SECKFORD
EDUCATION TRUST

“Providing a foundation for life”

HEALTH AND SAFETY
POLICY

THIS IS A DUE DILIGENCE DOCUMENT
DO NOT REMOVE FROM THE PREMISES




TheChiefOperating Officers required to implement and complete this 10 Point Action
Plan as part of compliance with the requirements of this policy.

Action Implementation Activities Target
Date
1 Introduce Policy with support from relevant staff members aodhplete the blank sections o
the policy.
2 Place a copy of the signed and dated Policy statement on the staff notice board.
3 Tailor the management sections of the policy to the site. Ensure all Managers and staff a

aware of their responsibilitiesoncerning implementation of this policy.

4 Provide Managers and Departmental Managers with access to online Generic Risk
Assessments. Include the specific detailed risk assessment formats and set deadline for
and completion (recognise that meniog and training may be necessary for some).
Recommend this is within 2 months of policy issue.

5 Set up a Health and Safety Committee if it has not already been done and hold
regular meetings. Ensure minutes are documented, signed offlestdbuted.

6 Include relevant information and statutory notices on the Staff notice board as required b
the sections within the Policy, including accident reporting and welfare.

7 Establish department Health and Safety files using the Index outlined ipdlcy and
CLEAPSS guidance where appropriate. Ensure managers include only relevant sections
the policy. Provide mentoring and support on completing of records.

8 Setup relevant filing systems for
SafetyPolicy
RiskAssessmentfOnline)
AccidentRecords (Papdrased andnline)

Training
All departments should hold relevant information and records or hold centrally (whicheve
is applicable).
9 Establish a minimum quarterly review of Health and Safety documentation to ensure poli
beenimplemented.
10 Complete the 6 monthly declarations as required and submit to NAVITAS/ESB. This coni

be assessed as part of the Health and Safety Audit

SIgNATUIE ... Date ..o
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SECTION-AMANAGEMENT ORGANISATION AND
RESPONSIBILITIES



INFORMATION FOR MANAGERS AND ENFORCEMENT OFFICERS

The Health & Safety Management System is provided to meet legal requirements and to ensure that high
standards of Health and Safety are monitored and implemented.

This is an operational manual that dewlgh the day to day running of the business.

It is the responsibility of theCEOto set up the operation and ensure that the controls are detailed within the
Health & Safety Management System are adhered to. A specific risk assessment form must beecbfoplety
activities or equipment which are not covered within the Generic Risk Assessments.

Team members are responsible for ensuring that they do nothing that would put themselves, their colleagues or
others at risk. They must ensure that they follove thafe systems of work and wear the PPE provided.

We have taken advice from our consultants NAVITAS/ESB in the completion of this policy and can draw upon their

knowledge and experience should the need arise.

This document outlines thEealth and SafetyPolicy in alBeckford Educatiomrust Schools. This policy covers the Trust
and all its Schools and as such théseno need for each School to have its own policy.



HEALTH AND SAFETY POLICY STATEMENT

Seckfor/ducation Trust (‘“the Trwlst) and its Schools ('the

Establish and implement a Health and Safety Management System to manage the risks associated with our
premises and activities.

Regularly monitor our performance and revise dlealthand Sifety Management System as necess@argnsure
we achieve our objective of continuous improvement.

Providesufficientresourceso meet the requirementsof current Health and Safetylegislationand aimto achieve
the standardf 'Good Practice' applicabte our activities.

Actively promote an open attitude to Health and Safety issues, encouraging all those associatie Bithoolso
identify and report hazards so that we can all contribute to creating and maintaining a safe working and learning
environment.

Communicateand consultwith our staff, governorsand pupilson all issuesaffectingtheir Healthand Safetyandin
so doingbring this policyto their attention.

Provideadequate training for our staff to enable them to work safely and effectively and to ensurethey are
competent and confident in the work activitiéisey carryout.

Carry out and regularly review riskssessments to identify hazards and existing control measures. We will
prioritise, plan and complete any corrective actions required to reduce risk to an acceptable level.

Maintain our premises, fixtures, fittings and associated resources to a standardrikares that hazards and risks
are effectively managed.

Ensure that responsibilities for Health and Safety are allocated and understood, and effectively implemented and
monitored.

Retain access to competent advice and assistance, thereby ensuring thatewewvare of relevant changes in
legislation and 'Good Practice'.

It is the duty of all of us:

1 Totake reasonableareof our ownsafety

1 Totake reasonableareof the safetyof others whomaybe affected by what we do or failo do
1 Toco-operate so thatwe can all comply with our legalities
1

Toensure we do not interfere with or misuse anythipgvidedin the interests oHealthand Safety.

Signed Signed
Mr. Mark Barrow- Chief Operating Officer Mr. J Wellesleywesley— Chair of Trust Board
Date: Date:




ACCEPTANCE OF HEALTH & SAFETY POLICY

L The.Chief .Executive Officer of Seckford Educafionst confirm that | have
read and understood the contents of this HealttS&fety Policy and | am satisfied that it covers all relevant hazards

within the business.

Acceptance

S G N e d i Dat e oo
Review 1

S g N @ d Dat e oo
Review 2

S g N € A Dat e coiiiiiiiiiiiii i,

The Risk Assessment documentation should be reviewed annually and when there have been any significant

changes in work practices or procedures.

Acceptance

Si g N e d Dat e ..o
Review 1

SIgNEA: .. oo Dat e .o
Review 2

S g N € A Dat € coooiiiiiiiiiii i,




MANAGEMENODRGANISATIGNNDRESPONSIBILITIES

School Management Responsibilities

It is important for the management team to have a cleaderstanding of the operation of this policy, including
specific departmental arrangements and the application of the risk assessment process. Additional training may be
required with reference to the understanding of the risk assessment process and Héabepartment
responsibility and competency.

TheExecutiveHeadTeacher

The ExecutiveHead Teachemwill be responsible for developing and fostering a positive Health and Safety culture
within the School, where the management of the risk to the safetgtoflents, employees, guests and visitors is
seen as important as the management of all other areas of the School.

TheCEQaccepts responsibility for ensuring compliance witkalthand Safety Legislation within ttf&chool.Dayto
day responsibility for imlementation and monitoring ofealthand Safety within th&&choolhasbeen delegated to
The Director of Operations (St#e Trust Operations Manager, The Heads of School

The Directoof Operations All areas offhe Seckfor@&Education Trustlelegated to:

1 Seckford~oundationExecutive Head ChefFoodSafety,CateringFunction
1 Seckford FoundatioNetwork Manager—IT Infrastructure

Trust OperationdManager—oversight of Health and Safety implementation across the whble
eachSchool.

Teaching Departmental Managergach responsible for their area.

Educational Visits Gardinator—assetout in the Educational VisiRolicy
TrustOperationsManager—responsible for monitoring ansinplementation of the First Aid
policy and procedurdancluding accident reporting (pupils) and reporting to the Health and

Safety Committee.

Nortteaching Departmental/Function Managergach responsible for their area

TheHead of Schodals the most senior within the School has direct, oveeaslponsibility for ensuring that all
Employees and others supporting the business at the Sshool

Makethemselvesaware of all relevantealthand Safety, Fire Safety, Food Safety and other
applicable policieto theSchool.

LeadHealthand Safety in th&choolat alltimes.

Ensure aHealthand Safety committee is established in tBehoolthat meetsregularly. Themeetingsare
to be chaired by theHeadof Schoolor other designated person, resulting inSthoolaction plan that
clearly identifies the issues, responsibilities and timelines necestargesolve any points raised.
Alternativelyprovide a suitable and sufficient mechanism fproviding Schoostaff with relevantsafety
information.

Appoint a competehpersonfrom the Schoolmanagement team téhe Healthand Safety committee who
has additional responsibilities of planning, implementing and reviewieglthand Safety procedures and
ensures all necessary reporting is completed itingely manner. If amember of staff has sufficient

experience and personal qualitigbey maybe appointedHealthand Safety person for their department
or for the School.



Fnally, theCEQmay delegate any of the tasks outlined to the management telaomwvever, they will retain overall
responsibility for Health and Safety within the School.

The Trust OperationsManagerwill have the day to day responsibility for ensuring the Health and Safety and
welfare of all persons working in or visiting the Sch&gyl.implementing this Policy, they will demonstrate a-pro
active stance on safety management.

This policy, associated forms, documents and Codes of Practice can be found on the School NAVITAS Compliance
homepage- Documentation Library.

The Policy requires

Policystatementsthat need tobe signed andlatedimmediately by theSchoolExecutiveHeadTeacher
Copies must be displayed on staff notimeards.

Uponarrival of a newExecutiveHeadTeachela newstatementmust be completedo assumeHealthand
Safety responsibility.

The completion within theolicy of a specific activities sectiamhich must be tailoredo the School.

Completion of generion-line riskassessment®r each departmenincludingthe printing of all
departmentassessmentand site-specific rislassessments.

Once these activities are undertaken the procedures need to be followed as described within the policy. Any
further guidance required can be obtained from the NAVITAS/ESB consultant or NAVITAS/ESB Helpline.

TrustOperationsManager

TheTrust Operations Managés responsible for deputising for tHexecutiveHeadTeacheiif absent and will ensure
that Healthand Safetystandardsaremaintained. TheTrust Administration Managésthe nominatedmember of the
Schoolto overseethe implementation of health andafetywithin the School,to liaise with theTrustBoard the
nominated Board Memberwith health andsafety responsibilitiesthe ExecutiveHead Teacher nominated staff
membersandthe healthandsafetyconsultantto ensure compliance withlealthand Safety legislation. In particular,
theywill ensure that the followingnattersare attendedto:

Understanding of thi®olicyand ensuring thathey are knowledgeable of itontents.

Ensuring that the&schoolHealthand Safety Policies ammplemented,communicated,
monitored, developedamendedas required and reviewed at leagtinually.

Supervision of Stafb ensure compliance with thiBolicy.

Ensure that they regulariyarryout hazard spotting and reporthrough a daily report, or other
mechanism any defectsoted.

TheHealthand Safety plan of continuous improvement is implemented arahitored.

Adequate maintenance plans and funding is provitekeeppremises, plant and work equipment in
a safe condibn, to allow for the effectivecontrol of risksto students, employees, guests awiditors.

Statutory examinations are planned, carried out, defects rectified sewbrded.

There is regular communication and consultation with stafHsalthand Safety issues and th&=alth
and Safety committee notes/minutes are distributedagspropriate.

Aneffective training programme is establishedensure all staff are competem carryout their
activities in a safenanner.

Appropriate riskassessmentand safe systems are in place and adhered to. Thedade,but are not
limited to:
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General assessment ofksto the health, safety and welfare of employees, guests\asitors.

Anassessment of thasks fromfire.
Assassmentof the riskfrom the use of substances hazardous to hef@OSHH).

Assessmentf the riskfrom Legionella within the hot and coldater systems, and anyool
facilities.

Assessmenbf the risk associated with Asbestos within tisehool.

Ensure adequateontrol measures outlined in th&choolkiskassessmentare identified and
implementedin orderto reduce the risk level as low as is reasonghisicticable.

The main findings of the risk assessments must be communicated to all emploiyeiestiae School. Routine
maintenance and testing of the control systems is essential to managing the risks within the School. Therefore,
the TrustOperationsManagerwill ensure:

Allfire detection and alarm systems are subjézimaintenance at intervals not exceeding three
months and ensure weekly alanastsare undertaken anddlocumented.

There is an evacuatiadrill undertaken at intervals not exceeding snonths.
All staff receivdire training dependenton theirrole.

Accidernts, ilFhealth and neammiss incidents are recorded, uploaded onto the relevant platforms,
investigated and reported oto the TrustBoard.

There is aobustformal procedurefor raisingsafetyissues andoncernamplemented, adheredo and
issues raised, investigated and where approprizderectiveactionsimplemented.

Contractorsengagedare competent, qualified, reputable, where appropriate can demonstrate a good
Healthand Safetyrecord.

Effective emergency contingency plans are deped and designated trained staff members are in pkace
implement them for fire and other emergency situations.

Healthand Safety objectives are agreed and their implementation repoitetie TrustBoard

Ensure regular inspections of tihoolare undertakerto identify capitaiworksrequired,to maintain the
safetyof all persons within th&chool.

Ensure adequate periodic inspections and audits of3bkoolare undertaken, ensuring the results are
recorded. Thes@encludeinspection of thefire log at intervals not exceedimgonthly.

Ensuranembersof the managementteam areundertakingsufficientfrequencyofinspectionsasto
maintain compliance with legislative requirements and gaBcy.

Cooperate withexternalenforcing authorities suchs EHO, Fire Safety Offietc.

Cooperate withexternal Healtrand Safety auditors and Property departmexnidits.

Ensure action plansom any audits are developed amghplementedto resolve any issues identified
within the auditreports.

Operationalproceduresare adoptedor developedto managesignificantriskswithin the Schookndreact
to incidents amecessary.

TheTrustOperationdVlanagermmay delegateany of the tasks outlinetb the management

team.
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Departmental Manageréhont eac hi ng) with the Health and Safety Cons

There is a positivelealthand Safetyculture within their area ofresponsibility.

Theyareawareof and comply with theS ¢ h oHedlthaad SafetyPoliciesProceduresaand Safetypractices.

Theywill effectively communicatéo their staff andcontractorsthe S ¢ h oHedlthasd Safety Policies,

Procedures and Safefyractices.

There is adequate supervision of staff azahtractorsto ensure that activities are carried outfsly and in
accordancevi t h t he School ' s Po lpractices s , Procedures and Sa:

All dangerous machines amanagedand adequately guarded@nd that staff argproperlytrained in
their use.

Staff induction, personal development and training are undertaken and documeinieddingHealthand
Safety and Fire Safetsaining.

Where appropriate contractor site induction is carried out aluwtumented.

Accidents and near misses are recorded amchidly raised in writingo the Trust Operations Managevho
mayraise these with thedeadof Operationdo manage.

Safety issues are formally raised in writtoghe Head of Operations and/or tHErust Operations Manager
In their area otontrol, the work environment and equipment is kept clean, tidy, in good condition,
maintained and inspected as required and accuraeordsmaintained.

Staff that require Personal Protective Equipment (PPE) are provided with sufeabte theyundergo
appropriatedocumented training in the use, storage and replacement of the items.

Staff, pupils an@¢ontractorsare encouragedo highlight hazardougems, situations or areas ofsk.

Only competent, insured and certificatedontractorsare used, where appropriatejsk assessmentand
method statementswill be obtained andassessed ta@onfirm they are suitable and sufficienprior to
commencement ofctivities.

Are responsible for ensuring offisafetyand in particulathe following statutoryassessments
are undertaken within their areaf responsibility:

0 Manual Handling\ssessment
o0 Visual Display Screé&ssessment

Ensure that all statutorgssessmentare undertaken, updated anichplemented.Thesanclude:
0 Relevant Generic Departmental Résdsessment.
o0 Have réerenceto the SchoolFire RislAssessmenwith referenceto their department.
o Control of Substances HazarddadHealth(COSHH).
o ManualHandling.
Ensure completion of the Monthly Departmental Hazard Inspedtitorm 18).
Teaching Departmental Managers

Teaching Departmental Managers are the designated people withtaddgy responsibility for ensuring
compliance with the School Health and Safety Policies, Procedures and Safety practices within their areas of
responsibilities and control. They are supgat in this role by the Health and Safety Consultant. Teaching
Depart ment al Managers with Health and Safety Consul tanr

There is a positivelealthand Safetyculture within their area ofresponsibility.

Theyare aware of and compy wi t h Héakhan8 Safety Bdlicies, Procedures aBdfety practices.
Theywill effectivelycommunicateto their staff, pupilsandcontractorshe S ¢ h oHedlthasdSafety
Policies, Procedures and Safe@actices.
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There is adequate supervision of staff, pupils andtractorsto ensure that activities are carried oséafely
and in accordance with the School’'s Policies, Pr oc

All dangerous machines amanagedand adequately guardeéndthat staff areproperlytrained in
their use.

Staff induction, personal development and training are undertaken and documeimielddingHealthand
Safety and Fire Safetsaining.

Accidents and near misses are recorded and formally rdigading theappropriate systento the TrustOperations
Manager

Safety issues are formally raisesing the appropriatesystemto the Directorof Operations and/or th@rustOperations
Manager

In their areaof control,the environmentand equipmentis kept clean,tidy, in good condition, maintained

and inspected as required amdcordsmaintained.

Staff and pupils that require PersonalProtective Equipment(PPE)re provided with suitable items, they

undergo appropriate documented training in the use andintenance of the items.

Staff, pupils an@dontractorsare encouragedo highlight hazardougems, situations or areas afisk.

Only competent, insured and certificatedontractorsare used. Where appropriate, rislssessmentand

method statementswill be obtained andassessed taonfirm they are suitable and sufficienprior to
commencement ofctivities.

Are responsiblefor ensuring office safety and in particular the following statutory assessmentsare
undertaken within their area aksponsibility:

0 Manual Handlind\ssessment.
o0 Visual Display Scre&ssessment.

Ensure that all statutorgpssessmentare undertaken, updated anichplemented.Thesénclude:
0 Relevant Generic Departmental Risdsessment.
o0 Have referencéo the SchoolFire RislAssessmentith referenceto their department.
o Control of Substances HazarddaadHealth(COSHH).
o ManualHandling.

Ensure completion of the Monthly Departmental Hazard Inspedtitorm 18).

Non-Teaching Staff

NonTeaching Staff are th@esignated persons responsible for ensuring their personal safety and that of others that
are affected by their actions or activities. N®deaching Staff will ensure that they:

Are aware of and@domplywith the SchoolHealthand Safety Policies, procedures, work practices and risk
assessments.

Develop a positivélealthand Safetyculture and outlook.

Comply with verbal or written instruction relating Healthand Safety.

Useany equipmentthat is providedby the Schoolor themselvesin a safeand appropriatemanner which
may include the requirement of a specific riskssessmentsand provisions of persoral protective
equipment (PPE) fahemselvesand/or others.

Comply withthe S ¢ h o0 o | toslefod dothiagsandootwear.

Conductthemselvesn a professional manner and refrdiom inappropriatebehaviour.

Maintain equipment, plant, machinery and their work station/area in a good clean anddiljition.

Report any defects on the appropriafault report form and sendto Trust Operations Managesr the
Caretaker.

Report anysafetyhazards, malfunctions, accidents or near migsdbe Trust Administration ManagerCaretaker
to manage.

Are aware of and comply with thechoolFireProcedures.

Attendand participate as requestddealthand Safety relatedraining.
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Teaching Staff

TeachingStaffarethe designatedpersongesponsibldor ensuringheir personalsafety,that ofthe pupilsundertheir
supervision and others that are affected by thaations or activities. Teaching Staff will ensure tesy:

Are aware of and comply with tieéchoolHealthand Safety policies, procedures, work practices and risk
assessments.
Develop a positivélealthand Safetyculture and outlook.

Comply with verbal or written instruction relating Healthand Safety.

Use in a safe and appropriate manner aagourceor training aid that is provided by tHechoolor
themselves.

Generate appropriate specific rislssessmentand, if requiredprovisionof persoral protective equipment
(PPE) fothemselvesand/or pupils.

Comply with theSchooldresscodefor clothingandfootwear.

Conductthemselvesn a professional manner and reframom inappropriatebehaviour.

Maintain all resources and their work area/room in a good cleantatydcondition, andreport any defects
on the appropriate faulteport formto the Trust Operations Manager Caretaker

Report anysafetyhazards, malfunctions, accidents or near migsdfeir Departmental Manager and/or
the Trust Administration Managé¢o manage.

Aware of and comply with th&choolFireProcedures.

Attendand participate as requestddealthand Safety relatedraining.

Deputy Departmental Manager and Supervisors

Theyare to deputise for their Head of Department, in their absence, and ensure that staff are adequately
supervised and any hazards which they notice or which have been brought to their attention are made safe.

All Employees

All employees have a responsityilfor the safety of themselves and of others, including guests, contractors and
visitors. To fulfil their responsibilities employees will;

Familiarisehemselveswith the safetypolicies in relatiorto their work area and applicable their role.

Takecare not to intentionally or recklessly interfere with or misuse anything that besnprovided for
the purposeof health,safetyandwelfare.

Use machinery, equipmensafetydevices, transport and substancesasiccordancewith training and
instructionprovided.

Cooperate with Schoolmanagement,or any other person so far as is necessary so that duties or
requirements imposedipon them are fulfilled in a safe manndb ensure thesafety of themselvesand
others.

Reportto the Departmental Managerd;ieadof Operations orTrust Operations Manageany hazardous
conditions, or work situation which has the potential for serious and imminent dairggduding any
shortcomings in protectiveneasures.

Report anyinjury, accidentdangerousoccurrenceor near misgo their managerimmediately.
Observe alSchoolsafetyrules andprocedures.

Ensure Personal Protective Clothing and equipment provided for specific taskmis

The reporting of any fault or deficiency which arises with the equipment or clotbitigeir Departmental
Manager.

Notify their Departmental Manager or othenanagerof any work situationhaving the potential for
serious and imminent dangeimcluding notifying their Departmental Manager or othenanagerof any
shortcomings in protectiveneasures.

Participate insafetytraining commensurate with their work activity and apply any knowledge, skill s and
techniques acquired on sudoursesas appropriate.
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School Competent Person
The School Competent Person is responsible for providing cabiiee on day to day safety matters including:

Hazard spotting and reduction ogk.

Interpretation of thispolicy.

Assistancen the staff consultativeeommittee.
Accident reporting/notificatioradvice.

Initial investigation o&ccidents.
Development okafe systems afork.

Giving adviceo staff safetyrepresentatives.

They MUST keep tip-date with safety matters and will receive training with reference to competency and
responsibility for implementation of this policy.

This role and departmerduties may be outsourced but will require the designated competent person to attend site
on a regular basis

Advisors (NAVITAS/ESB)

NAVITAS/ESB have been contracted to the role of School Advisers and Competent Persons for advice on overall
strategies for kalth, safety and welfare within the School.

At School level, they will provide advice to tHeadof Schoal Head of OperationsTrust Administration Manager
and the management team as required, in particular:

Advice on interpretation of legaéquiremens.
Assistance with strategy for implementation of tRelicy.
Provideinvestigations of seriouaccidents.
Revise compangolicyin the light of experience or legahange.
Provideadvice uporthe visit of an Enforcemer®fficer.

Further guidance can be obtained via the NAVITAS/ESB welsiteesb.eu.com

The NAVITAS Compliance homepage contains all relevant policy forms and documentation.

NAVITAS/ESB operate a 24/7 helpline on 0808 164 3773 or additional help can be obtained by email at
info@esb.eu.conor contact with your local consultant.
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SCHOOL ORGANISATION

ExecutiviHeadTeachefChiefExecutiveOfficexx Mark Barrow

Head of School at SET Beccles Scfideldi Philpott

Assistant Head at SET Beccles Schiadon Pentney

Head of School at SET Ixworth Schdébh Parker

Assistant Head of School at SET Ixworth S¢hygn Rtock

Head of School at SET Saxmundham Schdztie Girling

Assistant Head of School at SET Saxmundham §&malh Marsden
Head of School at SET Maidstone and Caudtoy Thompson

Trust Operations ManagerHelen Rayner

Director of Finance Simon Stafford
Directorof Human ResourcesVictoria Finch

Director of Operationg Will Bowman

IT Manager, Stuart Hill
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SCHOOL SPECIFIC RESPONSIBILITIES

Advisory Service Contacts

Environmental Health Consultants

NAVITAS/ESB
Helpline: 0808 164 3773
info@esb.eu.com

Area Fire Officer. Name & Tel
No: Email:

Suffolk Fire Rescuie.businesssupport@suffolk.gov.
Emergency 999 Non emergency 01473 260588

Fire Appliance Supplier/Auditor. Name & Tel No:
Email:

Suffolk Fire Rescuie.businesssupport@suffolk.qov.
Emergency 999 Non emergency 01473 260588

Local Authority Environmental Health Offider SET
Beccles School and SET Saxmundham Sdttaole &

Tel No:
Email:

East Suffolk Council
0333 016 2000
customerservices@eastsuffolk.gov.uk

Local AuthorityfEnvironmental Health Officdor SET

Ixworth SchoolName & Tel No:

'West Suffolk Council
01284 763233
customerservices@westsuffolk.gov.uk

Email:
Pest Controller. Name & Tel No: Pest Solutions
Email: 01284 766362

Gas Supplier. Name & Tel No:
Email:

Gazprom Energy 0161 837 3395
Www.gazpromenergy.co.uk

Gas Emergency Call Out. Tel No:

Cadent 0800 37187 / 0800 111999

Email: wecare@cadentgas.com
Water Supplier. Name & Tel No: Anglian Watei0345 B1 9155
Email: Emergency 0800 771881

ContractedPlumber. Name & Tel No
Email:

JT Wilding 01473 611744
On Calb7739 946019
R.smith@jtwilding.co.uk

Electricity Supplier. Name & Tel
No: Email:

UKPN 0800 3163105
Ukpowernetworks.co.uk

Electrical Contractor. Name & Tel No:
Email:

Addison Electrical
Alan hunter 07768 120875
Alanhunter14@sky.com

Local A & E Department. Address & Tel No:

Ipswich Hospital, Heath Road, Ipswich IP4 5PD
01473 712233r

\West Suffolk Hospital, Hardwick Lane, Bury St. Edm|
IP33 2QZ

The SchoaCompetent Person isNAVITAS
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Fire Safety
Please refer to the separate Seckford Education Trust Fire Policy.

