported staff absences

The person responsible for investigating accidents is:

Peter Shepherdson
Dr Susan Morgan

The person responsible for investigating work-related causes of sickness absences is:

Keith Prytherch
The person responsible for acting on investigation findings to prevent a recurrence is:
Keith Prytherch

ASBESTOS RISK MANAGEMENT

The Responsible Officer for asbestos management is:
Peter Shepherdson
The Asbestos Risk Management file is kept in:
Site Manager’s Office

Site plans showing the location of asbestos containing materials (ACM's) are kept in:
Site Manager’s Office

Ensuring that contractors are made aware of the location of ACM's and that they sign the relevant permit to work is the responsibility of:
Peter Shepherdson/James Gilpin

Asbestos risk assessments will be undertaken by:

Peter Shepherdson/James Gilpin

Visual inspect ions of the condition of ACM's will be undertaken by:

Pete Shepherson/James Gilpin/Ray Bishop

Records of the above inspections will be kept in:

Site Manager’s Office

LEGIONELLOSIS MINIMISATION
The nominated Site Manager under the NYCC Legionnaires Disease Risk Management Policy is:

James Gilpin

Risk assessments detailing on-site tasks for the minimisation of Legionellosis risk are kept in:

Site Manager’s Office

The person responsible for carrying out the on-site tasks set out in the above assessments is:

James Gilpin/Ray Bishop

Record showing that the above on-site tasks have been undertaken are kept in:

Site Manager’s Office

WORK AT HEIGHT

All work at height in the school must be authorised by:

James Gilpin/Ray Bishop

Risk assessments for working at height are to be completed by:

Peter Shepherdson/James Gilpin
Equipment used for work at height is to be checked by and records kept in:

James Gilpin / Site Manager’s Office

Training records for persons carrying out work at height are kept:

Carolyn Noble
EDUCATIONAL VISITS

Off-site educational visits must be authorised by:

Keith Prytherch

The Educational Visits Co-ordinator(s) is/are:

Brian Melville
Risk assessments for off-site visits are to be completed by:

Brian Melville
The Guidelines for Educational off-site Visits for Schools are kept in the following offices:

• Staff Room

• Main Office

• Head of Department 
Details of off-site activities are to be logged onto the NYCC database by:

Joanne Robinson
EMERGENCY PROCEDURES - FIRE AND EVACUATION

The person responsible for ensuring that the fire risk assessment is undertaken and implemented is:

Peter Shepherdson
Escape routes are checked daily by:
James Gilpin/Ray Bishop 
Fire extinguishers are maintained and checked by/every:

Yearly by CHUBB on behalf of NYCC 
Alarms are tested by/every:

Half Termly
MONKS Security

(Intruder Alarm)

PROTEC


(Fire Alarm)
Emergency evacuation will be tested every:

Three times per academic year (once per term)
The Security Coordinator is:

Peter Shepherdson
APPENDICES

List here any other policies relevant to health and safety and state where they are located. E.g. Medicines Policy, Educational Visits Policy etc.
• A Guide to Risk Assessment Requirements

• Guidance on Residential Visits

• Handbook for Group Leaders

• NYCC School Journey Policy

• Paracetamol Guidelines

• Security

• Visits Policy

All to be found in the shared area of the Staff Portal on Whitby Community College Server
SOME KEY AREAS OF RISK

• Asbestos



• Chemicals

• Confined Spaces
   

• Construction Work
• Contractors on site


• Display Screen Equipment (VDUs)

• Educational visits


• Electricity

• Excavations



• Falling objects/collapsing structures

• Fire and Explosion


• Legionnella

• Machinery (including guarding)
• Manual Handling

• Noise




• Pressure Systems

• Radiation



• Slips, trips and falls

• Stress



• Substances hazardous to health

• High & low temperatures

• Transport

• Vehicles on site


• Vibration

• Violence to staff


• Work equipment

• Work-related upper limb disorders
• Working alone

• Work at heights


• Working environment
These are just some examples of key areas; this is not an exhaustive list. Look around your school to identify other risk areas. If any risks apply to your work activities, you will need to do risk assessments to check that you have removed or reduced the risk.

FURTHER GUIDANCE

There are many free health and safety leaflets and guidance booklets and priced publications available from:

HSE Books Tel: 01787 881165

HSE Book Website: www.hsebooks.co.uk

Health and Safety Information Services

Infoline Tel: 08701 545500

HSE Website: www.hse.gov.uk

FURTHER INFORMATION

Further advice on completing this health and safety policy document is available from your

Safety Risk Adviser or contact:

Andy Dolan - Service Manager

SCHOOL HANDS SERVICE

North Yorkshire County Council

Safety Risk Management Unit

Room 161a, County Hall

Northallerton, DL7 8AE

Tel: 01609532545

Fax: 01609 532543

E-mail: andy.dolan@northyorks.gov.uk
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