TheSET Beccl&chooFire Officeris: Heidi Philpott

TheSET Becclé&xhool Deputy Fir®fficeris:  Jason Pentney

TheSET Beccl&choofire bookiskeptin the front office

The SET Ixworth School Fire Officer is Pia Parker
The SET IxwortBchool Deputy Fire Officer is Mike Jackson
The SET Ixworth School fire book is kaghe front office

The SET Saxmundham School Fire Officer is Lizzie Girling

The SET Saxmundham Deputy Fire Officer is Sarah Marsden
The SET Saxmundham fire book iskeptt he Car et aker’' s office
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MANAGEMENT OF HEALTH AND SAFETY (ALL DEPARTMENTS)

The Schoat expect Health and Safety to be proactively managed and this Policy and its procedures fully
implemented. It recognises that this takes time to achiemad a regular departmental review must to be
undertaken to maintain Safe Operating Procedures (SOP).

Acomprehensive safety management system has been provided which comprises of:
This Safetyolicy includingS OP’ s ( S a fPecedue®).r at i ng
OnlineGeneric Riskssessments.

Departmental Guidance ddealthand Safety information requiredhcludingaccesso CLEAPSS.

Management training on successfully managsafetyand implementation of thipolicy.

Accesdo Group Safety Advisors whoarryoutaudit visits providetraining where requested and
operate a24hr helpline service.

Note: For theTrustOperations Managetthis will involve the completion of the 6 monthly Online Declaration.

Managers who have specific responsibility for Health & Safety must ensure that their responsibilities are carried
out; their failure to do so may leave them lialiecriminal and/or civil legal action.

It needs to be recognised that there will be certain statutory works which require external contractor suggort
asbestos survey/register, Legionella risk assessment, boiler and lift inspections. These neeutganised and
regularly reviewed as part of the company strategy with reference to compliance with statutory requirements.

Use of the Online NAVITAS Compliance Diary may help with organising and monitoring of all statutory testing.
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HEALS OF DEPARTMENT (DEPARTMENTAL MANAGER) DOCUMENTATION (AL
DEPARTMENTS)

All Departmental Managers must ensure that they implement all relevant sections within this policy and ensure
they maintain effective and reasonable documentation. They also need wreisat staff carry out their duties in
accordance with this policy.

The following documentation should be completed and filed for each department using the Departmental File
Index (Form 1):

Policy Statements

Employee Declaration Form

Emergency Contat¢hformation

Department Policy Responsibilities*
Department Risk Assessments

Accident Reporting Procedures

Relevant NAVITAS/ESB Briefing Notes
Departmental training Records (or held
centrally) Health and Safety Committee Meeting
Minutes

The section headeddbp ar t me n't Policy Responsibilities* requires a
to be printed and retained within the file, alongside any necessary CLEAPSS guidance.

Where the section is headed “ Al onlyRlevardsedtiongaret s” t hi s i s
needed. No other information is required in the file other than that listed above.

The department file should be reviewed every 6 months by the Departmental Manager and signed off. This file may
be assessed during the NAVITASRASdIt.
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TRAINING (ALL DEPARTMENTYS)

A range of training is required within the Sch®departments in order to maintain a level of competency with
reference to staff and work activities. The following training should be considered within this:

InductionTraining

Management Training where necessary
Fire Safetylraining

Manual Handlingraning
AccidentReporting

SORraining

The SchoolManagement acknowledge the importance of their responsibility for training and are comntited
ensuring that all staff receive adequate and proper training in issuddeafthand Safety andSafe Operating
ProceduresA regularreview of departmentrisk assessmentsill help determinethe level of training neededfor
each staffposition.

Induction Training

All new staff are given both School and department induction training using a training syskégalth and Safety
which will include: relevant sections of the safety policy, fire arrangements including evacuation procedures, first
aid information, and details of any sipecific hazards relating to their workplace.

Where possible, specific on theljdraining will be undertakerincluding guidance on establishing Safe Operating
Procedures (manual handling, chemical safety, etc.). Induction training will be carried out within two weeks of the
employee commencing work and ideally before starting. Suipem of all new staff is also vital. A review of their
induction documentation should be completed after three months.

Continued Training

Refresher training on specific should be carried out when required, for exarfglilenving an accident or near
miss. Staff should be retrained regarding fire evacuation procedures annually or as procedures change. Formal
refresher training on manual handling, fire safety, accident reporting and SOPs should be completed annually.

It is important to ensure that wheréhere are language differences, provision must be made to ensure training is
understood.

Temporary Staff

All temporary staff will be properly inducted within the training system and having regard to their particular role
and duties. In particular, themust be:

Treatedas ifthey were permanenttaff.

Issued with appropriatsafetyequipment and personal protectivequipment.
Shownaroundthe buildingand acquainted wittiire procedures.

Made aware of the location of the staff notib®ardand the generhrisk assessments.
Retrained in manual handling and safe use of any dangewark equipment.

Told whothey mustreport any hazardso within theworkplace.

Made aware of whom the staffafetyrepresentativesare.

Training Records

All Health and Safetyraining must be recorded iThe National College Online Trainimy copy of relevant
department training is to be kept in the departmental safety file, or centrally as defined by School procedures.
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Other recording systems

including personal record cardsn be used as long as the training required by this record is undertaken at the
required frequency. A company training plan should be established and regularly reviewed.

There should be a periodic review of departmental staff training files. Accesptotdeental training files will be
required as part of the Safety audit of the School.
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

SCHOOL RISK ASSESSMENT (ALL DEPARTMENTYS)

What is a risk assessment?

A risk assessment is simply a careful examination of what, iSthe@olenvironment,could cause harnto people, so
that you can weigh ugvhetheryou havetakenenough precautions or should do mot@ prevent occupationainjury

or ill health. Managementhavea duty to protect employeesand those visiting the premisesfrom harm and must
implementreasonablecontrol measuresto this effect. TheSchoolsrisk assessments will be comprised of online
Generic RiskAssessmentdetailing typical tasksand hazardsencountered. The generic assessmentlist should be
tailoredto the Schoo] includingall those relevant hazards and tasks considered applicablelearly identifyrisksand
truly reflectworking practices, alassessmentmust be developed with referende all individuals that are potentially
exposed tahe hazards in thevorkplace.

It is unlikely that every task will be captured by these assessments and you will be required to complete some
additional sitespecific riskassessments, based on the same format, that are unique to your department within the
School.

There are also detailed specific risk assessments required by law which have to be undertaken when circumstances for
them arise. These include assessments liazardous substances (COSHH), Manual Handling Operations, Display
Screen Equipment (DSE), vulnerable groups of workers and others described in this policy.

Standalone Policy

SETSchoo$ have a standaloneRisk Management and Assessment polidyich coversall the Schools in Seckford
Education TrustThis must be read in conjunction with this policy and SOP.

Generic Risk Assessments

In-Schooloperations There are common activities given theature o f the business which en
assessments tbe produced. These riskassessmentare based on thevariousdepartments in theSchool.Theyare
producedon asimplifiedriskassessmenformat andwill needto bereviewedagainstcurrentpracticesyiskrated and,

if required,further actionsrecordednecessaryo minimisethe riskof injury or to health. Thegenericriskassessment

must be madeSite-Specific

Other Risk Assessments

Other hazardrelated risk assessmentslso need to be carriedout. Someof these also relate to specificgroupsof
activities or workers.Theyinclude COSHH, Manual Handling, Young Persbiesy and Expectant Mothers, Lone
Workers, Display Screen Workers and Personal Protdetjugpment.

Detailed guidance for completing manual handling, COSHH assessments are givéreajtédance on general risks
assessments. For all the above assessments, blank and named forms have been provided within this document and are
available online within th&®ocumentation Librarywyvhich will also guide assessors on completion.

NOTE: Thé&eneric Risk Assessments are available on the School NAVITAS/ESB webpage using your unique School
username and password.
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

HOW LONG SHOULD | KEEP THE

RECORDS?

1 year

yeas

years

Years

years

years

10

years

20

years

40

years

50

years

1

l

Accident Records

Minimum of 3yearssincethe lastentry,or
if it involvesa child until theyreachthe age
of 21.

RIDDOR 3years

Air Monitoring Records

of risk assessments of work whigxposes
employeesto asbestosvhere exposureof
employeesmayexceed the action level
completion of all associated wo#k40 years.

1 upto 50years.
Asbestos X X
1 Recordslocumentingassessmerto
determine presence of asbesteslimination
of asbestos 5 years.
1 Updateregister wheneveanywork isdone
on asbestos materiats40 years.
1 Recordsdocumenting conduct and results
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

Audits

il

Recordslocumentingthe conduct
andresultsof audits ofHealthand
Safetymanagemensystemsand
actionplans

detailing how any issues were addressesl
years.

COSHH

1

Healthrecordsto be kept for at least

40 years.(If abusinesseasedo trade,

its

health records should be offered to the HS
for safekeeping).

COSHHssessmentand EnvironmentaRisk
Assessments keepuntilrevised.
DataSheets- 10 yearsfrom
lastmanufacture.

COSHHecordof examinationand
maintenance of control equipment5 years.

Driving at Work

il

DSE

Recordsdocumentingthe conductand
significant findings of risk assessmentiate
of assessment/SSOW5 years.

Recordsdocumentingthe conduct and
significantfindings of risk assessments
—elimination of risk—5years.

OR: review/updating of assessmen20
years.
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

Electrical Safety

il

PATtesting— until supersededisper
company policy (usually completed on an
annual basis).

Installation— maintenanceandtesting
results to be kept throughout the working
life of an electrical system.

Fire Safety

Records documenting:
Nomination/appointmentof fire safety
Caordinator—untilterminationof
employment.Provisionof trainingfor fire
safetyCo

ordinator—5 years.

Assessmentor fire safetyequipment,

installations and other provisions5 years.
All tests,maintenanceand inspections oéll
fire safety equipment, installations and
other provisions—date of test — 5years.
Fire drills—currentyearto 3years.
Proceduredor evacuation of
disabledpersons—dateof PEEPS 4

years.

Firesafetyawareness checksdate of check
—1 year.

First Aid

l

Appointmentof first aiders/training-5
years.

Gas Safety

il

Compressed Gasmfety— (gas cylinders-
rented, used bought outright} records
documenting annual #nouse inspections of
gas regulators, to include date of
manufacture, date of last inspection,
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

inspection report, date of replacement,
indication of pass or fail date of
examination—2 years.

Compressed Gas Safety (gas regulaters)
records documenting annual-mouse
inspectionsof gasregulatorsto include

date of manufacture, dateof last
inspection,

inspectionreport, date of replacement,
indication of pass or fait date of inspection
—2 years.

Compressed Gas Safety (installed systems
records documenting annual statutory
examination and testing of eadhstalled
system by an independent and competent
person to include written scheme of
examination, details of repairs, details of ol
of service periods and storage conditions,
anyagreemento postponean
examinationand subsequent notification
to enforcing
authority —dateof examination—2 years.
Gas Safety (natural gas}- records
documenting the conduct, findings of
inspections of gas appliances, fittings and
flues— date of inspection-2 years.

Health Surveillance

l

Healthrecordsor acopyshould be kept in
a suitableform for at least40 yearsfrom
date of last entry becauseoften there is a
long

period between exposure and the onset of
ill-health.

Inspection Records
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

1 Recommendedhat recordsorroutine
inspections to be kept for a minimum of 3
years or at least as long as the interval
between 3 years of consecutive inspection:
of the same area/s. The rationale is that a
2ndinspection may exceptionally identify
items
not satisfactorily rectified since the’'l

Legionella

1 Recordsshould be retainedhroughout
the periodfor whichtheyremain
currentandfor atleast2yearsafter
that period.

1 Recordskeptin accordance witkany
monitoring,inspectiontest or checks
carriedout should beretainedfor 5
years.

Noise at Work
1 Recordsdocumentingthe conductand
significant findings of noise assessmem®
years.

Maintenance
1 Maintain,inspectand test
engineeringcontrolsof equipment- 5
years.

Pressure Systems
f Recordsdocumenting statutoryhorough
examination, testing or repair of pressure
systems-date of examination-5 years.

Risk Assessments
1 Recordslocumentingthe conduct
andfindingsof generaland specific
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risk
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

assessments elimination of risk-5 years;
OR
Review/updating of assessmenttOyears.

Training Records
1 6 yeardrom theendof employment.

Working at Height X
1 Reportsof inspections or workquipment
as specified in working at height regsdate
of inspection-5 years.

Work Equipment X

1 Recordslocumentingstatutoryand
non- statutory inspections of safety
critical
equipment and/or components, e.g. LEV
systemslifting equipment,powerpresses,
pressuresystems, mobilevorking
platforms,interlock systemsgemergency
stopsetc. —
date of inspection-5 years.

1 Forwork equipmentthat hasbeen
decommissioned, decontaminated and
disposed of where necessandate of issue
—5 years.

NOTE: Anything not mentioned, as a rule of thumb, Health & safety records should be kept for at least 5 years
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SAFE OPERATING PROCEDURES ’* S )

This section of the policy contains guidance on Safe Operating Procedures (SOPSs) to be followed in the School and
should be used as guidance with regard to safe operating practices. NQR8I\8ill be required by all departments.

TheseS O Pshosildbeusedby managergwhereapplicable)andsupervisordo provideguidanceto staff whenworking,
alongside guidance provided BLEAPSS.

TheseSOPsnust be read through and made sigpecific where appropriate. Appendix one provideS@Pand
reviewform which must be complete@nnually.
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Asbestos Controls

(NOTE: The Safe Operating Procedures must include referaheerédevant risk assessment)

INTRODUCTION

This Safe Operating Procedure has been prepared to ensure:

1 Therisksfrom exposureto AsbestosContainingViaterial (ACM)to employees studentsandother persons
using the premises owned or occupied®yganisations are as low as is reasongbfcticable.

1 Toestablishmanagementontrolsand procedureso ensure that any ACM present withBchoolbuildings
represents the lowest reasonabiesk.

1 Auniform and cceordinatedapproachto the removal d the encapsulation of asbestos materials as and when
required.

Is there Asbestos in the Buildings?

Asbestosslikelyto be presentif the buildingwasconstructedor refurbishedbetween 1950and 1980;and particularly
if it alsohas a steel frame; and/or has boilers with thermal insulation. Additional ACM may be presentup until a
construction date 0fL999.

HAZARDS

Asbestos still kills around 5000 workers each y#das is more than the number of people killed on the road.

Whenmaterials that contain asbestos are disturbed or damaged, fibres are released into tii¢éhaimthese fibres are
inhaled they cancauseseriousdiseases.Thesediseaseswill not affect a personimmediately;they often takea long
time to develop, butoncediagnosed, it is often too late do anything.

CONTROLS

The School must identify and record:
The location of anysbestos.
Theform of asbestos (lagging, ceiling tiles, sprayed insulagébn).

The condition of theasbestos.

= = =4 =2

The type ofasbestos.
This will require an Asbestos Survey to be completed, where there is a risk of the presence of ACM.

Where the assessment shows that asbestos is or is liable to be present in any part of the prémaisksy holder
must ensure that:

(a) a determination of tke riskfrom that asbestos immade,

(b) awritten plan (AsbestoManagementPlan)dentifyingthoseparts of the premisesconcerneds prepared;

and(c) the measures which an® be takenfor managing the risk are specified in the writtelan.
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The measures to be specified in the Asbestos Management Plan must include:

(a) Who is responsible for managirgbestos,

(b) monitoring theconditionof any asbestos or any substance containing or suspected of contastiegtos;
(c) ensuring any asbestos or any such substanpedperly maintained or where necessary safedmoved;and

(d) ensuringhat information aboutthe locationand conditionof anyasbestosor anysuchsubstanceas— (i) provided
to every person liabléo disturb it, and (ii) made availabte the emergencyservices.

The duty holder must ensure that:

(a) theplanisreviewedandrevisedat regularintervals,andwithout delay, if— (i) thereisreasonto suspecthat the
plan is no longer valid, or (ii) there hlasena significant change in the premisswhich the plamelates;

(b) the measures specified in the plan angplemented;
and(c) the measuregaken toimplement the plan are
recordedManagingAsbestodeft in Placg TheAsbestos
Register)

If the asbestos is in good condition and it is left in plagecardof where it is must benade, for exampleon building
plansor otherrecordsandthisinformationmust bekept upto date andaccessibleT hisisknownasthe AsbestoRegister.

The asbestos must be clearly labelled with the asbestos warningtsignsure that those whaeed to know are
alertedto its presence.The AsbestofiskRegisterwill needto be updated on aregularbasis(at leastonceayear).To
dothis, you shouldmake:

Regular inspections to check tharrent condition of asbestomaterials.
Deletionsto the Registewhen any asbestosiiemoved.
Additionsto the Registewhen new areas are surveyed, and asbestdedated.

Changesto the Register (at any time asbestoscontaining materials are foundo have
deteriorated)Repairor Removal?

Some damaged asbestos can be made safe by repairing it and either sealing it or enclosing it to prevent further
damage. If asbestos is likely to releakest and cannot be easily repaired or is likely to be disturbed during routine
maintenance work, it must be removed.

Contractors

Any work carried outo remove, repair or encapsulate asbestos must only be undertaken by a specialist contractor
approvedby the CompanyThecontractor may need to be licensedby the localor national regulatory agency,the
Health & Safety Executive for work wiilsbestos.

In the UK at | east 14 days'’ notice of any waatiGnalon or
regulatory authority, together with a written plan of work and assessment (otherwise known as a Method statement).

Information for School Contractors

Further information is required for any contractors working within the School where asbegiossient. A copy of the
Asbestos Management Plan and Asbestos Register in addition to evidence of anymnugkbe readily available for
any contractor to view if working on site.

Thisshouldbe highlightedas part of the information providedto the contractor when arrangingworksto be carried
out. (Referto ContractorControlsForm12for arrangementavhen on-site).
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TRAINING

With your asbestos management plan in place, you need to tell people about your findings and decisions.

Thosee mpl oyees who may be | ikely to be exposed to ACM' s n
notices/suspects damage must report to their Manager to ensure remedial action is taken.

Asbestos awareness training should be giteremployees whose workould foreseeably disturb the fabric of a
building andexposethem to asbestosor who superviseor influencethe work. In particular,it shouldbe givento those
workersin the refurbishment, maintenance and allied trades where it is foreseeable that AtEylbecomeexposed
duringtheir work.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant change in equipment or tasks and in any case at
least annually.

Site Specific Controls in Place:

Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Bar Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

There are hazards associated with bars, bar areas and associated equipment. Hazards within these areas can cause
significant injury due to heavy loads and confined spaces.

HAZARDS

The main hazards with bars and cellars include:
Slips andrrips
Manual Handling.
Gas releaseCQ leakage/Explosion.
Fire.

Fallsfrom height.

CONTROLS

When located in a bar area floor drains and sumps should havefittiely, flush covers to prevent trip hazards. Floor
cleaning and safe broken glasasndling/facilities are vital to prevent injuries.

Specific tasks may be subject to risk assessment in order to establish safe working practices.

Gas Cylinders

If used, full gas cylinders must always be chained/strapped to a wall in an upright poditionsT i ncl udes s p:
cylinders and ones in use connected to the gas pipe system. Empty cylinders may be laid flat and wedged, in a position
away from walkways and circulation routes to avoid trip hazards. Only trained staff should change gas cylinders

Gas Leak Hazards

Drink dispensing gases contain no oxygen and cannot sustain life. They are also invisible. Carbon dioxide is toxic and
heavier than air. A CQetector should be located within the storage area using a safe remote indicator. You should
therefore, check dispensing systems every day for leaks or faults. If you know or suspect that a leak has occurred,
report it and take action immediately.

Delivery Procedures

There can be various ways that deliveries can be miaglepavement/internal pub hatches. A specific risk
assessment should be completed for this specific task.

TRAINING

Relevant training must be provided to all staff working within these areas. This should be based on risk assessment
controls and a regulareview should be in place.
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The main areas of training should include:

Safe systems of workncludingCQ detection and leakage procedures whegpropriate.

CQcylinder connection and disconnection procedures whappropriate.

Manual handling/safe liftingechniques.

All training should be recorded. Staff should sigronfirm that they have received their specificaining.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant chaemgpment or tasks and in any case at
least annually.

Site Specific Controls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITBarbecues

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Barbecues when operated incorrectlycan result in a major injury or incident occurring. Injuries or incidents
associated with barbecudaclude burns, cuts, manual handling injuries and incidents such as fire, explosions, or gas
release.

Barbecues are either charcoal fired or propane-fijigesl; both types operate in a similar way when in use. All Barbecue
equipment being used should be &nclean and safe condition before use and any equipment being hired in should
only be purchased from a Company nominated supplier.

HAZARDS

The main hazards with barbecues include;
Contact with hotsurfaces.
Manual Handling.
Gasrelease/Explosion.
Fire.

Thermal Comfort in haveather,

CONTROLS

The following controls should be implemented in order to ensure barbecues are operated
safely. These include:

Ensure that theeorrect PPEssued is usedorrectly.

Staff have received relevant trainingin the setup and use of equipment, includingthe comect use of
firefighting equipment.

Manual handling aids are used whesguired.

Awareness of the symptoms portrayed whearbon monoxidegasesare released through théurning of
charcoalor gases.To ensure that equipment iset up correctly and beaware of this riskevenwhen the
equipment isworkingwell. Therefore, good ventilation is importattt maintain adequate aimovement.

Ensure that cylinders are stored securely and well ventilatecludingstoring cylinders awafrom heat to
prevent the buildup of pressure.

Ensure that the equipment i s servi cirstluctane.d i nspect ed

Staffto be trained in identifying a gas leakage and what stepake if oneoccurs.

Tobe familiar with internafire proceduresjncludingroles andesponsibilities.
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Whenundertaking barbecuing in hateather, the correctclothing should be worrand regular breaks
should be taken. Staff should be encouragedrink plenty of fluids and ensure that sun exposure is
limited.

Equipment used should comply with the relevant British Stan6&i8.

TRAINING

Staff undertaking the safe set up of equipmehibuld be competent to do so and should have received the correct
relevant training. Staff should ensure that equipment is fit for purpose, operating correctly, in good condition and
compliant with the relevant British Standard.

MONITORING AND REVIEW

Riskassessments will be reviewed following an accident or significant change in equipment or tasks and in any case at
least annually.

Site Specific Controls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Bodily Fluids, Sharps & Soiled Linen

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

This SOP applies to tlegearing of blood and vomit, which employees may come into contact with when dealing with
incidents. It also applies to needle stick injuries which are skin punctures caused by hypodermic needles (either from
medical use, diabetes or allergies or in sonases drugaking), dealing with the risks arising from the careless or
malicious disposal of needles and the action to be taken.

This SOP also applies to handling and cleaning soiled linen, which employees may come into contact with. Staff may be
exposedto other pathogens either from bacterial or viral infections such as Hepatitis A, B and C. These infections can
be transmitted most commonly where sanitary conditions are poor and through direct contact with contaminated
faeces. They can also be transmdtthrough bodily fluids such as blood, saliva etc.

HAZARDS

The following are the main hazards when dealing with sharps, bodily fluids and soiled linen;

Sharps Injury with potential exposute infections.
Contact with bodily fluids with potential exposute infections.

Potential environmental spread of tharusinfecting othersurfaces.

CONTROLS

All needles, sharps and body fluids should be treated as being potentially contamiaattdhe procedures in this
document should be followed thoroughly on each occasion.
Staff who clean, service, maintain or work in areas used by the students and visitors may be at risk.

Upon discovery or being informed of a needle/sharp/body fluid, & stefmber should follow this procedure:

1. Do notattempt to touch theobject.

2. Report the situatiorto the Trust Operations Manager designated person, giving an accurate description of the object
and itslocation.

3. Cordonoff the area and wait until a designated person/member of cleatéagn or caretakerarriveto deal with
the situation.

Sharps

The necessary equipment to safely collect and store used needles; sharps box, disposable tweezers and disposable
vinyl gloveshould be available.

Any needle stickinjury should be forced to bleed to flush out any contaminamtsd the injured person should go
directly to A+E.

When the sharps box is fuit must be disposed of as medical waste and collected by a clinical wastactor.
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Body Fluids

Due to the risk of spreading viral borne illness to guests, food handlers should not clean up vomit. This should be done
by a member of the cleaning teamaretakeror a designated person trained in tipsocedure. Restrict access to the
area until clearup and disinfection is complete.

To deal with incidents involving blood and vomit the following equipment should be available (list not exhaustive);
o Disposable plastiapron.
o Disposabldatexfree gloves.
o Disposable facenask.
o Oxivir or equivalent disinfectand treat cleanedareas.

0 Absorbent granules for cleing

vomit. Dispose of all contaminated wastecordingly.
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITXCarParkl VehicleonSite

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

The provision and effective management of car parking is an important function if control is to be maintained over car
parking spaces anuaffic routes. This SOP covers the main aspects of operational processes associated with car parks
and vehicles on site. It is not just compamayd staff cars that can cause a hazard, other vehicles such as delivery
vehicles and contractor vehicles cas@present a risk.

HAZARDS

Collisions withvehicles.
Collisions withpedestrians.
Fire.

Damageo property.

CONTROLS

Speed limits andpeedbumps—these will help reduce the risk of vehicles speeding and therefore reduce the
risk of vehicle and pedes#m collisions.

Pedestrian free zones and adequate barrier separatiom vehicles— pedestrians are the most vulnerable
grouphere and are at the greatest risk iojury. Pedestrian free zones anzhrrier separation will help reduce
the risk of vehiclesollidingwith pedestrians.

Adequate lighting- this will ensure that pedestrians caeevehicles and that vehicles caeepedestrians
moving through the campark.

Oneway systems-this is an effective methotb reduce the risk of vehicten-vehicle collisions.

Separate access for pedestrians and vehieldss is so pedestrians and vehicles are not forced iokose
proxi mity when ‘bottlenecking’ through access point

Pedestriancrossingpoints, e.g.zebracrossing- crossingpoints would ensure that pedestriarmly crossat
designated points in the car park and would makeersaware of therisksof pedestriangrossing.

Suitable road surface and early repaissdamage-— this would reducecracksor potholes that would cawesa
vehicleto swerve, possiblgausinga collision with other vehicles @edestrians.

Arrangementgo clean up petrol/oil spills-this will minimise the risk of fire occurringwithin the carpark.

Protectionaround sensitive structurese.g.use of bollards- bollards or anotheform of protectionarounda
structure could help protect structures that are at possiblerisk of damage or collapsein the event of a
collision.

Adequateparkingfor disabled individuals anfilee areas for emergency serviceghis would reduce the risk
of vehicle and pedestrian collisions, as there is less distance for disabled indivaidsel. Well placed
emergencyserviceareaswill help ensurethe servicesare closeto the entrancesto building/exits of the car
park.
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Separate areas for vehigarking anddeliveries—this would reduce a delivery vehicle obstructing the traffic
route and stop theneed of vehiclesto go around a delivery vehicle, whichould result ina collision with
oncoming vehicles opedestrians.

Security/campark attendants — havingsecurityand/or car parkattendants would ensurethat the carpark can
be visuallyinspectedfor anysignof damageandassistin enforcingthe carparkrules

Audible alarms on all reversing vehiglegy. delivery vehicles- vehicles having audible alarms would alert
oncoming vehicles and pedestrians that a vehicle is reversing intodheution.

Signage-signsshouldbe displayedn the car parkto adviseall usersof anyspecificulesin placein the carpark.

TRAINING

When staff meetingsare carried out, ensure vehicle and pedestrissafetyis addressed, especialgfter an
incident hasoccurredin the car parlarea.

Emailout any changes aimendmentsof the car park rulepolicy, particularlyafter an incident haccurred.
Staff inductiongo includethe rules and regulations of vehicdafetyon-site and in the car parlareas.

Noticesto be postedthroughoutthe commonareas e.g.canteen,coffeeroom, with information on safetyin
carparksfor both pedestrians and vehiclesers.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant change in equipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:

Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITYConfinedSpaces

(NOTE: The Safe Operating Procedures imciside reference to the relevant risk assessment)

INTRODUCTION

The Schoos recognise that hazardsiay occur during operations carried out in confined spaces. Confined spaces are
defined as being any chamber, vat, silo, pit, trench, pipe, sewer, \flak,or other similar space which, because it is
enclosedor substantiallyenclosedcreatesa“ s p e crii fs8ahdare not so obvious,for example ducts, vessels,
tunnels, boreholes, manholes, shafts, excavations, sumps, inspection pits and enclosed roomso(ptes)t When
hazards areproperlymanagedand controlled,workingin confinedspacescanbe carriedout safelyandsmoothly. The
controlsbelow explain hovthe hazards can be controllednd theworkscarried outsafely.

HAZARDS

Serioudnjury from fireorexplosion.

Loss of consciousness dizean increase iody temperature.
Asphyxiation.

Drowning.

Lack of oxygen (poeentilation).

Poisonougas, fume orapour.

Dust present in high concentratiossichasfrom drilling.
Engulfment oentrapment.

Residues left in tanks, vessels., or remaining on internal surfaces, which can give off gas, fume or
vapour.

Liquids and solids which can suddenly fill the space, or relgasesnto it when disturbed.

COSHHharmfrom chemicals beingsed.

CONTROLS

All individualworks involvingconfined spaces must be risksessednd included on thé@nline Site
SpecificRiskAssessmenand if necessaryconductedin accordancewith a Permitto Work (Form
13).

No person will be allowedo enter a confined spacdo carry out work unless it is absolutely
necessary. If other work practices can be used which do not result in Enthat space then they
will be used as aalternative.

If entry to a confined space is unavoidable, follovsafe system ofvork. Make sure that the safe
system ofwork, includingthe precautions identified, is developed and put into practice. Everyone
involved willneed tobe properlytrained andinstructed.

All applicable safe systemswbrk, riskassessmentand permitsto work must befollowed.
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Additional Control Measures
These control measures should be considered when completing a Specific Risk Assessment or Permit to Work

Adequate emergency arrangements must be arrangetbr to work commencing. (Emergency
arrangements willneed tocover the necessary equipment, training and practiaés).

There should be emergencyarrangementsin placefor rescuingpersons,which must considerany
risksto the rescuers. Foexample,breathing apparatus and persons trained in its use are always
necessary for those undertaking a rescue if there is &nmisk a toxic atmosphere or lack ofkygen.

Make sure emergenciescanbe communicatedfrom insidethe confined spaceto people outsideso
that rescue procedures can start. This shoirdlude night and shift work, weekends andimes
when the premises are closed or have minirsiaiff.

Consider what might happen and how the alarm carrdised.

In the event of emergency services being required, there should be a designated person that makes
them aware of theincident.

Where resuscitation of any person is a likely consequenceof a relevant specified risk, then
resuscitation equipment must b@ovided.

Safety should be checked at each stage and supervisenneed toremain present while work is
underway. Consider positioning someone outstdekeepwatch andto communicate with anyone
inside the confined spac# raise the alarnquicklyin anemergency.

The persorworkingin a confined space should be a competent person and fully trained for the task
required.

If being used, rescue harnesses shauid backto a point outside the confinedpace.

Mechanical and electrical isolation of equipment is essential ¢oiild otherwise operate, or be
operated, inadvertentlyprior to workingin a confinedspace.

The entranceshouldbig enoughto allow workers wearing all the necessary equipmantlimb n
and out easily angrrovideready accesand exitin anemergency.

The area should be cleangdior to use. Thisnaybe necessaryo ensure fumes do not develdpom
residues while the work is beirdpne (depending on the work being carriaslt).

Provisionof ventilation: it may be necessaryto increasethe number of openings and improve
ventilation. Mechanical ventilatiomaybe needed tomakesurethere is an adequate supply of fresh
air. Thisis essentialwhere portable gascylindersand dieselfuelled equipment are usedinsidethe
space becausef the dangersfrom build-up of engineexhaust.Petrotfuelled enginesmust neverbe
usedin aconfinedspace dudo the build-up of carbon monoxide.

Theventilation system(if applicable shouldbe maintainedandtested regularlyto preventmalfunction.

Testing the aimaybe necessaryo check that it is freérom both toxic and flammableapoursand
that it is fit and saféo breathe. Testing should be carried out by a competent person using a suitable
gas detector which isorrectlycalibrated.

Nonsparking tools and specially protected lighting are essential where flammable or potentially
explosive atmospheres are likely. In certain confined spdeas inside metal tanks) suitable
precautions to prevent electrishockcanincludethe use ofextra-low voltage.

Breathing apparatus is essential if the air inside the sgacaotbe made fitto breathe because of
gas, fume or vapour present, or lack of oxygdavertry to* s w e ¢he a@rnn’a confined space with
oxygen as this can greatly increase the riskfifeso r e x pl osi on. Breathing ap
fitted’

The Permito Work system should be audited and inspected regul@rignsure itworksasintended.
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Suitable rescue and resuscitation equipment should be providedis will depend on the likely
emergency identified. Where such equipment is provided for rescteetsse, training in itcorrect
operation iessential.

Rescuersieedto be properly trained and sufficiently fito carry out their task, ready at hand, and
capableof usingany equipment providedfor rescue, e.g. breathing apparatus, lifelines and fire-
fighting equipment. Rescuers also neede protected against theause of themergency.

It maybe necessaryo shut down adjacent plant equipment befoattemptingemergencyrescue.

Trained first aidersieed tobe availableto make proper use of any necessary first aid equipment
provided.

Ensure thecorrect PPEsworn/used and is kept in good condition and is fit for intended use.

TRAINING

Staff whomayenter confined spaces or whoeed tobe aware of the dangers must be individually identified, informed
and instructed about the potential hazardsand trained in the relevant safesystem of work, safety equipmentand
rescue arrangements.

All training will need to be regularly refreshed and training records kept.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant chaegeipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):

46



SAFE OPERATING PROCEDURES (SOP)

ACTIVITYContractor Controls

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

TheSchoo$recognise its legal responsibility for all rRemployees whsupportthe business. The aim diis SORs to
ensure thesafetyof staff, guests and theontractorghemselves.

It must berememberedthat contractorsmaybe unfamiliar with the site andavith working aroundstaff and visitors.
The lawregardscontractorsastemporary employees and they must be closelymonitored and controlled. Thereare
generally three classes of persons which caa@tractorsand other visitors in this arrangement. Additional guidance
is provided with regardb Permitto Work controlsat the end of thisection.

Contractorsundertaking majobuildingworkswho areworkingwithin a designated areathese are
engagedy a tendering process and are covered by separateTéwsis outside thescopeof thispolicy.

Contractorswvho serviceor makerepairsandcarryout shorttermworks,e.g.decoratorslift engineers,
window cleaners, chemical supply steft.

Visitors—enforcement officers, surveyors, auditors, suppliets.
Legal Responsibilities

In any client/contractor relationship, both parties will have duties under Health and Safety Law. Similarly, if the
contractor employssub-contractorsto carryout someor all of the work, all parties will havesome Health and Safety
responsibilities. Thextentof the responsibilities of each party will depend on tiEcumstances.

There are many injuries that could potentially result from the hazards listed below, such as head injuries, eye injuries,
spinal injuries, limb injuries, crushing, fractures, amputation, entrapment, breathing difficulties, cancer (asbestos
mesothelioma), or even death. The controls listed below should be implemented at all times to aid in the prevention of
harm to human health.

HAZARDS

Working atHeight.

=

Cuts andLacerations.
Slips, Trips an#alls.
DangerousgEquipment.
Burnsand Scalds.
ConfinedSpaces.
MovingObjects.
Noise.

Electricity.
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Asbestos.

AirborneFibres &MJaterials.
Collapsingrenches.
COSHH.

PPE.

PoorHousekeeping.

Thelevel of riskwill depend on the nature of the contractedtask. Whateverthe risk, the Headof Schoal Director of
Operationsor the TrustOperationsManagerneedsto considerthe Health and Safetyimplicationsof the job/activity.
Thiswill involve selecting someone suitabl® do the job, assessing the risks, deciding what information, instruction
and training is required, how eaperation and coordinatioetweenall parties is achieved, how thweorkforceisto be
consulted and the level ohanagementnd supervisionequired.

CONROLS

Management willneed to satisfythemselvesthat contractorsare competent (i.ethey have sufficient skills
and knowledge)o do the job safely and withoutisks to Healthand Safety. The degree of competence
required will depend on the worto be dane. Checks can l@one by ensuring that training/qualifications are
up to date and relevantriskassessmentarerelevantandupto date; safesystemsof workarerelevant andup

to date, method statementsare relevant and ugo date,and PAT testing haseencarried out for the tools
beingused.

A risk assessment must be completed for the contracted,taskl both the site Manager and contractor
should ceoperate in the development of safe systemsaafrk.

The contractor must assess theksfor the contractedwork.

Both parties musget together toconsider therisks frome a ¢ h ot h e r coudd affect th&Hedlthaadt
Safety of thewvorkforceor anyoneelse.Anyrisksshould be included in the riskssessment.

Both parties alsmeed toconsider what information should be passbkdtweenthem and agree appropriate
waysto makesurethis is donesuch as:

(o] Safetymeetings.

o] Relevantsafetyrules andprocedures.

0 Procedures for dealing witemergencies.

o] Firstaid provision.

o] Accidentreporting.

0 The information must be specifio the work.

Management should set up liaison arrangementswith all contracted parties. This could take the form of
regular meetingsor briefings.Liaisonis particularlyimportant where variationsof the workare proposedor
wheremore than one contractor or subontractor isengaged.

Any work carried outo remove, repair or encapsulate asbestos must only be undertaken by a specialist
contractor approved by th&chool.The contractor wilheedto be licensedo carryout this work.

It should not be assumed the contractor has t@mrect equipment. A check by Management candaaried
out.

Management must maksurethat contractors knowand understand what performance éxpected.This will
meanexplainingSchooland sitespecificHealthand Safetyarrangements.
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Safety procedures egite and use of the Permib Work system should be discussed (if required for the more

hazardousperations).

Management should maksure that contractorsunderstand, and will act imaccordancewith Schoolrules
andPolicy.

Management should monitor and supervise whéhney know more about theHealthand Safety implications
of the contracted work than theontractor.

Regular monitoring of progress for contracteark should be carried outo check ifcontrol measures are
working.

In all circumstancesManagementshould havesufficient knowledgeand expertiseto manageand supervise
the contractedwork.

It is essential that the nature of theontrolsexercised by the site Management is agreed before vetekts.

Management should identify how marmgpntractorsthere will be onsite at any givetime and theirworking
hoursfor the day,i.e.whenthey are expected toarrive and leave thesite.

Signingln ProcedureAll contractorsandvisitorsmust signin at receptionor another point usingthe Health

and SafetyForm 12 - ContractorsSigningln Logand Conditions. It sets out the limitationsofc ont r act or s

activities.

The contractor should be askéal read the conditions and sign in and also sign out when the visit is finished.

This allows for aecord of them on-site in case dfire.

The appropriatemanager shouldhen be informed that the contractor has arrived for work and the other
conditionssetout in the previous sectioffiollowed.

Evacuation procedures should be provideatontractorsin the event of dire/alarm.
Contractors and visitors must be made aware of 8ahoolsSmokingPolicyand itscontents.

Where the contractor leaves site followingprkswithout signing out, the Authorised Person is responsible
check the area of work hdmenleft in a safe conditin and sign off théog.

AsbestosInformation: A copy of the Asbestos survey for thproperty must be readily available for
contractor information wherworking on site. A copy of the survey should be forwarde the contractor
upon signing of anyorks ageement. This should be highlighted as part of the information provitedhe
contractor when arrangingvorksto be carriedout. (Referto ContractorControlsForm 12 for arrangements
whenon-site).

Third-Party Contractors:Eventsrun by third party contractorson site should be effectively managed. A
requirement ofthe contractshouldbe to providea copyof their H&Spolicy, method statement and specific
riskassessmentd’hese should be reviewed with the contractor and agrpedr to any eventgakingplace.

Non-contractor Visitors:Forexample EnforcementOfficersor local officials. Theseshouldbe accompanied
by amemberof Management or a Supervisor at tithes.

HazardoudOperations:Thereare a number of seriouslyhazardousactivitieswhich needmore control than
just the signingin procedure.Theseincludebuilding work; scaffolding;lift work; highlevel work; electrical
work;roof work; gaswork; hot work; confined spaces and windogleaning.

Wheneverthere are contractorsfor HazardousOperationson site, it is vital to agreea strict safe systemof
work andthe MaintenanceManageror other AuthorisedPersomrmustissuea’ P e rtoiio tr (RTW)Form13)
beforework commences.

Safesystemsof work must be agreedand thePTWsigned by thecontractor. A copy of thisform must be
provided to the contractor and regular checks made to ensure the contractor is complying with its
requirements.

On completion of works, thavorkplacemust be checked by the Authorised Person or deputy, any keys for

the area returnedo the appropriate Managemand the PTWancelled.
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Positiveor negativecommentsaboutthe contractedworksshouldbe capturedon the PTWfor future reference
or for discussi o®niowNandgemerhhe contr actor’ s

PPEshould be used wherappropriate.
First Aid and Emergency Procedures shoulabailable.

Underno circumstancesvill anycontractoruseanyofthe u n i dang€erousnachinesor work equipmentunless
he has been called in to maintain or repair them.

Ensure communication is consistently implemented for the duration ottmractor/sbeing onsite anduntil
the contractor’”s work has ended.

TRAINING

Management should have sufficient knowledge and expettiseanage and supervise the contracteark.
Their training should be commensurate for ttae and refreshedvhere applicable.

Contractor/s should be competent, fully qualified and experiencedHercontractwork to be carriedout.

Instructions, information and training for thee i town employees should be provided with regards
contractors being ofsite and how they can raise concerns.

MONITORING AND REVIEW

Risk assessments will be reviewfetlowing an accident or significant change in equipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Control of Substances Hazardous to Health (COSHH)

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Within the premises there are a number ofiemicals and substances which may be hazardous to health, this SOP
gives guidance on the effective control of these substances under Control of Substances Hazardous to Health
Regulations (COSHH).

The following is a list of areas and the likely chemicatssubstances which may be found on site.

' Correction fluid, thinners, solvents, photocopying toner cartridges, duplicatin
Offices . . : S
fluids and chemicals, polishes, spirits.

Cleaning chemicals, adhesiveslvents, paint, LPG, salts for
Maintenance water softening etc., paint stripper, varnishes, Legionella controls, sewage a
body fluids.

Cleaning chemicals including detergents, sanitiserssadders, polishes, carpet
cleaning productd, egionella controls, floor care products, body fluids and
sewage.

Bar Glass washing detergent and sanitisers, body fluids and sewage.
Cleaninghemicalsincludingalkalisandacidsletergents,sanitisersandde-scalers
Chemicalaissociatedvith burnishingpossiblysomeoilsassociatedvith machines,
Weed Killers, pesticides, bone meal, liquid feeds, fumigants, lawn care proq
petrol, kerosene, LPG, animal waste, sewage, pest control products,
disease (in rainfested watercourses).

Housekeepinddoarding

Kitchen

Grounds/ Gardening

This list is by naneansexhaustive and other chemicals will be esite in different Schooldepartments. Other
substances thatnay be presentinclude carbonmonoxide fumesfrom vehicles,heating boiler flues, toxic gasfrom
sewers andlrains, micreorganismsncludingLegionnaires diseadeom coolingtowers and systemsayater tanks and
showerheads within bedrooms. Also, mievoganisms found in grease breakdown in traps and drainage as well as in
raw foodmaybe found in thecatering areas. All theseeed tobe considered and controlled wheegpplicable.

HAZARDS

A hazardous substance is anything tbatuld cause harnto a person by having an effeapon their health. The harm
couldbe instant,e.g.a strong acid causing a chemibalrn as soon as it is spilt onto skin, ocduldbe delayedg.g.a
person developing breathing problems many yedfisr first startingto breathe in a chemical fume atork. Examples
of hazardous substancésclude:

Chanmicals classified as toxic, very toxiorrosive, harmfubr an irritant etc.
Dust,gasesandfumes.

Micro-organisms that can cause harmful infections such as bacteriavandes.
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To causeharm, a substancemust be ableto contactor enter a p e r s lmody. Gontactcanbe unintended, e.g. by
spillages of chemicals, or be deliberageg.a staff memberputting their hands into liquid. There are four routes by
which chemicalsanenterbody:

Inhalation (mostommon).
Ingestion.
Absorption through theskin.

Injection.

CONTROLS
Sighage

Theuseof chemicalsshouldbe minimised andthe safestpotential chemicalsused. Basicproceduresfor the storage,
use and disposal of chemicals mustfodowed.

SP®OBO DO ©

Explosive Oxidising | Flammable Corrosive Acute Hazardousto | Serious Harmful/ Gas
Toxicity Environment Health . under
Hazard Irritant pressure

Note: The symboldor chemicalshavebeenrevised.It isimportant to ensurethat all chemicalrisk assessmentdave
beenupdated onto the new risk assessmefiarmat.

Carrying out COSHH Assessments

Heads of Department should complete assessments of the chemicals used within their departments. Information to be
included can be found within the Material Safety D&faeets ( MSDS). The assessment should be completed using the
COSHH Assessment (Form 4).

The Heads of Department should also produce a register of all chemicals and substances in use within the department
and retain for inspection. Hazard data sheets shdoéldattached to the completed COSHH assessment form.

An individual COSHH Assessment should be completed for each substance where there is a significant risk to health.

DepartmentalManagerswill ensurethat the assessmentontrolsare put into operation and that staff are advisedof

the necessityto store and use substances safelyear the necessary protective equipment issued and not put
themselvesor others at riskrom these substances. COSHH risk assessments must be reviewed annually as a minimum
or whenever it is suspectettiey are no longer relevant, fazxamplefollowing amaccident.

PersonaProtectiveEquipment(PPE}uchasgloves, gogglesaprons,overalls, shoesetc. issuedto Staffin the interest
of safetymust be used andreasonablecareshouldbe taken in the useof suchequipment. All suchsafety equipment
must be returnedto its designated storage areadter use. Any damag® such equipment must beeported to the
Departmental Manager @upervisor.

No new substances should Ipeirchased and used without carrying out an assessment. A safety data sheet must be
supplied with all new substances. Departmental Managers should keep an up to date COSHH register and a copy of the
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COSHHassessmentsheets for all the substancesused within their departments. This should be kept in the
departmentalsafetyfile.

Underno circumstancesnust any chemicabe purchasedrom anysourceother than the Company'sNominated
Suppliers.

Storage

Chemicalstockswhichare notin currentuseshouldbe stored either in a separateroom or within a lockablecabinet.
The facility must be identified with a suitable notice indicating that chemicals are staithoh.

In all casesstorage must be in a dry location, preferably well ventilation, at ambient temperature and away from
naked flames with protection against frost.

TRAINING

All staff must receive inductioriraining on how to usechemicals/substanceand PPEafelyandto raiseawarenesof

the potential hazards. All training must be recordead refresher training carried out at regular intervals at least
annually, or if chemicals change. This training can be arranged through the supplier or completed using information
provided by thesupplier.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant change in equipment or tasks and in any case at
least annually.

Site-Specific Controls in Place:

Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Display Screen Equipment (DSE)

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION
Di splay Screen Equi pment (DSE) is defined as “Any al pl
process involved."” It includes fixed |l ocation data en

unless commonlysed in place).

The groups of employees most l'ikely to be defined as ‘|

Accounts staff, Sales Administration staff, HR Departments stedffafil
Telephonists using computerisedchanges.

Receptionstaff.

Marketing departmentstaff.

Enployees usindixedlaptops or portable computers infexedlocation.

Health risksassociatedwith usingDSEcanbe experiencedfrom poorly designedworkstationsor work environments.
The causesnay not alwaysbe obviousand canbe due to a combination of factors, such as poor posture, poorly
designedDSE equipment and lack of training for users. dtwetrolslisted below should aid in avoiding any hazards
when using DSE equipment.

HAZARDS

Physicalmusculoskeletalproblems.

Fatigue and visu&tigue.

Mental stress.

Eyestrain.

Postural problems: Pain/achirfigpm discomfort (such aback,neck, arms, wrist, legiips).

Manual Handling (Portabsmputers/laptops/tablets).

CONTROLS

Aformalassessmenbfeachindividualp e r sveorkwith DSEnustbeundertakenusingthe Display
ScreerEquipmentRiskAssessment (ForB).

A DSE risk assessment shall be completed by a trained person/DSE Assessorraadibef
managementin conjunctionwith the employeesconcerned.

Whenassessing the risks, consideration should be given for task denaawaldshanges inactivity. ghould
al so take into account any individual s’ speci al n
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The risk assessmentshould be usedto decide what control measuresare needed. A record of its
significant findings should be kepind actiontakenshould berecorded.

Eyesighttests should be provided (paid for by the employer) when dgsts are requested by those
employees who are identified as display screen equipment users. W4werh tests determine that
spectacles are requiretb meet the requirements of the Regulations, the employer must contribute
towards thecosts.

Line Managersnust ensure that DSE users receive appropribliealthand Safety training in the use of
work stations. This must trecorded.

Workstations should be analyséalassess and reduaesksby a trained person/DS&ssessor.

Advice/recommendationscan be given on the best practicesto implement for ensuring a safe,
comfortable DSk&/orkingenvironment by a trained person/D8Esessor.

The risk assessment should be reviewed when the user or DSE changes.

In order to get comfortable, the following may help DSE users:

Forearms should be approximately horizont@in d t h eyesshewddrbé the same height as the top
of the screen.

Make surethere is enough workspade accommodate all documents or other equipment. A document
holdermayhelp avoid awkward neck and eyeovements.

Arrange the desk and screé¢o avoid glare oibright reflections. This is oftepasiestif the screen is not
directly facing windows doright lights.

Adjust curtains or blinds to prevent intrusight.
Makesurethere is space under the desikmovelegs.

Avoid excesgressurefrom the edge ofseatson the backsof legs and knees. A footrestaybe helpful,
particularly for smaller users. Adjust chairsuit the individual.

Keyboardsand keyingin (typing): A spacein front of the keyboardcan help you rest your handsand
wrists when nokeying.

Tryto keepwrists straight wherkeying.

Good keyboard technique is importartyou can do this by keeping a soft touch on the keys and not
overstretching thefingers.

Usinga mouse:Positionthe mousewithin easyreach,soit canbe usedwith a straight wrist. (Amouse
mat mayprovidecomfort).

Situprightand closdo the deskto reduceworkingwith the mouse armstretched.

Move the keyboard out of the way if it i©t being used.

Supportt he f orearm on the deskightynd don’t gri p the mol
Rest fingers lightly on the buttons and do not préssm hard.

Readinghe screen:Makesureindividual characters on the screen are shargfpcusa nd donort  f | i
move. If they do, the DSE may need servicing or adjustment.

Adjust the brightness and contrasbntrolson the screeno suit lighting conditions in theoom.

Makesurethe screen surface idean.
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Whensetting up software, choosetext that islargeenoughto readeasilyon-screenwhensitting in a
normal comfortablewvorking position.

Selectcoloursthat areeasyon the eye (avoid retext on a bluebackgroundpr viceversa).

Changesn activity: Breaking up long spells of DSE woekps prevent fatigue, eye strain, upper limb
problems andbackache.

Thefollowing mayalsohelp users:
Stretch and changgosition.
Look into the distancéom time to time, and blinkoften.
Short, frequent breaks areetter than longer, infrequentones.

PortableComputersThesamecontrolswill alsoreducethe DSEisksassociatedvith portable
computers however, the followingnayalso help reduce manual handling, fatigue and pospnalems:

Consider potentiatisks frommanual handling if usersarry heavy equipment angapers.

Wheneverpossible usersshouldbe encouragedo use adockingstation or firm surfaceand
a fullsized keyboard antiouse.

The height and position of the portable’s s
comfortably and reflection is minimised (raisblocks are commonly usedo help with
screen height).

More changesin activity may be neededif the usercannotminimisethe risksof prolonged
use and awkward postures. Adjustments should be ntadaiitablelevels.

While portable systemsnot in prolongeduseare excludedfrom the regulations, somgobs
will usesuchdevicesintermittently andto supportthe main tasks. Thelegreeandintensity
ofusemayvary.Anysuchequipmentstill requiresriskassessmenandstepsmustbetakento
reduce residuatisks

TRAINING

Information, instruction and Health and Safety training should be delivered to users to helpideentify risks and
safe work practices. The DSE risk assessment shall be completed by a trained person (DSE Assessor) and/or a member
of management in conjunction with the employees concerned.

MONITORING AND REVIEW

Risk assessments will be reviewed follogvan accident or significant change in equipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:

Assessor Signature: Completed Date:
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Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITYriving

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Many people are required to drive as part of their role. Health & Safetylegislation appliesto work+elated driving
activities in the same way it appli¢s other workplaceactivities. Employers are requiréd assess the risk involved
and ensure thasuitablecontrolsare putin placeto protect workersandother peoplewho maybe affectedasaresult
of the driving activity. Employees are required work within these controls. This appli¢s all workrelated road
travel but excludes commutinffom home to your usualfixed place ofwork. It also appliego all workrelated road
travel undertaken by hombéasedworkers.

HAZARDS

Poor driver capability resulting in damage or injury:
Inexperience/inadequate skills, training ticencefor the vehicleused.
Lack offamiliarity.

Impairment e.g.from alcohol ordrugs(prescription/nonprescription).

Health/eyesight (diagnosed and undiagnosed conditions) or medical consideration such as pregnancy,
fatigue,mentalhealth/ stresstc.

Distraction or failurego abideby rules, legislation anpolicy,such as use of mobilghone, speeding, carrying
out unsafeact.

Poor vehicle capability resulting in damage or injury:
Failureto service MOTor maintain thevehicle.
Defects or damag® the vehicle.

Inabilityto manually adjust the vehicle.g.the seat,mirrors, headrestdo suit the comfort and requirements
of individual drivers.

Poor task considerations resulting in damage or injury:

=

Vehicle unsuitable for the job it willndertake.

Poortime managemenbr insufficient/ unrealisticime to completetasks.
Manual handling.

Overladen vehicle or unsecured/ unsd@ed.

Inclementweatheror adverse roadonditions.

Fallsfrom vehicles.

Loneworking.
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Third-party actions.

CONTROLS

Heads of Department have responsibility for authorising welkted driving. This should only bprovidedoncethey
are satisfied that workers can complete theilriving tasks safely and without risko themselvesor others.
Departmental Managerbave the authority to temporarily revokeauthorisationin the event of reasonablecausefor
concerrregarding an employee whoskivingactivities presents an unacceptalisk.

Departmental Managers who are made aware of a health/eyesight condition or any other consideration which may
adversely af f ec tdriva safelp mustemsure thaddpprdpriate yisk assessments are undertaken and
any necessary referrals (e.g. to HR or Occupational Health) are made. This could also include any requirements
identified for additional training needs or driver awareness.

All wehicles used on company business should carry standard equipment for use during emergency sitliatns.
includes a first aid Kkit, torch, high visibility jacket/vest and a hazard warning triangle. A mobile phone should be
available for safe and legal use

Where vehicle use results in a lone working situatibis should be assessed in line with the relevant SOP.

Persons are only permitted to drive on School business if they can do so in a legal and safe manner. To thib effect
drivers are required to:

Complete and submit ®VLADrivingLicence Checlt the commencement of their employment and on an
annualbasisthereafter. Driversare required to advisetheir Managerof any changesto the drivinglicence
statusoccurringbetweenchecksThisincludesbut isnot limited to endorsementgpoints),courtactionfor an
alleged offence relatingo driving, or changes in health status for which a medical practitioner has advised
the DVLA need® be notifiedof.

Advise theirHeadof Department ifthey suffer from any health/eyesight condition or if there is any other
consideration whichmayadversely affectheir abilityto safelydrive.

Ensure thathey are not under the influence of any Alcohol Brugwhilst driving. This includegrescription
drugs which display a warning on the information leaflet that they may impair driving or operation of
machinery.

Ensure thathey feel confidentto operate the vehicle and understand how @sntrols work.

Make surethat all current legislationis adheredto at all times. This includes not eating, smoking or using a
mobile phonewhilst in charge of a vehicle.

Only vehicles which are considered safe, legal and roadworthy are permitted for use on company
business. To this effect:

All vehicles used for work purposes must taxed, hold a validMOT (if required) and be serviced in
accordancewi t h t he ma n antea Wheterthe véhisle ig awnedl by tisehoo] it will be the
responsibly of theSchoolo ensure that these are iplace.

All driversmust ensure thathey are insuredto drive the vehicle. If this is a personal vehidieen this must
includecover forbusinessuse.

Prior to commencementof any journey, the driver shouldundertake avisualinspectionof the vehicleto
ensure it is roadworthy. This includes but is not limitedyres (tread and pressure), washer fluid, windscreen
and number plate viability, fuel level, lights and any signs of damage or deféw¢ vehicle. Any problems
noted must be rectifiedprior to use.

Manual ‘“comfort’ a dj toshe webicleprior tesuseo This dncludes moviagl teeat,
rearview/wingmirrors, and headrest as applicable ensure the optimal ergonomiposition.

The tasks to be completed with the vehicle should be appropriately considered in line with the driveekinb: v
competencies.
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To this effect:

The vehicle must be theorrectone for the task and only used within its capabilities. Loads carried must be
within the limits of the vehicle and safely secumbaring transit.

Tasksshould be adequately planned to ensure that they can be reasonablyachieved within resource
capabilities. This includes the vehicle, driver aintk constraints as well as physical considerations such as
handling or securintpads.

There should be safmeansof access and egretsthe vehicle at altimes.

Routes should be planndd take into account currentweatheror trafficproblems.

TRAINING

As minimum, drivers are required to hold the appropriate licence for the vehicle to be operated. They should be
completely familiar with the way in which the vehicle is controlled and have received authorisation from their
Manager before commencing driving activities for the business. Additional training may be necessary depending
upon the tasks to be completed. Bhgould include but is not limited to, training in respect of manual handling,
securing loads and lone working.

All drivers should be aware of the policy in respect of mobile phone use, smoking, alcohol & drugs and accident
reporting.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant change in equipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Drone Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Small Unmanned Aircraft (SUA) also known as dramesften used for recreational purposes but can also be used
commercially in capturing live events including videography and shooting films, surveying dangerous areas, delivery of
small items, law enforcement and military use. There are different requeérgefor recreational and commercial use.

A commercial operation is legally defined as:

“Flight by a smal/l unmanned aircraft except a flight f
an operation for public transport;

A which is awilableto the public; or

A which, when not made available the public, in the case of a flight by a small unmanned aircraft, is
performed undera contractbetween the SUAoperator and a customer,where the customerhasno control
overtheremote pilot,or

A in any other case, is performed undecantractbetweenan operator and a customer, where the custorheis
no control over the operator.’

Drones can cause injury or damage if they are not used correctly or responsibly. Therefore, they are sspjifito
safety rules and regulations relating to the way they are operated, which are reinforced by UK law.

The Civil Aviation Authority (CAA) sets out the rules and regulations, with specific additional steps found within the Air
Navigation Order 2016 (#O 2016) which applies to air navigation only and must be followed when flying a drone for a
commercial operation.

Any persons using a drone need to be aware of these regulations.

If a drone has a camera, its use may be covered by the Data Protecti@n9Aét 8 . The I nformation Co
(ICO) has provided guidance on how to use a drone respopaitaythis should be followed if applicable. You must;

Inform others beforeecordingtakesplace,
Keepimagessafe,

Ensure thatimagesthat may be shared on social media are not likelg have an unfair or harmful
consequence owothers.

There are other rules to consider to ensure you comply with data protection law, so do check the ICO website if you
are unsure.

Many camera drones let you wateh “live Vi ew’ of t he i medthgreon abei ng
smartphone/tablet,throughgogglesor onthe remote controlitself. However partof the legislation requirethatdrones,
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when in operationshould always be in view while in the air. This would be difficult to achieve and adhere to while
watching a screen. Therefore, permission from the CAA may need to be obtained to watch the live view legally.

HAZARDS

Hazards include;

Itemsfalling from height.
Collision—at heightincludingoverhead cables, trees, property, location of airfieldsioports.
Collision—at groundlevelincluding crowdf people.

Adverseweather.

CONTROLS

The CAA have produced a rulasméymgdrones dately. Thebeantludé;dent i fi es key

Dronesto not exceedthe height 0f400feet (or 120 metres)above the surface. Reducing the likelihood of a
drone collidingwith other aircraft.

Drones must not be f 1 own mcludihgairporta or girfield$. It is egiimal r e st r i ¢
offence if a drone endangers the safety of an aircraft and could lead to a prison sentence of five years.

Drones when in operation, should always be in view when indhe

Assesshe weather beforeflyingthe drone. Checkhe Met Officefor weather forecastsriorto flying. If
adverseweatheris forecastincludingwind, heavy rain, heavy snowfall, etc. do not fly threne.

Al ways foll ow the manufact ur eryowdroneisthersafasttpossibway. T h e s

Stay150feet (or 50 metres)awayfrom people and property. You should alseep500feet (150 metres)
awayfrom crowdsof people (more thari000persons)and builtup areas-and donot fly overthem.

If the drone weighs more than 7kg, additional rules apply if you fly in certain typagsgace.

Dronesthat areusedindoorsarenot subjectto the Air NavigationOrder, however,Healthand Safety
legislation will still beapplicable.

Permission from the CAAnsquired if you wish to fly your drone under the following conditions;

Ata height of more thad00feetabove thesurface.

Within 150 metresof either a congested area or an organised oggnassembly of more thahOOOpersons.

Within 50 metresof people or properties/objects that are noinderyourcontrol.

Each commercial drone operator who has been granted CAA permission will have a document issued from the CAA,
granting the permission and setting out conditions for its use. If a drone opeiato operate a drone on your site,

you should ask the operator to show you his/her permission document and discuss how the work might be achieved
within the conditions of the permission.

An updated monthly list ofurrent holders of the CAA permissianl s o known as the ‘ Drone Re:¢
be found at;https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=7078
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Members of ARPAS K , British Model FI'ying Association (BMFA),
Model Association (LMA) and FR¥X will notneed to register as an operator with the CAA system. The associations
will collect the registration fee from members directly and supply their data to the CAA, with their permission.

The Drone Registration Scheme will be available to register ffbMovember 2019 and will be mandatory to register
from 30" November 2019.

There are two elements to the system;

1. Registration as an operator is required for any persons responsible finoae or unmannedaircraft
(includingmodel aircraft) weighingpetween250gand 20kg.This is at an annuabstof £9.

2. Any persons responsible fordrone or unmannedaircraft (includingmodel aircraft) weighindpetween250g
and 20kgare requiredto take and pass an online education package. This is free and renewable every three
years.

Holders of current CAA permissions or exemptions for drone operations, and model flyers holding an achievement
certificate issued by a UK model aircraft association with a CAA reviewed achievement scheme, will be exempt from
sitting the test.

UK egistration is not valid outside of the UK.

The School must ensure that a sfipecific risk assessment is produced for the use of drones within their premises.

TRAINING

Any persons using a drone must ensure that they are suitably and sufficiently trdineg.must also be familiar and
aware of the requirements set out in the ANO 2016 along with the requirements with the Data Protection Act 1998.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant change in edquiprteesks and in any case at
least annually.

SiteSpecific Controls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVIT Electrical Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Electricity can kill or severely injure people and cause damage to property. However, simple precautions when working
with or nea electricity and electrical equipment significantly reduce the risk of injury to you, your workers and others
around you. This safe operating procedure provides a summary of those precautions.

HAZARDS

The main hazards of working with electricity are:

ElectricShocksandburnswith live parts.
Injury from exposureto arcing.
Firefrom faulty electrical equipment dnstallations.

Explosion caused by unsuitable electrical apparatus or static electricity igniting flamwagaaersor dusts.

CONTROLS

FixedElectrical Installations (Fixed Wiring Periodic Inspection)

Fixedinstallations must be inspected anestedby a competent person. (This is known a&xedwiring inspection and
test.) Themaximumlength oftime betweenperiodic inspections and testirgf the fixed installation within a property is
5 years.A certificate must be submitted by the Contracgtand this should remain on the site for the lifetime of the
installation. Any new installations must be similarly tested prior to use and certificated, as shouldany minor works
carried outto the installation. Where an inspectiondeemed Un s at i @ pragcatmmerofyrémedialorks must
be completedto ensure compliance with the Electricity at Work Regulations. A final confirmatiooropliance must
be obtained and retained fomspection.

The School foll ows the guidance issued by the Health a
legislation requirement in determining competence for any personnel employed orwibeito carry out works.

No person will be engaged in any electrical work activity on the fixed installation unless they hold the following
qualifications:

City and Guild2360Part| and Il- Electricallnstallation.
AMI - PracticalAssessment.
IETWiring Regulations 18th Edition B671:2018(as of Januar2019).

City and Guild2380- The 17th Edition of théEEWiring Regulations (B&71:2008)was published in
January2008,and came into effecfrom the 1 July2008.

Any electrical contractoemployed to complete the fivgearly inspection and test must also hold the following:
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City and Guild2391- Inspection andrestCertificate and be accredited by the National Inspec@uyncilfor
Electrical Installation ContractofICEIC).

Portable Appliance Testing (PAT)

TheCaretakeris recommended to be the responsible person for arranging PAT as required and with reference to Best
Practice. There is no statutory frequency for P#dwever, Due Diligence must be verifiakd@d any test certification
must be retained for inspection.

Where internal testing is carried out thElectricalChecksand Appliance Testing Log (Form 15) can be usedo
record results. Persons shall leemedcompetentto carry out maintenance repairinspection or modification and
electrical appliancer installationif they have beensuitablytrained or qualified. Certificatesandtrainingrecordsmust
beavailable forinspection.

Other controls include:

Where practicable, sockets be positioned out of reacbf minors and with a fused spur outlet (switched if
appropriate).

Visual checks of sockets and equipment by all Departmental Managers on regsilsr

Any defectgo be reportedto the Caretakeimmediatelyfor repair / replacenents. Defective equipmenb be
removed.

Repairs carried out by a CompeteRerson.
Allroom kettles tobe provided for use witlshort cord, storedemptyand power sockebff.
Personal Protective Equipment (PPE)
Cleaningand Maintenanceleammembersto wearsensible footwear that allows for goagtip/balance.
All staffto wearrelevantPPEas outlined in specific rislssessments.
Ensure thePPERequisitionFormis completed individually, for all staff &tduction.
First Aid
A sufficiently stockedirst aid kit should beavailable.

Staff must have acceds an appointed person and/or trained first aider. A notice should be displayed
demonstrate how this first aider can laecessed.

All accidents must be recorded in the department accideobk. Once completed online accident reports
shouldbefilled inonthe relevant platforms.All Accidentsareto be reported onNAVITASompliance.

TRAINING

Allteammembers are trained so thahey are competentio use electrical equipment in a safe manner and in
accordancevi t h ma n uirdstauctions.r er ' s

Informed on safe systems of work and the dangers associatedeletiricity.

Knowledgeable about actions to ekenin the event of an electricamergency.

MONITORING AND REVIEW

Risk assessments will be reviewed following an accident or significant change in equipment or tasks and in any case at
least annually.
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SiteSpecific Controls in Place:

Assessor Signhature: Completed Date:

ManagerSignature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITEmploye&roups

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Employee Groups, such as Young Persbiesy and Expectant Mothers, Lone Workers and Disabled Persons are
defined bythe HSEasvulnerable workersvho are at risk of havingtheir workplaceentitlements denied, or who lack
the capacity omeans tosecurethem.

There are many hazards to be considered for those in these Employee Groups, that should be managed and controlled
with the completion of risk assessments and reasonable changes being made if necessary. Health and Safety should
not be used as an exaei$o justify discriminating against certain groups of workers.

HAZARDS

Loneworking.

Slips, tripsfalls.

Scalds an8urns.

ManualHandling.

Cuts andLacerations.

DangerousEquipment.

ConfinedSpaces.

Working atHeight.

Workingaroundditches orponds.
Miscarriage/possible risk of harto unborn baby.

Occupational Stress.

CONTROLS

Young Persons

AYoungP e r sSpecifiRiskAssessmen(for thosebelowthe ageof 18) shouldbe completedfor each
Young Person esite (Form 7). Students on work placements must alsavea riskassessment.

In orderto carryout an assessmenthe Risk AssessmeRbrmshould be completed and discussed with each
individual. Theyshouldbereadilyavailableto the staff memberandregularlyreviewedbythe relevant
manager.

Departmental Managers should identify where the Young Persaotiking within the businessand assess
the risk involved in thagrea.

Each Young Person should be made aware of the potdwédih and safety risksin theworkplace.
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Management of the Young Persahmould be confident that the individual has fully understood the work
practicesexpectedof him/her, checkthey understandand are able to remember and follow instructions.If
there is any doubtthenthe Manager or supervisor must stop the Young Pemgorkinguntil this is thecase.

It is important that all Young Persons are gitle® necessary training and supervision for thete.
Other staff should make reasonable efftotensure thesafetyof YoungPersons.

No person under the age df8 mayuse or clean dangerous machinemd anyone ovei8 who uses them
must beproperly trained. This training will be recorded in the staff personal file and in the department file.
Training will only beloneby a Competent Person or trainsdpervisor.

New and Expectant Mothers

EachNewor Expectant Motheshould be assessedndividually singthe NewandEx pect ant Mot her
Assessment{Form8 ). Newor Expectant Motherséncludeall employees who are pregnant, have given birth
in the last six months or arbreastfeeding.

Any process oworking condition including physical, biological ochemicalagentswhich could affect the
employee or herchild should beassessednd suitablecontrol measures put in place. Théewor Expectant
mother must be informed of thesasksandthe controlmeasures.

Theworkplacerisk asessment should be checked seeif any newriskshave arisen, when/if notified that an
employee is pregnant, breastfeeding or has given birth within the last six months. Ifisiesare identified
these must be removed or reduced a safdevel.

The New and Expectant Mothers Risk Assessmentshould be regularly monitored and reviewed as
circumstancesnay change.

If a significanthealth and safety risk is identified for a New or Expectantmother, which goesbeyondthe
normal level ofisk, the followingactions should b&aken:

Actionl: Temporarilyadjusther workingconditionsand/or workinghours;or if that isnot possible,
Action2: Offer her suitablealternativework (atthe samerate of pay)if availablepr if that isnot possible,

Action 3: Suspend hefrom work on paid leave for as long as necessamrotect herHealthand
Safetyand that of herchild.

If breastfeeding,the Expectantor New Mother shouldprovidetheir employerwith written notification that
they areplanningto be breastfeeding.(It isadvisablgo do this beforereturningto work,sothe employercan
ensure a returrto a healthy, safe and suitabknvironment).

There should be provision for somewhere for pregnant and breastfeeding mothers to rest and, where
necessarythis shouldincludesomewhereto liedown.

Expectant Mothers should agree the necessary timing and frequency of rest breaks with their

employer.LoneWorkers

A Lone Working Risk Assessmentshould be completed for Lone Workers, to identify hazardsand to
implement control measures (tancludethe risk of violence, manual handling, the medical suitability of the
individualto work alone andvhetherthe workplaceitself presents a risto them).

Accountneedsto be takenof the hazardencountered in the worke.g.workingwith dangerous equipment,
workingin confined areasyworkingat height orworkingaroundditches and ponds. Other considerations are
the individualthemselvestheir age,any illness, experience, fithess eWleatherconditions can be another
factor, particularly with reference tavorking at height or estate works includingtree maintenance. The
OnlineSite-SpecificRiskAssessmento identify hazards antb implementcontrol measures should hesed.

Lone Workersequirements for training and levels of experience should be monitored and updated/refreshed
where necessary.
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Theemployer shouldmake sure they know what is happening,includinghavingsystemsin placeto keepin
touch with the Lone WorkeMonitoringt he Lone Wor ker ' s sit u-atpfoceduret hr ou
shouldbe considered.

The Employer should ensure appropriate fire, emergency and security precautionspdaieen

Where there are specifidsksfor Lone Maintenance or Security Personnel, as well as staff and contractors,
suitable managementsystemsto eliminate orcontrol them must beimplementedif the hazardfrom Lone
Working are reasonabffpreseeable.

Management should consider consulting andadissing with employees in identifying the significant hazards
which can be encountered wheworking alone. These should be reducéa the lowest level possible or
removed. Reducing theeedfor Lone Working should beonsidered.

Communication systems atarms should beonsidered.

Disabled Persons

Depending on the person affected and their work activities, a pesp@tific risk assessmemhay be
required. Referencé¢o the relevant DDA (Disabled Discrimination Anogy also be required. This should be
completed with referenceéo the HRdepartment.

It is the duty of the Disabled Perstminform their Employer thathey are disabled if their disability affects
the way they can do their job. Telling their employethey are disabledmeansan employer can make
reasonable changdes makeworksafer.

The Employer should make the necessary changes reqtoredake work safer for the Disable@erson.
Other Employees should be notified of these changasyif

Training for a disabled person and people who work whitm should beconsidered.
Changing access a buildingto make iteasierfor wheelchair users should be considered.

Employeesshould consider giving a disabled persontime off for appointments with doctors and other
healthcare workers.

The Disabled Person should-gperate with their employer orHealth and Safety issues. This includes
listening, following instructions and training, and using aafetyequipment that hadeenprovided.

TRAINING

The relevant rislassessmentfor all the above should be completed and reviewedularly,where applicable.

Training for the relevant roles above should be delivered and refreshed wheessary.

All the above should be monitored and reviewed regularliheworkplace.

MONITORING AND REVIEW

Risk assessments will be reviewed followingecidentor significant change in equipment or tasks and in any case at
least annually.
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SiteSpecificControls in Place:

Assessor Signhature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITExternaBnowandIce

(NOTE: The Safe Operating Procedures must include reference to the releaasassknent)

INTRODUCTION

Anestablished system farontrolling hazards of snow anite should be introduceccrosssites. Each site should not
avoid clearing paths for fear @fjury. People walking on snow ande have a responsibilitio be careful themselves.
Inclementweather such as snow, ice, heavy rain or seasonal such as leaves falling shasskebsedndependently
with suitablecontrolsimplementedin orderto prevent slips, trips and falfsom occurring.

HAZARDS

Areas used byeqrestrians most likely to be affected by ice must be identified. These include;

Buildingentrances.

Carparks.

Pedestrianwalkways.

Shortcuts/thoroughfares.

Sloped areas and areas constantly in the shadeeir

Once these areas have been identifiddiermine which areas need to be cleared.

CONTROLS

Controls will include:

Restrict access onto the site a minimum numbeof designated routes. This must be appropriatehe size
of the site. Gritting and snow clearing of these areas should be undertaken, paying particular attémtion
steps, disabled ramp#§ire exitsand evacuatiomoutes.

Staff, guests andontractorsmustthen be informed (where possible) of which routes will be grittedécked
of snow and instructhem theymustkeep totheseroutes.

Warning signs should be erected at the entranttethe designated routes/paths. If signs are ustrby must
be removedoncethe hazard haveeneliminated.

Suitable doormats should be available within entrantebuildings to enablavater and slushto be removed
from shoesto prevent individuals slipping owet floors. Floorsmust be monitored and cleaned/dried as
often as possibleWetfloor signs shoulalso bedisplayed.

Other controls include;

To monitor the temperature. This can b#one by following the forecaste.g. Met Office, and take action
when freezing temperatures aferecast.

Ensure thathere issufficientstockfor the deicingof floorssuchasrocksalt/grit. Thisis most effective when
it isgrounddown.
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Consideration should be made when grit is applfelowed by heavy rainfall, as the grit will be waslaady.

Snow should be removed lysingsuitable equipment. A snow shovel can be usetemove snow. Hotvater
should not be usetb meltsnow, as thisnayrefreeze and turn into blacie.

All persons undertaking snow clearing or gritting mwstrappropriate warm clothingncludinggloves A
shovel or other suitable tools should be ugedpread grit with manual handling techniquiedlowed.

Infreezingconditionsor duringsnowfall,routesand pathswill needto begritted/clearedat regularintervals
to ensureice does notreform.

TRAINING

Staff need to be made aware of all designated routes/paths. This information can be communicated through emails,
intranet and staff meetings etc. Staff members that are undertaking heavy lifting of sglthaist have undertaken
manual handlingraining and must ensure that the correct posture and lifting techniques are applied.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

Site SpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURE

ACTIVITY: First Aid and Accident Reporting

(NOTE: The Safe Operating Procedures must in@etence to the relevant risk assessment)

INTRODUCTION

TheSchoolhas a legal dutyo make arrangementt ensure their employees and pupils receirenediateattention if
they are injured ortakenill at work. | t d onatter whether the injury or illness is caused by the watthey do or a
Schoolactivity, what is important is thathey receiveimmediateattention and that an ambulance is called in serious
cases.Firstaid cansavelivesand prevent minor injuries becomingmajor ones. Fisst-aid provisionin the workplace
coversthe arrangements thaheed tobe madeto manageinjuries or iliness suffered atork.

STANDALONE POLICY

The Schoos$ have a standalone Medical and First Aid Policywhich sits alongsidethe Medicaland First Aid Policy
Handbook.These documents detail first ajrocedures,medical procedures and accident reporting ft Seckford
Education Trust SchoolBhispolicyandhandbookshouldbereadin conjunctionwith thisSOP.

MONITORING AND REVIEW

Risk assessments will be reviewed followingecidentor significant change in equipment or tasks and in any case
at least annually.

SiteSpecifiadControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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WOODBRIDGE SCHOOL HEALTH AND SAFETY POLICY

SAFE OPERATING PROCEDURE

ACTIVITY: Gas Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Thelaw on gas safety aims to ensure the safe installation, maintenance and use of gas appliances. This is perhaps one
of the most serious potential safety hazards within a premisesl rigorous control must be in place to prevent
serious accidents and exploass. These hazards also extend to the risk of toxic fumes from incomplete combustion
and escape from flues.

HAZARDS

If gas appliances, such as ovens, cookers and boilers are not properly installed and maintained, there is a danger of:

Fire.
Explosion.
GaslLeaks.

Carbon Monoxide (C@oisoning.

CONTROLS

Installing and Carrying Out Work on Gas Appliances

Anyworksto gas appliances and systems can only be undertaken ®p8SAFEREGISTERgistered person. Work
includes installation, maintenance, servicing, permanently adjustiggiring,altering or renewing of the appliance,
or purgingit of air orgas. It is possiblethough for a trained personto move applianceswhich have flexible pipes or
bayonettype connections to enable adequate cleaning of the appliance and ameamd it. If an appliance isot
normally easily movabléhe changingof its position constitutes’ g & g r &sdoesits removalfrom the premisesor
areain whichit hasbeen used.

Relighting an appliance after the supply has been temporarily disconnected also does not require the services of a
qualified person.

The GSRregistrationmust be checkedbefore work commences.Managementmust be awarethat different levelsof
GASSAFHREGISTERC creditationexistand must ensurethat the actualpersonemployedhasthe correctregistration
for the plannedwork.

A list of all gas appliances including portable LPG equipment should be recorded on the StatutdRe§ister (Form
14) oraspartofaPPM

system.SafeUseof Gas
Appliances

All gas equipment installation pipework and flues must be serviced annually and a current certificate retained on file.
Regular checks should be made to ensure pilot lights are woskitigfactorily and remain alight when the equipment

is not in use. Flame failure devices must be fitted and operable for all appliances. If gas appliances are not started by
automatic means then care in lighting up is needed with long taper and not witbh@as or newspapers. If there is

any doubt as to whether an appliance is incorrectly lit or faulty it should be turned off, isolated, and management
informed for repair action.
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LPG Appliances Storage and Safety

The Headbf Schoolhas a duty to ensure all portable gas appliances such as patio heaters are maintained in a safe
condition that will not cause harm. Effective routine maintenance must be carried out. For specific requirements
reference must be made to the manufacturer’s instruct:i
will keep a maintenance record including when each gas appliance was checked, a list of the defects found (if any) and
the remedial action tken.

The interval between certified inspections must be no longer than 12 months.

Because of the fire hazards associated with LPG, containers should be held in a properly constructed and carefully
controlled storage area.

The bulk storage of LPG in fixi@ahks

LPG vesseklited above thegroundshould be located in the open air in a wedintilated position iraccordancewith
required separation distances.Undergroundor mounded vesselsshould also be located so that the manhole and
pressure relief valve is in a wekntilated area. These genemalovisionsshould beollowed:

WeedsJong grass or deciduouseesor any combustible material should be removedm the vicinity.

“Sodi um c hweatkillars shduld moybe esetd removeweeds.

Treesor shrubsusedto screen the installation should only be placed on one gidarevent interference with
ventilation.

All vessels shall be markeat documentation kept regarding operatimgnditions.

Vesselshouldbe enclosedy asecurityfence. The fencanustbe 1.8 metreshighandat least1.5metres
awayfrom the vesselGatesnust be installed within théence.

A lockable cover is necessary fonallves/fittings.

Any electrical equipment will be installed safetynsideringthe highrisk.

The local Fire Authority will be consulted on five precautionsnecessary.

Written documents provided for normal operating and emergency agbi@tedures.
All employees concerned with the vessel will be traiteetbllow these procedures.

Thesevesselsare classedas pressuresystemsand must be maintained by a suitable person and independently
inspected inaccordancewith a written scheme of examination (refdo pressure systems arrangement) by a
CompetentPerson.

PatioHeaters and Barbecues

Only to be used in accordance to the Manufacturer’'s in:
heaters/barbecues.

TRAINING

Staff require to be trained using this Safe Operating Procedure and associatédssiskments. Any works to gas
appliances and systems can only be undertaken by a GAS SAFE registered person.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
leastannually.
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SiteSpecificControls in Place:

Assessor Signhature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SET SCHOOLS HEALTH AND SAFETY POLICY

SAFE OPERATING PROCEOBSBES

ACTIVITY: Glass and Crockery

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

In a glassand crockeryare handled by many team members, Food Handlers,Hospitality and Functionstaff and
potentially teachers. If handleishcorrectly,glass anarockeryitems have the potentialo cause harm. It is important
that care is taken when handling thesétems, particularly whenpickingup bottles, washingtems and cleaning up
brokenitems.

HAZARDS

The hazardg$rom this activitycould be cuts or lacerationérom broken glass androckery.Contamination of food
items couldalsooccurif brokenglassandcrockeryisnot carefullydisposedf in a cateringenvironment;thiscouldhave
severe implications if a customate food contaminated with suchems.

CONTROLS

Broken glass androckeryshould be cleaned up using a sbfbom and a dustpan antrush; theseitemsshould not
be pickedup by hand.If the breakageéhasoccurredin a food handlingarea,food preparationshouldstop, andthe area
should be thoroughlgxaminedfor all traces of brokeitems.

Broken glass and crockery should be safely disposed of immediately following correct wrapping or bin disposal
procedures. It should berapped in plenty of paper and placed into the external refuse bin or placed into a labelled
lidded container supplied for these items. Broken glass and crockery should NOT be placed into an internal refuse bin
that contains a bin liner, as it could punotuthe liner and cause injury.

Rough handlingluringwashing andiryingis a frequent cause of accident sareshould betakenwhen handling glass
andcrockery.Whenreturning dirtyitemsto the wash area, glass amdockeryitemsshould not be dropped into a sink
full of water: Theyshould be placed at the side of the sink in a safe marWdrenmanually washing, glassware and
crockerymustnot be piled in sinksso that thoseat the bottom are liable to be broken. A checkfor crackedglassware
and crockeryshould be carried out whedrying these items and returningthem to storage;chippedand cracked
equipment should be removed and disposed of safelyglamre.

Whenpickingbottles out of a cratenever plunge a hand into the crate. Look carefully fioshvoid seizing any broken
bottles. Care should bakenwhen opening bottles as it is possible for th of the bottle to break when removing
the crown.Brokenbottles shouldNO Tbeput backinto the crate;they shouldbedisposedof safely,asabove.Dropped
bottles containing carbonatedrinks mayburst when pickedup. A dropped bottle should be covered with a cloth and
setaside in a safe place until the liquid hsettled.

Employees shouldiear sensible footwear that allows for good grip/balance to reduce the risk of slipping and tripping,
which could lead to the breakage of glass and crockery items that are being carried. Any spillages should be cleaned
promptly and brought to the attentioof employees.

TRAINING

Employees should be provided with-time-job training in the correct handling, storage, disposal, washing, drying and
polishing of crockery or glassware
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MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITYGrounddMaintenance

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Ground maintenance involves grass cuttingdge trimming, planting shrubs and flowers, tree maintenance as well as
structural maintenance to boundary fences, buildings and equipment. The hazards for these tasks are very diverse and
can vary dependent upon the type of activity that is undertakeme €xamples listed above provide an example of
such activitieshowever, this list is noexhaustive.

HAZARDS

Hazards include;

Adverseweatherincludingsnow, ice, wind, rain angsunshine/heat.
Slips, trips andalls.

Manual handling.

Cuts, lacerationsgntanglementamputationfrom work equipment.
Noisefrom noisyequipment.

Hand ArmVibration.

CONTROLS
Ensure that theveatheris assessethefore carryingout these types of activities. Check the Mefficefor
weather forecasts.

Heat/Sunshine

ensure thatemployees take regular breaks in particular in shadeehs,
drink plenty offluids,

try to avoidworkingwhen the sun is at its strongest (11dam3pm),
apply sun cream with a higBPF,

wearappropriate Personal Protective Equipmé&RiPE),

encourage the removal &#PEwvhen restingo help with heatloss,
educate employees about recognising early symptoms of $teass.

=4 =4 8 -5 8 -8 9

Coldincludingsnow andce
1 ensure that appropriaté®PHs issued andorn,
providefacilities where employees can warm up and encourdigekingwarmfluids,
introducerest breaks,
consider rescheduling wotk a warmertime of year,
educate employees about recognising early symptomsotdstress.

= =4 -4 4
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Assesshe area beforecarryingout the works,includingensuring that if thegroundis slippery, appropriate
footwear isworn. Ensurethat the areais free from anytrip hazardsand ensurethat employeesare familiar
with their surroundings.

Ensure that lifting equipment is available when transporting heigamys or machinery. Ensure employees
have undertaken appropriate manudlandling training, and they apply the correct lifting technique.
Additional aids must be provided for the use withrteén machinery, such as a stréptake the majority of
the weight when hedgé&rimming.

Employees should be provided with therrectinformation, instruction, training and supervision when using
machi nery. Ensure empliosyreeterss. f ol |l ow manufacturer

S

Ensure that the equipment is maintained and inspected in line with these instructions. Some equipment
require additional trainingo gain a higher level of competency before this equipmenisisd.

Ensure that employeeare not exposed tonoisy environments for prolonged periods tirhe. Action should
be takenwhen noise levelexceed80 decibels.ProvideappropriatePPHor use of certain equipment such as
eardefenders/eamplugs that comply withEN:352.

Employees that use vibrating equipmesduld be exposed tchand-arm vibration. This causes the individt@l
be unableto do fine work and unablé& work incold or damp conditions, as well as triggering painful finger
blanching attacks e.g. white finger. Exposureto vibrating equipment should be eliminated if possible. If
elimination isnot possible use must be monitored and the frequency reduced where feasible. Employees that
are exposedshould undergo health surveillance. Appropri@BEshould be issug andworn.

TRAINING

Employees must be given information, instruction, training and supervision in tov@ssure that anygrounds
maintenanceiscarriedout safely. Trainingsuchasmanualhandlingandthe safeuseof equipment shoulde
undertaken.

MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Helicopter Landings

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Occasionally helicopters land within tiggoundsof a premisesringingguests and visitors. laccordancewith civil

aviation rules, flight plans must be made for all fligletsd the location must have full details apdor knowledge of
helicopterslandingat the site. A helicopter landingsite is usedfor the take-off and landingof a helicopter, with or

without a permanent landing pad. This would generally be a tempaitey

HAZARDS

The hazards present by helicopters include:
Moving rotor blades-these will be a hazard to anybody disembarkingardingor approachinghehelicopter.

Suspended loads/static electricitysome helicopters use slings pets to carry suspended loads. These in
themselvesan present a hazard betn also cause statiglectricity.

Downwash-t hi s is the column ofblasesr created by the hel

Incorrect approach/boarding/disembarking- any person approachingboarding and disembarking a
helicopter soormafter its use are atisk. Thecorred procedures for approachindgpoardingand disembarking
are detailed in the Fire and Rescue Service Operational Guide for Workingi@litdopters.

Noise— there are two main risksassociatedwith noise;if the noiseis of suchintensity that normal speech
cannotbe heard, personnahaymishear(or not hear) criticakafetyinformation andmayexpose themselves
and/or othersto additional hazards. Prolonged intense noisayresult in damagéo hearing.

Accidental activation odircraft safetysystems- accidental activation of any type of vehidafetysystemmay
create hazard$o personnel, as release mechanisms, or parts of the vehicleexample, wheehubs, maybe
ejectedprior to activation.

Conditions whichmay affect the use of helicoptergincluding landing) — for examplethe presenceof
overhead power lines and treesgeatherconditionsetc.

Aerials— contact with aerials attachetb the aircraft present a serious risk béirns.

Engine exhaustthe height of the exhaust depends on thécraft type, but personnel should be aware that
they existand should expect a warm or hot blast of air whaaneuveringnear theaircraft.

The presence of helicopters on scene not requestdrblicoptersmayarrive at the site withoutprior notice,
such as medical or servibelicopters.

Aviation fuel- helicopters contain aviation fuel. If there is entident involvinga helicopter the fuel will pose
a risk offire and/orexplosion.

Falling from height/objects falling from height - there is a risk of fallingfrom height when
embarking/disembarking a helicopter and being transported rebcopter.

Search/spotlights—- some helicopters will bditted with searchlights or spotlights. These aegtremely
powerful, and staff must avoid looking directly giem.
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Use of radios-the use of radios near a helicopteraycause interference with the helicopters radio system. If
the pilot identifies interferenceit is expectedthat he will ask for radios to be turned off. However, if possible,
radios on thegroundshould not be usetb prevent interference in the firshstance.

CONTROLS

Adequate safety preparations need to be mauddich will include:

Checking of the helicopter landing stteensure it is adequatelynarked.
Ensuring that the site remains sdfem overhead obstructiongcludingwires andtreesetc.

Ensuring that there is no debris that might be blown up into the rotor blgisetuding branches, twigstc.

Ensuring thafire extinguishers are available fase.
That staff are informed of the landing event and #agected timeof arrival.
All peopleMUSTbe kept awayrom the landingsite.

It is the responsibility and discretion of tipdot, whether toland or not and the locatiorcannotinfluence
that decision.

If the site has a helicopter landing area, a separate-Sjtecific Riskssessmentust bein place, which
will includethe safetymeasuregaken toensurerisksareminimised.

TRAINING

When formulating trainingthe following points should be considered:

Trainingneedsshouldtake accountof thosemorelikelyto comeinto contactwith helicoptersduringlanding
or takeoff at thesite.

Training and development should follow the principket out in national guidance documents and should
generally be structured so thalhey movefrom simpleto more complex tasks anfdom lowerto higher levels
of risk.

Traininganddevelopmentwill typicallycoverthis standardoperationalprocedure aswell asgeneral
knowledge and understanding of site procedures for the setting up of the landing pad.

Training should alsimcludethe control measures identified in the SiH8pecific RisRssessment.

MONITORING AND REVIEW

Risk assessments will be reviewed followingecidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:
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Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Kitchen Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Only catering and food & beverage staff are allowed within the designated food areas. Under no circumstances are

members of the public, guests orunauthorisedstaff allowed to enter the kitchen or associatedareas, unlessa

designated area halseenestablishedi.e. a kitchen seating area for guests. Where this is establishesiteSpecific
Risk Assessment must bempleted.

HAZARDS

The following are common major hazards:

Floors, steps and stairs throughopgrticularlyif wet.

Dangerousnachinesncludingslicer,stickblender,mincer, planetarymixer, foodprocessomandwaste

disposal equipment.

Manual handling hazards, particularly movement of hot pans and food stock. t@ogangpots

containing hot liquid must not be carrietrossthe kitchen, a safe system of decanting should be

implemented.

Storage, use and disposal of cleanimgductsand pestcontrolbaits.

Storage and use of knives and other sharp work equipment.

Electrical installatioto equipment.

Use of gas appliances apdtential gasleaks.

Access and egress coldrooms andfreezers.

Accesgo shelving in storeand kitchen area.

Work with hot equipmentjncludingo v e n s ,

Use of Barbecue equipment with respéctposition near flammable materials, use of gas cylinders and risk

of burnsto public or cateringstaff.

CONTROLS

Inspections should be undertaken to identify whether kitchen equipment can be operated, adjustadanthined

Bai

n

Ma r viaterbalersafryets, soltddps. | s

or

h c

safely and that any deterioration can be detected and remedied before it results in unacceptable risk. The requirement
frequency of i nspections
require more frequent formal inspections; however, visual puse inspections should be undertaken for all
equipment and these inspections should be recorded.

and

Other controls include:

Maintain a clean environment ensuring there islmald-up of dirt or grease residuen surfaces. This can be

shoul

achieved by developing and implementing a clearsngedule.
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Staffto be aware of theirsurroundingsthrough training and informingnanagemenibf any issueshey may
come across, such as defectiggquipment.

Tomop up spills immediately, using the right cleaning process apply signage whenequired.

Staffto be aware of the emergency procedures and firefighting equipment in the event of an emergency.
Staffmust be trained on the use of such firefightieguipment.

Clear informationincludingsignage should be provided with referenethe location and operation of gas
safetyshut off valves within the main kitchen or other catering areas. All catering staff should be made aware
of the shutoff procedures.

TRAINING

Close supervision and training of all staff is parampant the Executive Chef should refer to the guidance within this
policy and bring them to the attention of staff.

Special care must be taken of work experience staff and those whosé&figgtage is not English. Instruction given in
different languages must be checked to ensure it is accurate. This will apply to information given to staff in any
department.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor sgnificant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEOBSBES

ACTIVITY: Knife Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Knivesare used extensively in catering businessesand the hospitality industry, together with cutting blades on
equipment such as slicers and fopbcessors. Knifenjuries are commorparticularlyto the hand and fingers and are
quite easy toavoid ifcareis taken and equipment is handladfely.

HAZARDS

The hazards from this activity are cuts and or lacerattonisands and fingers. This could be caused by general knife
use and from cleaning and storage.

CONTROLS

Knivesshouldbe storedsafelyon amagneticwall rack,in alabelledknife drawerorin aknifewallet or knife
box. Othertemsshould not be storedvith knives.

Knifeblades should be kept sharpothey cut without forcingthe blade, as this can cause the krideslip.

Knives should be sharpened usingteel,a stone, a whetstone or dry wheelsharpening mechanism. Do not
sharpen knives while inase proximityto others.

Knifehandles should be kept clean and free of grease and oil.

Thecorrectknife for the job should be chosen; tloerrectsize of knife and blade should bsed.

Check the condition of the knives before ustamagedknives must not be used and must be reporteca
responsible person for repair seplacement.

Carryknives with the point downwards and nevem with a knife inyour hand.

Do not work with knives in cramped conditions. Makeethat you have adequate spaeeoundyouto
safely use a knife and that the lighting level is sufficterwork safely.

Nevercut itemswhile holdingthemin the palm ofthe hand. Always use a cuttirigpardon adry work
surface; place a rubbenat underneath theboardif requiredto prevent theboard fromslipping.

Hold theknife firmly with the point of the knife awafrom the body. Cut downwards and awdyom the
body; a sharper knife cuts down on the pressure requitednake the cut.

Whenchoppinguse a safe techniguehold food withyour fingers bent under and awdyom the blade.

Nevercut or separate frozerfiood productswith your knives as the knife is likely slip.

Whenusing a knife give ytour full attention, do not lookaroundor talk. Neverturn aroundholding a
knife, put the knife down before turningroundor moving awayrom your station.

If large amounts ofime are spent continuously using a knigesssess th@eedfor wearing a curesistantglove.

If youdrop a knife do not tryto catch it,stepback and allow ito fall to the floor.
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Neverdrop knivesinto sinks.Alwayswashone by oneby handor in racksin dishwasherslf dryingin racks
do not place so that the point i3p.

Do not use open blade knivéesor o peni ng boxes or cutting piasteadagi ng

Do not place or leave knives in a sink. Knives that require washing should be placed in a suitable
container, handlaup, at the side of thesink.

Whenwashing kniveghey shauld be washed on an individual basis with hot flowivater using a clean
cloth orscouringsponge.

Worn anddamagedknives should be disposed of safely, by wrappimgm in plenty of paper anghlacing
in the outside refusebin.

Employees shouldiearsensible footwear that allows for good grip/balartcereduce the risk of slipping
and tripping, whictcouldleadto knives being dropped or cutting and stabbing injuries. Any spillages should
be cleaned promptly antroughtto the attention ofemployees.

Any slicing machinery must only be used with all guardsdce.
Slicing blades should be placed intoarier before beingnoved.

Slicingbladesshouldnot be placedor left in asink,bladesthat require washingshouldbe placedin a
suitable containeat the side of thesink.

Whenwashing slicing bladethey should be washed in a blade carrier with Hi@wing water, using a
clean cloth orscouringsponge.

TRAINING

Employees should be provided with-time-job training in the safe use of knives abldded equipment. Knives and
bladed equipment should only be used by staff who are trained in their correct storage, selection and use.

MONITORING AND REVIEW

Risk assessments will be reviewed followingeacidentor significant change in equipment or tasknd in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVIT iftsandLiftingEquipment

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Lifting equipment means work equipment used for lifting and lowering loads and includes its attachments used for
anchoring, fixing osupporting it, including the lifting of persons.

HAZARDS

Guests/usersnaybecome trapped within the lift if ifails.
Loadsfalling.

Persons being crushed by a moving load or liféggipment.
Persons being hit and injured by moving partsrachinery.

Equipmentmaydevelop faults du¢o poor or nomaintenance.

CONTROLS

Maintenance

Alllifts or lifting equipmentshouldbe listed on Healthand SafetyForm14 StatutoryPlantRegister orecordedaspart
of aPPMsystem.The responsible person will ensure that the equipmergrigperly maintained in good repair, so as
to prevent danger. This is in additiomthe formal periodic inspection by a competepérson.

The motor rooms to the lifts are out of bounds to all stafianust be kept locked. All electrical control panels within
the motor rooms must be locke@nd rubber mats must be placed on the floor in front of them. The lighting must be
bright, and there must be smoke detection to warn of fire.

Lift shafts must bedpt clear of all debris, including combustible materials. Any work carried out inside lift shafts must
be carried out under a Contractors Permit to Work (Form 13 ) system. The manufacturer of the equipment shall be
consulted with regard to providing aitable service engineer.

Inspection / Written Scheme of Examination

All lifts and lifting equipment must be inspected as follows:

Every 6 month$or passenger lifts.

Everyl2 months for all other liftingequipment.
Or
In accordancewith a written schemefexamination.

Inspections shall only be carried out by a competent person. A record of each scheme and inspection will be kept by on
file for 3 years.

All reported or recorded lift defects must be reported promptly to ®enior Administration Assistaat Trust
Operations Managefor urgent action.
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Emergency Procedures

The Trust Operations Manageiill provide suitable instructions for the safe operation and action to be taken in the
event of an emergency to any person operating the system and will ensure that it is operated using these instructions.

It is no longer permissible for staff (trained mot) to undertake the handavinding of lifts to release trapped passengers.

It must be part of purchasing policy to ensure future lift service contracts include an immediate emergency response
service.

If at any time guestsbecometrapped in a lift then it will be of the utmost priority to immediately summon the
nominated lift emergency catiutengineer.

The Trust Operations Manageiust prepare such an action plan which is to be effective and operable 24 hours a day,
7 days a week.

Where the emergencgallout engineer is unable to attend inside of 20 minutes, the local emergency services must be
summoned instead.

To be wholly effective, lift engineeringcompanies musagreeto an annualrehearsalof these procedureson a date
agreed byTrust Operationdlanager

TRAINING

All relevant staff must be trained in the use of lifting equipment in accordance with manufacturer instructions. This
must be logged on the staff training record.

Under no circumstances are lifts or hoists to be misused.

The following lifs/hoists are in use within the property:

Staff/Guest/Goods

Staff/Guest/Goods

Staff/Guest/Goods

Staff/Guest/Goods

Staff/ Guest/ Goods

The keys to the lift motor rooms are held by:

The lifts are serviced by: telephone;

The6 monthlyinsurancdanspectionisundertakenby:

Telephone:

A copyof the inspection reports is hely: in:

A copyof the lift evacuationproceduress held by:
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MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATIRBOCEDURES (SOP)

ACTIVITXY.oneWorking

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Lone Workers

It is inevitable that at certain times staff and others will find themselves workioge. These occasions can occur, for
example, at the beginning and end of flexible working periods, during holidays, during the night and over weekends.

Many staff work alone at some time during their working periods in the workplace and in the majociges they do
so without significant risk.

For example, persons working alone in offices carrying out typical office activities outside normal working hours are
unlikely to be at significant risk provided the appropriate fire, emergency and securitgyti@as are in place.

However, there are occasions when lone maintenance or security personnel as well as staff and contractors may
attract specific risks and if the hazards from lone working are reasonably foreseeable, then suitable management
systems tceliminate or control them must be implemented.

Below are the potential hazards lone workers may face and the controls which can eliminate or remove any risk of harm.

HAZARDS

Fire: wherefire hazards present ask.
Electrics: equipment failure/electrghock.
Accident/harmfrom hazards orsite.
llinessfrom exposure ofhemicals.
Exposure to violence &ggression.
Confined spacesntrapment.

Deathfrom lack of training/monitoring/communication/contraheasures.

CONTROLS

i1 Carryout a personrspecific risk assessmetatidentify theriskswhenworkingalone.

Review rislkassessmentperiodicallyor when there habeena significanthangein workingpractice.
Carefullyselectworkequipmentto ensurethe workerisableto performthe requiredtasksin safemanner.
Providesupervision untimanagementre satisfied the lone worker is competentimrking alone.

Instruction, trainingand supervision must be giveo the lone workerprior to workingalone.

= = =4 -4 =2

Management should be aware that some taskaybe too difficult ordangerougo be carried out by an
unaccompanied worker and ensure this does happen.
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Where a lone worker isvorkinga t anot her e mp linforynehat’ other amploylerpof thec e ,
risksand the requireccontroome asur es f or tolb.e | one wor ker's

Whena risk assessment shows it is not possible for the vtotte conducted safely by a lone worker,
addressing thatisk by making arrangement®s provide help or backup.

Consider reducing theeedfor loneworkingwherepossible.
Consider communication with the lone worker through systenelanms.

Consider monitoringhe loneworkerssituationthrougharegular® ¢ h-e priacedurewith effectivemeans
of communication. These may include:

supervisors periodically visiting and observing peopdekingalone;
implementing ebuddysystem;

pre-agreed intervals of regular contalbetweenthe lone worker and supervisor, using phoneslios
or email, bearingimi nd t he worker's wunderstanding of Engl

manually operated or automatic warning devices which trigger if specific signals are not received
periodicallyfrom the loneworker, e.g.staff securitysystems;

implementing aobustsystemto ensure a lone worker has returned their base or homence
their task icompleted;

the provisionof loneworkingdeviceso allow lone workers the abilitfo communicate in the event
of anemergency.

Emergency procedures should be established and employees trainggenim Information regarding
emergency procedures should be giverloneworkers.

Considemprovidingmobile workers with a first aid kit/and or firstid training should theisk assessmen
identify theneed.

Lone workers should have accéssadequatefirst-aid facilities.

Providethe right level of supervision where there are sotmgh-risk activities where at least one other
personmay need tdoepresent.

Examples include:

workinginaconfinedspacewhereasupervisomayneedto be present,alongwith someone
dedicatedto the rescuerole;

workingat or nearexposedive electricity conductors;
dealing with unpredictable client behaviour and situations (potential violenceamgiession).

Management shoul@donsultall their employees oiealthand Safetynmatterson a regular basis of their
role. Thismay highlightchanges/adjustmentgo the riskassessmentand therefore, additionalcontrols
can be put imlace.

TRAINING

Training relevant to working alone should be provided prior to the lone worker taking on the role. This includes, where
relevant, training in the use of equipment, firatd, emergency procedures. Management should ensure that Lone
Workers understand theisks involved and the controls that are in place to ensure safety when working alone.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.
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SiteSpecifiacControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Manual Handling

(NOTE: The Saf¥perating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

The Manual Handling Operations Regulations 1992, as amended in 2002, apply to a wide range of manual handling
activities, including tasks that involve liftingwering, pushing, pulling or carrying. The load may be either inanimate
such as a box or a trolley, or animata person or an animal.

There are three main principles to good manual handling operations and these are as follows:

1. Avoidhazardous manudiandling operations whergossible.
2. Assesany hazardous operation thaannotbeavoided.
3. Removeor reduce the risk aifnjury, using an assessment of the job activity as the basiadton.

The legislation requires a specific type of risk assessmenthfise tasks where manual handling risk factors are
significant, which will be detailed later in the SOP. This SOP also offers guidance for General Managers, Heads of
Department, risk assessors and employees on the risk factors associated with mandadchand how to reduce the

risk of injury.

HAZARDS

Well over 1 million people in Great Britain suffer from musculoskeletal disorders (MSDs) caused or made worse by
their current or past work. Over 13 million working days are lost each year due to thegaelaied MSDs and on
average each sufferer takes about 20 days off in thambath period

The term ‘muscul oskeletal disorders’ (MSDs) covers any
upper/lower limbs or the back.
CONTROLS

General risk assessments should capture simple manual handling tasks but the following tasks are identified as more
hazardous operations and are likely to warrant a specific manual handling risk assessment:
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MAINTENANCE:

KITCHEN:

Chemcal containers

Wastereceptacles externalwaste foodbins,
other waste

Moving ofmachines/equipment

Lifting positioning afishwasher, chemicals,
containers

Removal ofvaste

Loading & unloading dishwasher traysind
out of machine

Lifting ofbuildingequipment

Movingcookingvessels full ofood/hot water

Sacks of vegetables/fruigtc.

Boxesof frozen food,etc.

Moving equipmento cleanbehind

Changing oil in fryers

CLEANING

Grounds

Liftingvacuumcleaners and floopolishers

Lifting heavyequipment

Pushing or pullingquipment

This list is not exhaustive.

What should Managers do?

Manual Handling risk assessments are a separate legal assessment which can be found on Form 5 . These must be
completed for all significant Depamiental Tasks.

TheHeadof Operations and Departmental Managers must considerribies frommanual handlingo the Healthand

Safety of their staff. The requirement is to complete a full and detailed manual handling risk assessment where

required and take step® minimise any significant risk identifie@loachievethis, it is essentiato consultandinvolve
the staff. Staffwill knowfirst-handwhat therisksareintheir workplaceareandcanprobablyoffer practicalsolutionsto
controllingthem. Theoverarchingprinciples areAVOID ASSESBEDUCE.

Aside from management, all staff should be reminded of the follow@sgonsibilities;

They should:

Follow appropriate systems of work laid down for thedfety;

Make proper use of equipment provided for theafety;

Cooperate with their linemanageron Healthand Safetymatters;
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Inform theirmanageiif they identify hazardoushandling activities; and
Takecareto ensure that their activities do not put others, such as guesitsooitractorsat risk.
What are the risk factors for manual handling injuries?

Experience across the UK has shdhat risk factors for manual handling type injuries can be categorised under the
following headings:

Task—The job or type of manudlandling
IndividualCapability
@ TheLoad
TheEnvironment
The following are problems which are associated with tHesadings;
The tasks, do they involve:
Holding loads awafrom the body?
Twisting, stooping or reachingpwards?
Large verticamovement?
Longcarryingdistances?
Strenuous pushing guulling?
Repetitivehandling?
Insufficient rest orecoverytime?

A work rate imposed by the task time pressures?

Individual capacity, does the job:

Require unusual capabilitg,g.aboveaverage strength aagility?
Endanger those with a health problem or learning/physadiahbility?
Endanger pregnantomen?
Require special information tnaining?

The loads, are they:
Heavy, bulky ounwieldy?
Difficultto grasp?
Unstable or likelyo move unpredictably(e.g.within a box ocrate)?
Harmful,e.g.sharp orhot?
Awkwardlystacked?

Too large for the handldo seeover
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The working environment, are there:
Constraints oposture?
Bumpy, obstructed or slipperffoors?
Variations itevels?
Hot/cold/humid conditions?
Gusts of wind or other strong amovements?
Poorlighting conditions?
Restrictions on movements or postuim clothes orPPE?

The important point to note from the above is that it is not just the weight of an object being moved that is important.

TRAINING

Training is very important ofméchanical aidg, tnsuitablenlgadsiontpooc veorking o v
conditions. Training will need to cover:

Manual handling risk factors and how injuries oanur.

Howto carryout safemanualhandlingincludinggoodhandlingtechnique.Thisshouldbeissuedo staff
involved in manual handlirgperations.

Appropriatesystemsof workfor thei n d i v $pecificcasksasdenvironment.Thiswill includeon-job
training on the safe system of work that has evolvexmn the riskassessment;

Use of mechanicaids.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Meeting Room and Function Setup

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

The safesetup of ameetingroom and functionroom is fundamentato workplacesafety. Room setup compromises of
movingequipmentfrom onelocationto anotheror within the sameroom,dependentuponthe functionalityofthe room.

HAZARDS

9 Trip hazard$rom flooring, cablingfurniture etc.

91  Fire/OtherEmergency.

9  Electrocution.

91 Manualhandling.

CONTROLS
The controls include:

7 Roomto be spacious and well ventilated faneetingsand functions- this allows fresh aito easily
circulate around the room, maintaining a comfortable temperature for the individualsusingthe
space.

9 All electronic devices.g.laptops/projectors should be Portable Appliantested(PAT) (recommend
annually if equipment is moved regularly). This equipment should also be checkedo use for
any visible defects, this includes wiring, plugs and sockets. Ttosnisnimise the risk ofire or
electrocution.

1 Any associated cabling/wiring should be secured/covetiedninimise trip hazards for all persons
entering and movingroundthe meetingroom.

91  Flooringshould be checked for any defectsdamagessuch as raised areas or lifting carpbefore
meetingsor functions takeplace.

9 Furniturein good repairto minimise risk ofinjury - furniture to be checked before theneetingor

function for any splinterssracks,uneven legs or other breakages whimbuldleadto personalinjury.

7 Emergencxitsare clear, well signed and accessible. In the event of an emergexitygutes out of
the building should be well situated anikible.
9 Staff undertaking the safe set up of equipment shouldbe competentto do so and should have
received thecorrectrelevanttraining.
TRAINING

No formal training is required other timsan awareness of the above issues. Meeting and function rooms should be
checked after setting up to ensure the above controls have been thoroughly checked and signed off by a member of
management or competent member of staff before the meeting commences.
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MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Movement of Cash

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Dealing with the ‘movement of cash’ in a working envir
considered and the following controls should be practised to minimise the risk:

HAZARDS

The main hazards with the movement of cash include;
Theft.
Verbalabuse.
Threat ofviolence.
PhysicaViolence.

Angrybehaviour.

CONTROLS

Use credit or debitardsto helpkeepcashto a minimum.

Providean adequate safe. Youcouldusea safewith a letterbox drop facility andtime locks. Transferexcess
cashto the safe regularly. Keep the safe locked and change the combination frequently. Nightregfbe
useful aghey can be used anytime. If possible, hawe people as key holders for safes, and check that keys
are not left on the premises. Devicese now available that can only be accessed by a pin number via a
keypad.

Use signgo clearlystatethat there is minimal cash epremises/limited cash in tills. Fexample:time delay
safes are used' or 'no money is left on the premises' or 'emplogaeaotopenthes a f e’

Ensure charity boxes are in clear view of staff and sectastgned.
Leavehe till emptyand operovernight.

Use a strong cash box and, if possiltley staff when manuallycollectingcashfrom tills - one can act as a
lookout.

At the end of theworking day, before cashing up and securing the premises, check everywhere for potential
criminals. This includes toilets/storeroom/domestic areas and other concealed areas wriiraiealsmaybe
hiding.

Tryto locate the main cash handling area as far as pos#ibie customerareas.

Count cash away from, and out of view of, customer areas and as far fasrayentrances/exits or public
areas as possible. Check that the office andfimreroomhas a suitabldock, is alarmed and hadoorsthat
are not easily forced. Consider passive sensors and arrangements that alloviosseff outside without
people seeing ire.g.a small onewvay window or spshole kept unobstructed with the access area will
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Whencounting money in the office, carefully identify callers before lettimgm in.

It is good practice noto keeplarge sums of cash in one location, and tmtllow moneyto build up in the
tills, especialluringthe evening ad late atnight.

Emptytills at frequent intervals, irregulaimes, and not infront of customers. Regularly removegh-value
notes from tills and store ina safeor a securecashbox. Encouragestaff to depositlarger notesimmediately
into drop safesor time-release safes (but out of the view of tbestomer).

Advise staff neveto turn awayfrom an open tildrawer.

Using a professional cash collection service will eliminate anyoriskur staff.

TRAINING

Training is key to giving staff the skittdearn to deal with managing threats and the risk of violence, as well as the fear
of these issues experienced by some staff.

MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks andry case at
least annually.

Site SpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITYoiseat Work

(NOTE: Th8afe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

A School environment can be a noisy place to work. Sources of noise can include:

The commerciakitchen.

=

Use of machinery in teachitageas.
Groundsequipmentsuchas chainsaws and lebfowers.
Radios.

Peopletalking.

Heavy traffimearby.

=)

Noisefrom other sources.g.engineering noiséheatre.

The Control of Noise at Work Regulatid@05 require employergo prevent or reduce theisksto Healthand Safety
from exposureto noise atwork. It also defines noise action levels which determine to@rseof action that must be
takenwhen employees arexposed tanoise at or above these levels. Whilst actieeedonly betaken toreduce noise
levelswhen over 80 decibelsis reached, therels a general duty under the regulationsto reducethe risk of hearing
damageto the lowest level that is reasonalgyacticable.

HAZARDS

Regular exposurt excessive noise can cause hearing loss, tinnitus, affect the abittncentrate and cause stress.
Therisksof the effects of noise exposure are increased when staff are sutgddgh noise levels and for prolonged
periods oftime.

CONTROLS

Where levels of noise are thougtd be excessive, the level should hesessed taletermine whether further action
needsto be taken toprotect stafffrom noise exposure. The technicalities of measuring noise can appear complicated
and require the use afound levemeters.However, a simple assessment can be made by nethegherit is possible

to hear someone who is speaking, without shoutitvgp metresaway. If this simple assessment indicates a potential
noise problem, further advice should bBeughtfrom NAVITAS/ESB the Head of Operations.

TRAINING

Employees should be provided with-time-job training that covers Noise at Work issues specific to their workplace.
Managers should be provided with training on the legal requirement to control Noigéost.

MONITORING AND REVIEW

Risk assessments will be reviewed followingeacidentor significant change in equipment or tasks and in any case at
least annually.
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SiteSpecifiacControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITYOccupationaHealth

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

OccupationaHealthis the promotion and maintenance of the highest degree of physicahtaland social welbeing
of workers.Thisis achievedthrough preventingill health, controllingrisksand the adaptation of work to people, and
peopleto their jobs.

HAZARDS

There are a number of hazards relating to occupational health, however, these will be specific to different working
environments. The list below is not exhaustive. Each workplace should be examined individually and the hazards
identified and controlled.

9 Stress both workrelated or personal dut a breakdown/conflictofrelationships.
1 Work-related injuries- through poor instruction, supervision anaaining.

91 Exposuredo work equipment that has ndbeensufficiently controllel, such as vibrating tools causing
white finger.

91 Unsuitable office equipmentchairs,computer screens, desks, etc. resultingp@or posture causing
aches angbains.

9 Dermatitis—aform of eczemahat causes inflammatioof the skinafter coming intocontact with
certainsubstances.

7 InadequatePPE.

1 Exposurdo extremetemperaturescausingll health.

CONTROLS

The controls required to be put in place will be specific to the hazards identified in each workplace, but may include:

1 Ensuring that temperatureand ventilation is appropriatéor the workplacein question- if doing a
manual jobthe workplaceshouldbe well ventilated to increaseairflow or have airconditioningsoit is
not too hot. Ensure that staff are naxposed toextremeweathersuch as heat andold unlessthey are
equipped with appropriate PPE, take regular breaks and the length of exposumitred.

1 If manual work or working with chemicalsis carried out, job rotation should be in placeso that the
workers are notexposed tochemical exposure or repetitive movements fextendedperiods oftime.
Consider replacing repetitive manual jobs with machinrery e duce t he st r abody. on t he

1 Monitor workload givernto employees so thathey are not inundated wh large amounts of worko
complete in a small space tifne, potentially increasing stredsvels.

1 All computerchairsshould be adjustable so that theorrect posture can be adopted by the DSE user
andcorrectDSE equipmerprovided.
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DSE users should be provided with instructtorensure that their work station is correctset up. All
equipment should be checked for any faults and replaced when necessary. Staff méotepsrt any
defectsto management.

If there is a risk of deratitis, appropriatePPEshould be provided, such as ntatexgloves.

Health assessmentshould be offered to staff working night shifts. Thisis a requirement underthe
Working TimeRegulationsl998. TheHealth Assessment (Form7) can be used for this and should be
reviewed annually. It should be noted that an employer must offer this assesstmenght staff, but
staff do not haveo undertakethis.

Healthsurveillance of staff, for both health and welfare, as specifietbbislaion.
Any recommendations identified by the health professionalismgemented.

The HR department can be contacted for further advice on occupational health, as WAIVAEAS/ESB.

TRAINING

Managers should have an awareness of the medical condiéiessciated with their workplace and ensure that staff
members have received appropriate instruction, supervision and training specific to the tasks undertaken.

MONITORING AND REVIEW

Risk assessments will be reviewed followingecidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATIRBOCEDURES (SOP)

ACTIVITYOfficeandClassroonsafety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Offices are regarded as being safe places in which to work. This can be a misguidasl tfiere are many hazards to
catch out the unwary. Many of the hazards in both offices and classrooms are created by the employees concerned
usually through haste or not thinking about what is being done.

The following notes point out some of these hazaadsl how they can be avoided:

HAZARDS

Slips, trips and falls: frayed carp#doring, electrical and telephone cables, bags, boregsipment.

Manual Handlingcarryingall types obbjects.
Cuts and lacerations; using scissors, guillotine, papes.
Dangerous equipment: guillotine, printddax machine.

Scalds antburns:hot drinks.

CONTROLS

Electrical and telephone cables should not be tragetdosswalkways, especially where the walkway forms
part of an emergency escape route. Cables should be kegfi@s$as possible.

Materialsshouldnot be stackedsohighon cupboardghat they becomeunstable.Goodsshouldbe keptat least
0.5metres clearof light fittings. When reachingto high shelves,tops of cupboardsetc., a proper meansof
access should be uséé. a "kick step" or a smatitepladder. Chairs, especially swiwdlairs,shouldNOTbe
used dueo their instability.

Filing cabinets should be loaded with the heavie=mhsin the lower drawers. Drawers should be opened one
at a time to avoidthe risk of the cabinettipping over. DrawersMUSTbe closedafter use - left open they
present tripping and collisiohazards.

When moving heavyitems, ensure thecorrect techniques are applied, and assistance sought if necessary.
(See ManuaHandling).

Avoidcarryingitemsthat will obscureyour view.
Floorsmust be kept clear of bags, cases and boxes. Spillages, brokeretgashould be clearednmediately.
Frayed or torn carpets and carpet tiles, and torn and sjhiyl floor coverings must beeported.

All leads and plugs must be in good condition. Guardsowersprovided mustalwaysbe fired when the
equipment is inuse. Isolation switches should be easily accessible, and clearly marked for the equipment
concerned.

All electrical equipment must not be interfered with or panels removed, particularlypti@ocopier.
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Drinksand plants mushot be placed on top of electrical equipmefguchas Visual Display Units). Spillage of
liquidsmaycauseshort circuitsand/or electricalshock.

Electrical equipment should be turned off and the plugs remdvenh sockets at the end of workunless it is
necessaryto maintain power at altimes,i.e.to some computers antklexreceivers.

Guillotines should be used wittareand storedawaycorrectly.

Hot drinksshould be carrieédiroundthe office withcareand stored safely on a deske. not on edge wherat
can easily be knocked.

Care taken with the use of safes and the hazard of trapping minimisé&edyying thedoor closed.

Caretakenwith the use of cleaning chemicals and othgrbstances.

TRAINING

All relevant staff should read the risissessments for all the above hazards, sign and date. Risk assessments should be
reviewed annually or whenever/if there is an incident that would result in an earlier review. The relevant staff should
be trained in the use of electrical equipment such gwiater/fax machine and guillotine.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITOpenWater

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

In some Schools waterways can be found which rdnga ponds, lakes, bogs anwater features/fountains. Some of
these may includebridgesover water and wooden walkways/deckingnext to it. Somemay not havewalkwaysat a
wa t esdgé,and only have grass spil. Anyworkplaceor student area over, on or neavater presents a danger that
persons mightslip or fall into the water, become stuck, be swept off their feet by wave action,tide action, strong
currentsor swell from passingwater traffic. Adverse weathels alsoa factor that canincreasethe danger,and work
conditionscanchangequickly. Whetheror not a person is injured by falling in the water, there isramediaterisk of
drowningand/or being carried away byater currents.

Whenworking on or near water, consideration must be giveenthe health implications of falls into water. Theater
may possibly be polluted, foexample whenworking near sewagedischarge points, and there is tlewerpresent risk
of contracting leptospirosis (oWe i diseasefrom water contaminated by rat urine.

Soundprecautionsmust be taken firstly, to prevent personsentering water and secondly,if the worst happens,to
ensure thatthey will float and are rescued in the shortgsbssibldime.

HAZARDS

Fallsfrom height.

Slips, trips, fall§stumbles).

Persons being knocked over by moving objéetg.vehicles,etc.).

Loss of balancge.g.by high windspoor lighting, slip surfaces, eroded bank siete, ).
Failure or absence &fdge barriers.

Failure or absence of fall prevention equipment, ropes.

Floating platformssinking.

Tide action, waves or swétbm passing waterbornéraffic.

Missinghandrails.

Eroding walkways/handrails that cdmeak/collapse.

Hazards ofalling into Water
The mostmmediatedanger is ofirowning.Factors thacan contributeto thisare:

Shock fronsudden immersion igoldwater.

=

Weight of waterloggedlothing.

=

Life Jacket not being worn (or notflated).
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Incapacity followindnjury — caused by striking an objedtringa fall, or whilst in thewvater.
Fatigue or hypothermia where rescuenistimmediate.
Lack of lifesavingequipment.

Not being abldo getout of thewater.

CONTROLS

A thorough risk assessment must be completed for anywaeking nearwater or awaterhazard.
A Safe System of Work must be complefd anyoneworking near water).
Staff areto properlytrained and instructed howo work near this areaafely.

Staffto be supervised until Management are satisfitey are competento carryout anywork.

Platforms, edges,gangways, etc., whenever reasonably practicable, should ffized edge protectionto
prevent people fallingn.

Boggy areas should have an adequaaerier to prevent unsafeaccess.

Where barriers are not reasonably practicableeaposedwater edges,e.g. quay edges,wooden walkways,
appropriate warning signs and/or edge markings should be displaykeidhlight thedanger.

Obstructions on walkways close water should be avoidedo prevent people havingo walk around them
andmaysubsequently fall into water. Walkways should be kept clear &itradk.

Safety nets can provide good fall protection for those carryingout occasionalwork outside edge barriers
though are notl00%fail-proof, e.g.maintenanceactivities.

Lifebuoys/rescue lineshouldbe positioned at intervals near the water. Daily checks should be ruacleeck
Lifebuoys/rescue lines are in the proper plad fit for purpose. (If a rescue boat is provided, checkstgor i
condition should also bmcluded).

Regular checks should be in placecheck wooden walkways/decking/edging and wooden bridges are safe
and checkindor any rot/defects. Anydefects should be reported to the maintenanceteam and repaired or
replaced.

When working near open water, considerusing a full-body harnessattached by a lanyard to a suitable
anchorage point or proprietary fall prevention anchorage syst&uchequipment needsto be carefully
selectedby a competenfpersonto ensureit is suitablefor the task,checkedandmaintainedto ensureit iskept
in goodorder and the users instructed and trained inise.

Emergency rescue arrangements must be in place. Thesanclude, where there is pond, lake ordeep
waterway, asafetyboat as a safeneansof recovering persons being lowered dowfter being suspended
from afall.

If workingfrom mobile elevatingwork platformsand next to water, a harnessshouldnot be worn dueto the
risk ofdrowningif the work platform falls into the water. Life jackets should be wiostead.

Workplacetidinessis of specialimportance when working on or near water. Tools, equipmentropesand
other materials not in use should be stored awa&yaste should be cleared up promptly, and materials
stacked or positioned witbare.

Considerproperly treating slippery surfacesto preventthe increasedof risk of people falling into water to
ensure good grip, such agmterweed,slime,bird droppingsmoss, etc., should be cleaned dffily or greasy
surfaces should have absorbent granules or grit spreathem, andicy or frosty surfaces should kteeated
with salt or grit.

Consider taking o account the prevailingweather conditions and the localveather forecast at the
beginning of each shift. Rain, rising winds, fog, mist, lighting (when no daylight), are all palantgats.
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Wherever lighting is provided near walkways clas®&ater, regular checks should be maideensure that no
bulbs haveblown.

Where work presentsa risk of peoplebeingstruckon the head then safety helmets must be worn. Suchan
injury priorto falling intowateris a significantisk.

Rubber boots must not be worn amcefilled, they act as a weight andoulddrag the wearemunderwater.

Footwear with good, nosslip soles shoulde worn whenworkingon or nearwater.

Wearinga Life Jacketshould be consideredwhen workingnear water. It is a personalsafety devicewhich,
when fullyinflated (if inflatable) will provide sufficientbuoyancyto turn and supportevenan unconscious
personfaces upwards. These must be worn attiatles where there is a foreseeable risk dfowning when
working near to water. Those using Life Jackeised tobe trained and instructed in their proper use and
storage, and the equipment regularly inspectaud maintained.

Loneworkingshould be avoidetb ensure there is always someoteraise the alarm ihecessary.

Emergency procedures/emergency rescue plan should be in place for each work activity. Thisnehaoddc
routine for raising the alarm, drill to providethe rescue boat facilities (if vant), and a routine for getting
the rescue person(gppropriatemedicabssistance.

Rescue procedureseed tobe practised at regular intervalavolvingall persons who would be required
participate in arescue.

Each person is trained whti do inthe event of aremergency.

First aidprovisionsand a trained First Aider should be available in the event of an emergency or medical
assistance beingquired.

Safety signage should be present informalgpersonswhether employees, visitors;ontractorsthat water is
present andsafetyprovisionssuch as life jackets/buoyancy aids anailable.

Thereare occasionsvhere pupilsvisit open water outside of the schoolas part of a trip or extracurricular
activity. Safe Systems of Work shouldd&tailed in the specific risk assessment for this activityipr

TRAINING

All staff who work on or near open water should be fully trained and understand the hazards and risks involved, along
with any rescue procedures in place.

MONITORING AND REVIEW

Rik assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
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(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITYOutside=urniture

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Outside furniture can be found in gardens, patio areas and on balconies. It can be manufactured from various
materials such as wood, plastic, rattan, metal, with tables having inlaid glass. There are many hazards associated with
the storage, usage and cleaning aftside furniture. Many of the hazards are created by staff, students or visitors
misusing outside furniture or not leaving it safely positioned after use. Defects/wear can be caused by environmental
issues, such as the weather. The following notes paimtsome of these hazards and how they can be avoided:

HAZARDS

Slips, trips and fall§urniture not being stored correctlgfter use; falling off ofrom defectivefurniture due
to it breaking while iruse.

Manual handling: carrying/lifting/manoeuvrirfgrniture.

Cuts and lacerations: defectiferniture causingnjury (glass in tables, wooden splinters, rotten wood, nails,
peeling paint/varnish, split plastic/rattan/woodefurniture).

Contaminatiorto clothing/skin:bird droppings pestdroppings,moss,debris, fooddrink.
Fire hazard: access routes beiolgstructed.

COSHH: cleaning of outsifieniture with chemicals

CONTROLS

Ensurefurniture is stored correctly in communal areas and daes pose a trighazard.
Ensure walkways are always clé@m obstruction in the event of dire.

Regular inspections for any defective outsifigniture.

All defectivefurniture to be removedrom useto a safe area (awayom publicaccess).

Ensurecorrectmanual handling procedures are always used wbamying/lifting/manoeuvringurniture.
Do not overloadurniture when carrying/lifting/manoeuvring.

Regularly monitor outsid&urniture for contamination otird droppingspestdroppings,moss, debris, food
or drink. Furnituremust be cleaned thoroughif contamination isfound.

Staffto use the relevanPPBwvhen cleaning outsidéurniture.

TRAINING

All relevant staff shouldread and signthe risk assessmentdor all the above hazards. Riskassessmentshould be
reviewed annually or if there is an incident that would result in an earlier review. The relevant staff should be trained
in manual handling, COSHH and wiwelbok forduringthe visual check of outsid&irniture.
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MONITORING AND RBVIE

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Personal Protective Equipment (PPE)

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

It is the Schoolgolicyto require the use of personal protective equipment (P& last resort when all othesafety
measureshavebeen considered Thereare a number of activities detailed within this Policywhich requirethe use of
PPEand there are a number of safe systems of work which must be strictly follbovadoidinjury or illness.

HAZARDS

The main hazards associated with PPE include;

CO

PPBonly protectsthe personusingit - whereasmeasurescontrollingthe riskat sourcecanprotect everyone

in the workplace.

Effective protection will not be achieved if equipment is not correctly fitted, maintained or used at the

appropriatetimes.

’

UsingPPEcanalteran empl oy ees

percepti onwithf t

he hazards

PPEmayrestrict the wearer by limiting mobility, orisibility.

NTROLS

DepartmentalManagerswill ensurethat the issueof PPHs recordedfor eachmember of staff andthat the equipment
is used as required. Consideration shoulddlenregarding the differencebetweenworkers; their gender ethnicity,
and lifestylemayrequire different sizes or types &fPE.

PPE should also be adjustable and where problems occur advice should be sought to take account of any medical

conditions. In thecase of closditting respiratory protection specific employee fit testing is required.

Where PPE is supplied it must conform to the appropriateopean or British Standard.

The following is a list of activities where PPE could be needed by staff:

MAINTENANCE:

KITCHEN:

Use of chemicals

Cleaning of surfaces and equipment including ove

Use of dangerous machines

Changing of chemical containers to dish wash
machines

Cleaning out cooling towers and tanks

Use of deep clean chemicals

HOUSEKEEPING:

Grounds:

Cleaning of fixtures and fittings

Clearing pathways

Disposal of waste

Using dangerous equipment
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Maintenance

Working outside; high visual jacket and protection
against cold

IT IS IMPORTANT TO ENSURE THAT ONCE ISSSYFARHRINED AND USED AS REQUIRED BY RISK ASSESSMENT.

PPE must be properly looked after and stored when not in use, e.g. in a dry, clean cupboard. If it is reusable it must be

cleaned and kept in good condition.

Think about:

Using the right replacement parts which match the origiead, respirator filters.

Keeping replacemerRPEvailable.

Who is responsible for maintenancePPE?

Havinga supplyof appropriatedisposablesuits whichare usefulfor dirty jobswherelaundrycostsarehigh,

e.g. for visitors whmeedprotectiveclothing.

Employees must make proper use of PPE and report its loss or destruction or any fault in it. Safety signs displayed

inappropriate locations can be a useful reminder that PPE should be worn.

TRAINING
Training is very important,
conditions.

Training will need to cover:

Manual handling risk factors and how injuries cacur.

but on its own it can’

Howto carryoutsafemanualhandlingincludinggoodhandlingtechnique.Thisshouldbeissuedo staff

involved in manual handlirgperations.

Appropriatesystemsof workfor thei n d i v specificcasksasdenvironment.Thiswill includeon-job
training on the safe system of work that has evol¥ern the riskassessment.

Use of mechanicalids.

MONITORING ANREVIEW

Risk assessments will be reviewed followingeacidentor significant change in equipment or tasks and in any case at

least annually.

SiteSpecificControls in Place:

Assessor Signature:

Completed Date:
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Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Pressure Vessels and Systems

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Pressure vessels and systems pose the serious risk of explosionsurdithen release of pressurised gas or steam. The
person responsible for ensuring compliance is the owner in relation to portable appliances and the user in the case of

fixed appliances.

Such equipment is likely to include:

Coffee machines which have faddgto steam/froth milk.
Jacketedsteamboilers forcooking.

Air compressors for maintenance, cleaning or spragiperations.
Traditionalwater boilerse.g."Stills" with pressurisewvater and steam.
FixedLPG tanks and compressed gas cylindegsCO2and Nitrogen gasnixes.
Steampressurecookers.

Hotwaterand boiler heating systems operating agreaterpressure than 0.bar.

This list is not exhaustive. The main causes of presglated incidents are:

Poorequipment and/or systerdesign.
Poorinstallation.

Poormaintenance okquipment.
Inadequate repairs anodifications.
Anunsafe system ofvork.

Operatorerror, poortraining/supervision.

HAZARDS

Scalds antburns.

Cuts andacerations.

Impactfrom the blast of an explosion or releaseadmpressed liquid @as.
Impactfrom parts of equipment that fail or anfying debris.

Contact with the released liquid or gas, suctstam.

Fire resultingrom the escape of flammable liquids gases.
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CONTROLS

* Nopersons should use Pressuresselsvithout adequatetraining.

« Departmental Managers must be satisfied that stafé fully trained and are saféo operate the machine.
Supervision should be provided until satisfied.

« DepartmentalManagersshouldcheckstaff fully understandthe hazardsnvolvedandthat they are awareof
the safe use of thesystem.

« LPGVesselare classed as pressure systems and must be maintained by a suitable person and independently
inspected inaccordancewith a written scheme of examination (refés pressure systems arrangement) by a
CompetentPerson.

« Departmental Managers with the assistancéthe Trust Operations Manager and Caretaking teamst
reviewpossibleequipmentto assess whenever it falls within tiseopeof the pressure systensrangement.

e All equipment operating under pressure should be listed on the plagister.

e« TheTrust Operations Manager and Caretaking testroulddeterminewhichpiecesof equipmentareincluded
for examination;to arrive at aproperlyinformed decision advice should be souftum a Competent Person.
The written scheme mughen be certified by the Competent Person. It is recognised that therenareor,
intermediate and major pressureystems and that increasing levels of knowledge aeededin order to
maintain and inspectAn important feature of thein-house competent person is thathey should be
independentfrom the operating function®fthe organisationandthey musthavesufficientauthority to stop
the useofthe pressureequipment should theneed arise.

e The Company will only employ persons who are registered bylhieed Kingdom Accreditation Service
(UKAS) as part of the Inspection Body accreditation system (BS EN45004) as Competent Persons. Please refer
to UKAS for accredited inspection bod{@gl+44 (0) 20 89178555)- email,info@ukas.com

« The Departmental Managers with the assistaméehe Trust Operations Manager and Caretaking teith
ensure that the system jgroperly maintained in good repaiso asto prevent danger, this is in additido the
formal periodicl2 - 14 monthly inspection by a competeperson.

A maintenance schedule should be written for each pressure system sswbed kept of allchecks.

e The user of an installed system and the owner of a mobile systemmbailde for any person operating the
systemadequate and suitable instructiorier:

The safe operation of theystem.
The actiorto be takenin the event of angmergency.

e The user of a pressure vessel system shall ensure that it is not operated excaptordancewith the
instructions providedn respect of thatsystem.

e« The Departmental Manager should ensure anyone using work equipment or supervising/managing its use,
should receive adequate training for the purposddiealthand Safety.

e The operator should be familiar with and have ready acdesall the instructions. Instructions should be
presentedin the most appropriateway, e.g. simple, concisenstructionsmay be displayednear the relevant
part of the system. These should be pointed tauthe operator beforehey use it for the firsttime.

e The instructions should contaall the informationneededfor the safe operation of the systeincluding:
Startup and shutdowiprocedures.
Precautions for standbgperation.

Function and effect ofontrolsand protectivedevices.

118


mailto:info@ukas.com

SET SCHOOLS HEALTH AND SAFETY POLICY

Likely fluctuation®xpectedin normaloperation.
The requiremento ensure that the system is adequately protected against overpressuat tahes.
Proceduresn the event of aremergency.
Safe cleaningrocedures.
e The user of an installed system and the owner of a mobile systemketegdl

The lastreport relatingto the system made by the competent person pursusmtegulation.

Anysuchpreviousreportsif they containinformation whichwill materially assistin assessingvhether
(i) the system is safto operate, or (ii) any repairs or modificatiotesthe system can be carried out
safely.

« Cleaning of pressure vessels shall be carriechoabrdingtot h e ma n u finatrudtians. e r * s

TRAINING

The manufacturer of the equipment should be consulted with regargroviding the appropriate training for safe
operation and emergencyproceduresover a pressuresystem. If there is any doubt over the training requirements
consultwith your local safety adviser before using tleguipment.

No persons should use Pressure Vessels without adequate training and Management are satisfied they amosafe to
so. Management should check staff fully understand the hazards involved and they are aware of the safe use of the
system.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and iy aase at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Prevention and Contrdlegfionnaires Disease

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION
Legionell osis is a collective term for di seases caused
similar but | ess serious conditions. Legionnaires’ di s

of contracting the disease include:

* People oved5years ofhge.

¢ Smokers and heavgirinkers.

* People sufferindrom chronicrespiratory or kidney disease, diabetes, lung and hd&ktase.
* Anyone with an impaired immungystem.

TheSchoas recognise the danger of this serious illnéspupils, the public andb staff. It is often found irwater and
wet working systems and is caught through inhalation of aerosols, through showers, air conditioning, spa
pool s/ Jac uzwatef featureshoartainst (imdoa and outdoor), humidifiers, mist machines amigation
systems.

There is a reasonably foreseeable legionella rigkuf water system:

e Has awatertemperaturebetween20-45°C.

e Creates and/or spreads breathable dropletgy.aerosol createdy a coolingtower or water outlets.

* Stores and/or recirculateswater.

« Likelyto contain asourceof nutrients for the organisnto grow, e.g.rust, sludge, scale, organitatter and
biofilms.

TheHeadof Operations will ensure that effective procedura® in place and competentontractorsare employedo
manage and maintain the water systemsin accordancewith current legal requirements. The Health and Safety
Executive Guidance Not8details key procedures to be followed and should be refetefbr additionainformation.

HAZARDS

*  Pneumonia/mildflu-like symptoms(chills, hightemperature,achingmuscles)pr potentially death, if aperson
is affected by the Legionellzacteria.

¢ Chemicals: harm anjury fromchemicals used for flushing tsgstem.

e Slips, trips and falls: when flushing/maintaining system/cleaning showerheads.
e Access and egress: hafrom entering andeaving the water/ventilation systerarea.
*  Working in confined spaces: when maintaining the water/ventilaggstem.

e Manual handling: when carrying/liftinghemicals.

¢ Burnsand scalds: harm caused twater being too hot (abové4°C).
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« PPE: harm caused by using the wrong/defective d?iRE.

CONTROLS

A Water RiskAssessmenfor all relevant areas, tasks and equipment must be carried out by a competent
person/contractor. This shouléhclude details of safety controls and their implementéion. This must be
reviewed evengtwo years.

¢ The risk assessment should consider and evaluate:
Clear allocation ofnanagementresponsibilities.
Competence and training of k@grsonnel.
A description of thevater system;includingan upto-date schematiciagram.
Anevaluation of theisk.
Safe operating procedures for theater system;including controlsn place.
Monitoring, inspection and maintenangeocedures.
Limitations of the legionella riskssessment.

Arrangementdo review the risk assessment regularly and particularly when there is rdason
suspect it is10 longer valid.

e Thecontrol measures and procedures identified as necessary in the risk assessment mogtlé@mented
and regard madéo anyPPEequiredto carryout the tasks safely, particularly when cleaning and flushing out
systems.

e Anytreatmentchemicals used must becludedi n t he dep arAssessments. s COSHH

« Watertanks mustbe inspected annually and cleaning/maintenance carried out. A regular ¢bemksure that
coversare in place is necessary. This and other checks will be recorded by the Maintenance Engineer as
appropriate.

«  Coldvatertemperature musto be maintainedb e | o w(in2lWinhg@ithin food humidifiers) after 2 minutes
of runningat the furthestoutlet.

* Hotwater systemsshallbe maintained at sourceat 65 Cand at least 50C at the furthest outlet after one
minute ofrunning.

e Calorifierswill be pasteurisedo 70°Cannua|lyor effectivebiocidesused.Theseincludechlorinedioxideusedat
0.5 mg/l, or the use of ozone and ionisation.

« Any showerheadsshould be disinfected and de-scaled on a three-monthly basis as part of a planned
preventative routine. Recordsf this should be kept ondealthand SafetyForm 16 — Control of Legionella
(dismantle, clean and descale removable parts, heads, inserts and whses fitted).

e Specialist advicenust be sought with regard to any wet cooling systems which will require statutory
notificationto the LocalAuthority.

« All outsidecontractorsemployedto carry out work in relationto water treatment must be competent; this
includes maintenance, cleaning, sampling and chemical suppgymust have a written risk assessment and
supply copies of COSHissessmentkor all substancesised.

» The following are areas of kepncernandneed tobe assessednd controlledappropriately:
Waterstorage and distributiorsystem.

Newor Refurbishednstallations.
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Hot water systems.

Calorifiers.

Cooling towers, aiwashers anchumidifiers.
Swimming pools, spa baths/Jacuzzis aigripools.
Waterfeatures andcontainers.

Mist devices of any kinhcludingfood displayunits.

« The mechanical ventilation system should be inspected by a competent person regalarigure it is in
good condition (i.e. no potential for Legionella growth) and shall be serviced and maintained in good
conditionaccordingto the manufacturer.

« When outlets are not in regular use, weekly flushing of these devicesfor severalminutes can significantly
reduce the risk of legionella proliferation in the syste@mcestarted, thisprocedurehas to be sustained and
logged.

« Healthsurveillancemaybe necessary for employees where exposorayresult in an identifiable disease or
adverse healtheffect.

«  Sampling and\nalysis:

Routine chemical and microbiological analysis of these systemsbeustrried out by a competent
person orcontractor.

Routinewater sampling is required on a monthly basis and specific sampling for Legionella is required
on a quarterlybasis.

Records for these sample results must be kept for a minimumyefabs.

If routine microbiological analysis highlights any concerns about bacterial levels then further tests should be made. The
emphasis should be on prevention acantrol and only expert contractors used.

I f a water system is implicated in an outbreak of | egi
carried out as soon as possible.
TRAINING

e Any person/contractor employetb work on such systemmust be competent and evidence of tigsovided.

« Any employees involved in the maintenance, examination and testiogrifolmeasurese.g.
automatic dosing equipment for delivery of biocides and otfneatment chemicals, must be sufficiently
trained.

« Regular refresher training should be given and the responsible person(s) should have a clear understanding
of theirrole and the overalhealth and safety managemenstructureand policyin the organisation.

MONITORING AND REVIEW

Risk assessments will be reviewed followingecidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:
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Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Slips, Trips and Falls

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Slips, Trips an&alls are the most common cause of injury at work to staff, guests and contractors. For most tasks
undertaken slips, trips and falls should be considered as a hazard in the risk assessment process.

HAZARDS

Common slip, trip and fall hazards within the waldce include;
Matting at entrances.
Leaks tanachinery causing a slippesyrface.
Spillages.
Uneven surfaces both internally aredternally.
Damagedr poorly maintainedflooring.
Insufficientlighting.

Incorrect cleaning procedures, e.g. usingorrect amount of chemicals such as detergent

CONTROLS

In the interests of safety, it is important that access routes are kept clear of obstructions and are keljit faethe
purposes of fire escape and prevention of tripping hazards. Attention rbestmade to general standards of
housekeeping to ensure that all hazards are controlled.

Other controls include;

Walkways,stepsand stairsmust be kept in a good state of repair, providedwith handrailsand appropriate
nose edgemarkings.Regularinspectionsby duty managementand reportingof defectsare requiredfor stair
nosings, handrails, skirtitgpardsand stair/floor coverings. A change in level must be cleadyked.

Suitable and sufficient natural or artificial lighting must be providad maintained at atimes.

Passages ansdtairs must not be used as storageareas. No material will be stored below open stairs. All
delivered goods must be moved the proper store withoutdelay.

All debris and spillages must be removed withaolelay.

Lightswitchesare positionedto enablecontrol from either end of the passageor stair andwill be maintained
in goodorder.

Outside walkways, floor surfaces and steps must be clearly deiivdadingareasaroundgarden furniture.
Regular checks on paving and uneven surfaces must be comp&ite&pecificRiskAssessmentshould be
completed for significarthazards.
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Thecorrectcleaning chemicals and Departmental Managers should be effedtipendng uponthe type of
floor.

Apply thecorrectsignage wherrequired.

Wherefloors cannotbe kept clean andry, slip-resistant footwear can help prevent sigcidents.

Ensure plant and equipment ameaintained.

Consider how work is managed and organisagl toavoid rushing, overcrowding, trailing cables
etc. Othercontrolsinclude;

Staffto follow control procedures intendedo minimise therisksof slips, trips andalls;

Staffto undertake relevantraining.

Staffto maintain goochousekeeping.

Staffto report any defects for repaiandmaintenance.

Inspections should be undertaken on a regular basis to identify slip, trip and fall hazards. Remedial action must then be
undertaken to minimise or remove the hard. Formal recording of inspections should also be undertaken.

TRAINING

Staff should be trained in identifying and remediating all hazards related to slips, trips and falls. This training would
fall under the generic workplace training.

MONITORING ANREVIEW

Risk assessments will be reviewed followingecidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITStructuralControls

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Structural instability irbuildings and other structures can pose serious risk to the Health and Safety of workers, pupils
and members of the public. Problems may be identified during inspection activity. When encountered it is important
that these issues are addressed quickly affetiently.

Weather conditions can impact on the structure of a building and therefore close monitoring should be carried out
regularly. Damage can also be caused by an event such as a fire, storm, flood, or by site incidents such as a vehicle
colliding with a building, construction plant collapsing onto a building or a gas explosion. Poorly planned or poorly
managed construction work to demolish, build, alter or extend a building or other structural work can result in the
collapse of a building. In somases, structural instability can result solely from overloaded floors, platforms or other
parts of the structure. Poorly planned or poorly managed groundworks involving trench or basement excavation,
landscaping or earthworks that removes support, can asalt in collapse.

The lack of monitoring of maintenance can result in the slow deterioration of a structure. This can result in the
potential for sudden failure and progressive collapse, e.g. uneven settlement; subsidence; movement; cracked; leaning
or bulging walls. Deterioration caused by neglect or poor maintenance such as rotten timbers, corroded fixings or
reinforcement, severe frost damage, loose brickwork where roof or floors collapse or falls of material could result.
Hazards associated with postructural controls can be very serious and cause a range of harm, potentially resulting in
death.

HAZARDS

Seriousharm fromimpact of falling partérom a building.
Subsidence.

Collapse of &uilding.

Slips, trips, falls: people falling over tilbsicks,debris, etc.
Working at height: checkingof conditions.

Cuts andacerations.

Roof tiles/chimneys/aerials/sky dishes: fallingm height/off roof.
Brickworkcollapsing.

Death.

CONTROLS

A risk assessment should be completed of the likelytoskosenearby.

Develop a system for the monitoring of te&ternalpart/s of the building/s. This must be monitored regularly
and carried out by an accredited Competgmirson.

The system for monitoring theonditionof a building should be reviewed wherenthere are any changes
the structure, such as aextensionor remediationworks.
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Additional monitoring controls should be put in place whenever there are adverseweather conditionsor
defects ardfound.

Any/all defects must be reported to the maintenanceteam for remedial action and any significantissues
passed orto a structural engineeto remedy.

Isolation/segregation of any affected areas should be put in ptagarevent public access. This should be
regularly monitored in the event that adverseeather conditions disturb any barriers. Signage should be
displayed wherapplicable.

Prevention of vehicle impacttb the building should be considered with installatiohbwllards.
Anybrickworkor tiles thathavefallen should be removefiom any walkways as soon d&sund.
Whenworkingat height (checkingoof conditions) ensure risk assessment@npleted.

Reputablecontractorsto be used for all remedial/buildinggorksthat the maintenancéeamcannotcarryout.

All personnel should be informed of any hazards tustructural damage and argontrolsthat are in place.
Equallythey should be informed whegontrolsareremoved.

If any coveredporchareasare present, height restriction signageshouldbe usedso vehicleusersare aware
and avoid any damage bghicles.

Periodicstructural inspectionsfor buildingsto be carried out by a chartered surveyoror other competent
person recommended at-$earlyintervals.

TRAINING

A competent person should monitor the conditions of the structure. They should be fully trained in that field with
refresher training completed where required. Refresher training in risk assessments associated with Building Controls
shauld also be implemented.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):

127



SET SCHOOLS HEALTH AND SAFETY POLICY

SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Treanagement

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Trees, bushes, hedges and shrubs all form part of the overall landscape in many School settings and can be very
picturesque, however, they all require management due to either growing too high/wide which may cause
obstructions, block light and walkways. eTBhedding of leaves/petals also present the hazard of people potentially
slipping/falling if not cleared up efficiently due to them rotting and being slippery. Some trees may be diseased and at
risk from falling either towards a building or potentiallyy a person.

During the last 10 years, 24 tree surgeons/arborists have been killed during tree work and nearly 1,400 have suffered
an injury. The key cause of these accidents are chainsaws, falls from height or being struck by falling timber / trees.

It isnecessary that treenanagemenis managedcorrectly dueto the many hazards associated atedmaintain safety
for the tree workers and public health, whilst also preventing any dan@agearbybuildings.

HAZARDS

Fallsfrom height: fallingfrom ladders/plaformsi/trees.

Cuts & lacerationdrom chainsaw use dirom sharpedgesof wood/splinters.
Impact/harmfrom falling branches/being struck kyees.

COSHHpetrol.

Serious injuriefrom using power toolgchainsaws).

Serious injuriesrom fallingfrom height (paralysis, broken limbs).

Death.

CONTROLS

A thorough risk assessment must be completed for treeagementThis willinclude workingat height and
also dangerougquipment.

Areas where tree work is being carried out must be segregated/isotatptevent public access with signage
displayed wherapplicable.

Only competent persons will be allowetb carry out tree work who must bédully trained. Proofof
training/qualifications must be provided by tree surgegm#r to carryingout anywork.

A Safe System of Work and MethSthtementmust be provided by the tree surgegmior to works.

Treesmust be checked for any disease. Any disedasszsshould be treatedaccordingly.

All treeworksmust besupervised.
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All equipment must be regularly inspected, maintained and kept in good condition. Any faults must be
reported to the Maintenance/Managementeam. For external contractors, faulty equipment must be
replacedwith suitableequipment.

All equipment must be stored in thebrrectdesignatedarea.
All tools must be kept tidy and put awajteruse.

Any equipment that requires petrol for power, such as chainsaws, mustt@fhe relevant riskassessment.

Safety Datésheetanmust beavailable for any petralised.

Personal Protective EquipmefPPE)mMust be used at alimeswhen carryingout tree work. PPEmust be
kept in good condition and storecbrrectly.

Harnesses must be worn for tree work wheorkingat height at alkimes. These must be regularly inspected
and wellmaintained.

Dust masks must be worn when using chainsaws for the protection of breathing in anydusiod

Hard hats must always be worn wheworking fromheight.

Employeesmust useall personalprotective equipmentthat their employergivesthem andthey mustreport
any faults.

All work at height must bproperly planned and organisedincludingplanning for emergencies anéscue.

Ladders/platforms should be checked feafety prior to use and regularly inspected and maintained. Any
foundto be defective should be reportettd the maintenanceteam.

Any leaves, twigs, broken branches should be cleared up regtdapievent slip hazarddVheneverthere are
adverseweatherconditions, increased checks for agxcesdeaves etc. must be carried otg ensure there is
no accumulation.

Emergencyproceduresmust be in place. There should be a designated person that will ring/contact
emergency services in the event of@mergency.

First aidprovisionsand a First Aider must bavailable.

Personnel must be informed whenever tree management is being carried out and wherfiitisiaed.

TRAINING

All persons working with tree management must be fully competent. This inchalésg the relevant up to date
qualifications and experience. Any personnel who may be involved in any emergency procedures must be fully trained.

MONITORING AND REVIEW

Risk assessments will be reviewed followingecidentor significant change in equigent or tasks and in any case at
least annually.

SiteSpecific Controls in Place:
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Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEOBSBES

ACTIVITY: Use of a Deep Fat Fryer

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Deepfat fryers are a dangerous piece of equipment, with numerous and significant hazards. It is essential that safe
working practices are completelymplemented acrosssite, ensuring that workers and other people whmay be
affected by activitiesnvolvingdeep fat fryers are protectedrom harm. Each stage of the process should be fully risk
assessed and atontrolsimplemented.Only fully trained and competent staff should be authorisedoperate deep

fat fryers, with an additional authorisation provided those who are permittedo clean equipment and change the

oil.

HAZARDS
Burns/ Scalds caused by hot oil or contact with hot surfaces / parts ofglogoment.
Steamexplosion caused byater contacting with hobil.
Fire.
Electricity /Gas.
CleaningChemicals.
Slips caused by oil on tHeor.

Strains and sprains caus&dm lifting and moving@quipment.

CONTROLS

During Use:

Always followmanufacturesinstructions. Only use designated equipment and chemicals. ProcureOil in
smaller drums to assisthen manually movinghem.

Ensurethat all equipmentis regularlycheckedfor defectsand that it is possibleto isolate the deepfat fryer
from the electrical/gas mains. Ensure thegtpropriatehazard warning and other signage is in place and that a
wet chemicalfire extinguisher is situated clobs.

Neveroverheat or leave unattended when use.
Neverallow waterto contact theoil.

Clearup any spillagesimmediately and ensure suitable materials such as absorbentpads or spill kits are
available forthis purpose.

During Oil Changing and Cleaning:

Always follow the manufactures guidance and use the specific equiprfeegt the detachable spout)
designed for theleepfat fryer inuse.
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Put on anyPPEequired such as eye protection, natip footwear, heat resistant gloves and apron. This
will havebeenidentified during the risk assessment process and will be dependgran the specific type of
deepfat fryer in use and localles.

Prior to commercing any oil changing or cleaning procedure, ensure that the appliance is switched off and
the electricity/gas supply is isolated. Ensure that all necessary equipminihénd and has éenchecked for

the absences of defects. This vifitludea filter dong with a receptacle for the oil which is suitable in terms

of size and constructiofmetalor hard plastic). Additionally, the receptacle should haaeryinghandles and

be fitted with a securdid.

Ensure that the oil is at a safe temperatuf@il mug have cooledto a temperature of 40°c or lower before
any cleaning or changingrocedureis undertaken and this should be established via the use of a calibrated
temperature probe.

Whilstthe oil containedwithin adeepfat fryer canheat up to ausabletemperature in aslittle as6-7 minutes,

it cantake asmuch as 6-7 hoursfor it to cool. Cleaningand oil changingproceduresshouldtherefore be
completedprior to use,rather than after use.In the event thefryerisrequired continuouslythen a rotational
system should be adopteldetweenfryersto ensure adequateoolingtime before cleaning or changing oil. If
automatedor semiautomatedfiltering equipment is usedhen the manufacturers operating guide for these
systems must be adhereto.

Thoroughly drain the fryer through a filter o the suitable designatedeceptacle.

If the oil is toocold to drain, then briefly reheat for upo one minute andagitateit with the fryer basket. The
temperature of the oil should again be checkiedensure it remaindelow 40°c. Ensure that the appliance is
again turned off and isolateilom the mains.

Continue until all oil has drained; howeveememberthat it is alwaysetter to drain large volumes in smaller
amounts. This will prevent overfilli reduce thechanceof spillages and also make the receptaessier to
move as it will not be sbeavy.

Ensure that the receptacle mealedbefore movingfrom its location. Adhergo correct manual handling
techniqgues when moving the receptacle. Store the receptacle in a suitable location, off the floor in an area
where it will not become contaminatelly water or chemicals.

Thoroughlyclean the fryer. Ensurethat all debris is removed and surfacesare washed using approved
chemicals and iaccordancevi t h  ma n uifistauctibns.r er ’ s

Never allow the chemicals to boil in the deep fat fryer. This can emit fumes and also cause the liquid to
cascade on to the floor resulting in additiorsipping or scalding hazards.

Thoroughly drain the fryer. Rinse through with plentywafterand completelydry.

Ensure that the drairtap is closed and refill the fryer with new olleveroverfill. Always adher¢o correct
manual handlingechniques.

Ensure that all areasroundthe deepfat fryer are cleandry and freefrom sliphazards.

TRAINING

Staff must be trained in the correct use of a deep fat fryer prior to operation. This must take into account
manufacturers guidance and local equipment / conditions. Cleaning and changing of oil must be timieded
individualswho havebeenspecifically trained in this task and have subsequently received authorisation. Documented
recordsmust be maintained.

Anyone using a deep fat fryer must be over the age of 18. Additional training considerations include COSHH and
Manual Handling.
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MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATIRBOCEDURES (SOP)

ACTIVITY: Use of Dishwashers, Glass Washers and Washing Machines

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Work equipment cannclude almost anyitem or machinery used in theourseof carryingout a work activity. Some
equipment may haverules that apply specificcontrols, e.g. electricalitems, but all equipment used as part of the
runningof the catering unit musbe:

Safe for its normalise.
Usedin a safeway.
Maintainedto keepit safe foruse.

Staff must be trained in howo use equipment safely and understand how, and when, maintenance should be
carriedout.

HAZARDS

Hazards associated with dishwashers/glass washers and washing machines include;

Burns fromhot surfaces.

Scaldgrom hot water splashes.

Entrapment orentanglementof digits, hair andlothing.
ElectricShock.

Manual Handling injurieBom lifting dishwashetrays.

CONTROLS

Controls will include;

Dishwasher/glass washers and washing machioég installed and maintained on a regular basis by a
competent person.

Conveyor type dishwashets be fitted with retaining curtains on the open ends to prevent hot
water splashingout.

Machinesto be desiged so that thewaterand motorcut out automatically wherdoorsareopened.
Staffto stand back when opening the operatidgor or lid in orderto avoidscaldsrom steam.

Conveniently accessible stopntrol button to be fitted on machines.

Onlytrained staff to handle and change dishwasher chemicals by following COSH¥$seiskmentontrols
includingwearing appropriate?PE

Nontslip floor surface/antslipmats tobe usedarounddishwasher asppropriate.
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Spillages must beéry moppedimmediatelyandwet floors clearly identified usingVet Floor signs untiiry.

Teammembersto take appropriate precautions when removing broken glassickery— wear gloves and
ensure machine is switched off. Broken glass amtkeryto be seurely wrapped before being disposed of
separately.

Items like drinksglasseswhichare removedfrom the washershouldbe allowed to coolbefore filling with a
coldliquid.

Equipment should be positioned reduce bending whetoading/unloading.

=

Trolleysto be used where appropriate for the movementabckeryandcutlery

TRAINING

Team members to be trained on use and cleaning of dish
instructions. COSHH and PPE training should also be inclubec wlevant.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

Site SpecificControls in Place:

Assessor Sighature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Use of Open Flames

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Open flames cabe found in use in a number of situations including;

97 Indoor Open / MultifuelFires.

1 Candles, Tetghts &OilBurners.

1  Gascookingequipment andgnitors.

7 Openflamecooking-BB Q' s / | n dAppbancesSo !l i d Fuel
9  Catering Blow torches / Flamhé&mps ChafingFuels.

1 Smoking.

i1 Gas Patideaters.

91  Bonfires / Fireworkdisplays.

HAZARDS

The potential hazards include:

1  Fire.

1  Explosion.

91 Asphyxiation / Carbon Monoxide (CEXposure.
1 Burns& Scalds.

1 HeatExposure.

All of the above could result in deatlpérsonal injury or illness and damage to property.

CONTROLS

Indoor Open / MultiFuel Fires

i1 Ensure thdire is selectedsitedandfitted by a competent perso(HETAR\ccredited).
9 Thecorrectfuel must be used for the type &fe.

91 Ensure the fuel is storéstacked safely in dry ventilated area.

9 Lighting material should be kept awagpm sourcesof heat.

91 Thecorrectequipment / tools should be availabte be ableto use thefire safely.
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Whenremoving ash, ensure a suitalfieeproof container is usede.g.ashbucket). If there is an ashtray,
ensure this is checked amanptied regularly.

For multifuel stoves, it is recommended thatraagnetic thermometeis sited on the flue as aneansof
checking that thdire is not over-heating.

For open fire, ensure it is dampened down safely at the end of each night and that this is signed off in a
closedown procedure.

Fires must only be setp andtended toby trainedemployees.
The chimney / flue should be cleaned byexternalcontractor twice yearly.

Multi-fuel stoves should be regularly checked for any signs of veegrOn the door roping/ cracking
internally, and be subjedb routine servicing.

Candles, Telights & Oil Burners

Departmental Managers should assess the safe use oftealand candles and if put into use, the following should be
implemented:

Tealights and candles are ortybe provided in lantern holders or suitable tealight holders. Holdetse
robust and substantial and to fully cover the sidesof the candles.Use within bedroomsshould be
prohibited and housekeepingamsshouldincorporatechecks into dailyoutines.

Tealights and candles are notbe used on any ledges or ldevel surfaces (window sills for example), or
on tables in areas where childremaybe present.

Lit tealights and candles should not be carreedosspublic areas at anyime. Theyshould be lit in their
designated positions by trained staffly.

Always extinguish candles/tealights before movilngm. If collected at the end of each niglhey should
be sitedon a suitable surfacée.g.metaltray) and stored in a safe locatido be ableto cool.

Departmental Managers and staff should monitor table®nsure that the tealights andandlesare not
being misused by customerétems such asbeer mats,napkinsetc. should not be providedo tables
where tealights and candles are providedemove potential fuesources.

Determinewhethertealights and candles should be left until the end of the nightvbether theyshould
be removed at &et time (e.grestaurantclose).

In-corporate tealights and candles into the cledewn procedures.
Gas cooking equipment and ignitors

Ensure gas is turned ommediatelyprior to lighting. If equipmenfailsto light, switch off and allow any
accumulated gato dispersedo not try to re-light straightaway.

Tapersor ignitors shouldbe usedto light appliances- matches should never be used. Any gas re-fill
canisters should be stored aw&ym sources of heafe.g.cookingequipment), ideally in the designated
COSHH Cabinet, when nouse.

Havefire blanket andfire extinguisher in a suitable, safe and easily accessible location in dirge of

Do not leave any lit equipment unattendetliring use. Ensurepans, panhandles and all othe@ooking
equipment are safelgitedand securdo avoid being knocked / dislodged or the handigtting caught.

Ensure clothing isot too looseto avoid entrapment or catchinfire.

Keep the work area clear of any oth@ymbustible material such as paper / packaging / oukaths.

Providesuitable oven cloths for employeés use whilstcooking.

Ensure the work area is well ventilated with an air exchange system in placeaaniined.
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Onleaving the kitchen at the end of the night, a closedgwaceduremust be completedo ensure the
kitchen is safe from risksto Health and Safety or fire safety. The closedownproceduremust include
turning off all equipment and gas flam&sprevent unauthorised use orférerisk.

Equipmentmust be servicedregularlyby an approvedcontractor.Where appropriate,programmework
to retro-fit all equipment with flame failure safeguards where not alreditted.

Training and instruction should be givemall employees on th@rocedureto follow when lighting gas
kitchen equipment and whatb do in an emergency. Routirfeee safetytraining should also be provided
to all employees.

Open flame cookingB B Q 'Insloor/ Solid Fuel Appliances
BBQs
BBQs should only be sap and operated by fully traineemployees.
BBQs should bsitedin a safe location awayom combustibles / sources afnition.

Where possible BBQs should be provided with a barrier / suitaids enclosure.

Afire extinguisher or large bucket of sand shouldditedin the vicinity in a safe but accessible distance
from the BBQ.

BBQs should be lit in a safe manneghterfuel or other similaproductsshould never be usetb spray
onto BBQ cals to encouragétames.

BBQs should never be lefhattended.
Nornrgas BBQs should be extinguished usiolgl water before leavinginattended.
Gas BBQs should be routinely maintained by a competentractor.

Routine checks should be carried out on pipes, gas cylindeprte.to use,to ensure the BBQ is in good
working order with no signsof damage.A BBQshouldnot be usedor shouldbe taken out of useif any
signs ofwearandtearare foundto the pipework.

Provide suitable utensils and oven cloths for employeesusing the
BBQJIndoor Solid FueAppliances
Note: certain restrictions of use may be in place in Sokatrol Areas.
The appliance must be selectesitedandfitted by a competenperson.
Ensure the work area is well ventilated with a sufficient air exchange system in placesamtdined.
Provideand fit aCarbonMonoxide Monitor in the vicinity of theppliance.
Ensure thecorrecttype of fuel is used for thappliance.

Follow the manufacur er ' s advice with regar dsrywebventilatedr a g e

storage area should bavailable.

Ensure the appliance is not overloaded with ftebe ableto control the level of heat as far as possible.
Ensure the air circulation &@rrectlycontrolledto control the flames.

Do not use anyorm of acceleransuchas firelighters omparaffin.
Keep lighting materials awdgom sources oheat.

Ensure thecorrecttools (suchas pizza paddles) amPPEare provided for the users.
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Ensure the appliance is checkeédringthe closedowrprocedureand measures are iplaceto ensure
the fuelburnsout andcoolsdown safely.

Ensure the appliance (and any associated mechanical ventilatiodsand ducting) areleanedregularly.
Monitor the condition of the appliance for any deterioration or heat damage and aaticordingly.
Ensure the appliance eorrectlyinsulatedto avoid the outside surfaces becoming excessively.
Ensure regular servicingisinplacem | i ne wi t h st at equoementsand manuf act
Ensure all users are suitakithained.
Catering Blow torches / Flambé Lamps / Chafing Fuels
The manuf act ur ecortestusé andstorageanusi be fokowen at thes.

Ensure that thearea in which the unit is to be used is freem combustible materials such as napkins
andteatowels.

Onlyignite the burneroncepreparation for itsusehasbeenmade and/orthey are sitedin the correct
position.

Ensure thaburnersare lit in a safenanner using #aper.

Employees noto weartrailing clothing and haito be securedack.

Turn the equipment offimmediately afteruse.Neverwalk aroundthe room with the burner lit.
Have dire blanket andfire extinguisher in a suitable, safe aadsily accessible location in casédix.

Staff must be fully trained in the use of the bloarch alongsideroutine fire safetytraining.

Maintenanceteamto be aware of the presence and location for storage so it camblededin anyfire
plan andassessment.

Smoking

TheSchoolsmokingpolicy must be adheredo. For clarity The Trustperates a no smoking policy on site
Gas Patio Heaters

Equipmentto be provided, installed and maintained by approwppliers.Heaters tadbe CE marked and
provided withsafetyfeaturesto help prevent overbalancing, gas leaks, fires bodhs.

Heaterto be installed in wellventilated area and imccordancevith manufacturer's instructions i.e. do
not useindoorsunlessdesigned specifically fandooruse.

Heater elementnust be above headeight.

If a gas leak is suspected, turn off gas eepbrt immediately. Take patibeaterout of use and ensure
the area is wellentilated.
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Storegascylinderin well ventilated approvedanddesignatedstorage area donot exceedstorage capacity.

Donot store gas cylinders on their sideyenwhen empty. Ensure pipework or flexible hdsem the
cylinderto the point of use is protected against accidental damage apdaperlysupported.

If asuspectedeakoccurscallthe LPGsupplierimmediately,sothat they cancomeout to makethe
cylinder safe. If the fault is with the appliance or pipewdhien an approved competentontractorwill
be used.

Chlorate basedveedkillers notto be used in areas where patio heaters are in usthagcan be dire
hazard.

Do notattempt to put out anyfire involvingLPG, initiatdire evacuation plan / evacuation tifie area
immediately.

Control anyunruly behaviour- all managementand where necessary, employees trained in dealing with
violence andaggression.

Onlyemployeeswho havetrainingon the useof the patio heatersare permitted to operate
them. Bonfires/ FireworkDisplays
Note: certain restrictions may be in place in Smal@ntrol Areas.

Bonfires should beetup safely on a level surface, inceationwhich is awayrom buildings and other
property.

Bonfires should not be stacked too highavoid riskof collapse / spread dfre.

Bonfires should be of a manageable size and not overloaded. Measures should be io plamd them,
gettingout ofcontrol.

Bonfires should be provided with a barrier / suitablelosure.
Do not use anjorm of acceleransuch as firelighters oparaffin.
Keep lighting materials awdyom sources otheat.

Have firefighting equipment omand.

Ensure thebonfire is supervised at alimesuntil extinguished.

TRAINING

All maintenance and inspections must be carried out bpmapetent person who has the qualification, experience and
has received the relevant training. This must be appropriate to the individual piece of work equipment. Details of the
competent person(s) should be recorded at the front of this policy.

MONITORINGND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecific Controls in Place:
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Assessor Signature: Completed Date:

ManagerSignature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVIT XiolenceatWork

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Every employee has the rigtd be treated with dignity and respect. Violence at wotkversany situation in which an
employee is abused, threatened or assaulted in circumstances relatthgir work. Thiscouldbe by another member
of staff, a pupil or a member of the public. It includesboth physicalattacks and verbal abuse orthreats. Left
unaddressed violence at work can le@mdnjury and/or mentaldistress for the individual as well as reduced morale for
theworkforce.

HAZARDS

Job roles havingontact with customers or the generpublic.

=)

Peacekeeping attempts/conflidhtervention.
Delivering bad news/adverseformation.

Contactwith personshavingknownbehaviouralssuesangermanagementproblemsorinvolvementin
previous incidents ofiolence.

Availability of potential or makeshifteapons.
Persons intoxicated througdirink or drugs.
Holding desirablgoodsat site such as high volumes of cash or highueequipment.
Workplace activities suds;
0  Cash/valuable®iandling.
0 Receivingleliveries.
0 Opening/locking up premises or part of tipgemises.
Staff loneworking or working night shifts.
Poorsite security/unprotected access or absence of visitortrol.

Highprofile business/customer or activities taking placesaé/ in the localvicinity.

CONTROLS

Frontline staff who deal with customers or the general public should be trained to recognise the early warning signs of
violence and the actions to take with regards to@sralation/personal protection. In particular, staff shauld

Obtain assistancBom a colleague/manager/security and if necessary, ploéiceas soon athey believe
there is a threato themselves, pupils, other members of staff, the general public or busjregerty.

Neverbe confrontational or display sigied aggression.
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Remain polite and courteous. Communicate information in a clearcandisemanner. If required, carrgut
actionssuchas summoning assistance or raising #h@rmin a discretevay.

Neverput themselvesat risk byattempting tostop a theft orrobbery. In this situation the manager/security
should be alertedmmediatelyand the police called. If anyattempt is madeto detain anallegedoffender
whilst waitingfor the policethen this must neverbeat the riskof personalsafety,andphysicakontactwith the
alleged offendeshouldnot be made.Theallegedoffender mustbe informedthat the policehavebeen called
and they must be accompanied by a minimum wfo personnel at altimes - one of whom should be the
manageror security. Thallegedoffender should be afforded the usual level of politeness and courtesy whilst
awaitingarrival of the police.

In the event of a bomb threat or similar being received either by message (telephone call, written note #toough

the discovery of a suspicious package then management must be IMMEDIATELY informed, the police called and the
School policy followed. The decision as to whether or not evacuation is required will usually be upon police advice;
however, in the belieof a credible threat, the premises should be immediately evacuated.

Agreedprocedures must be in place for all work activities whereeklavatedrisk of violence habeenidentified. These
should be individually risk assessedaking local conditionsinto account. Controlsinclude but are not limited to
ensuring:

Correctmanagemenif cash and other valuables. Making full and proper use of skfekingmechanisms,
CCTV and not holding larger volumes of cash at site than wiegLised.

Deliveries of goods whicimay be more susceptibléo theft are made in a safe manner. Wherever possible
this should be in thénoursof daylight and when additional members of th@rkforceare onduty.

Locking up andnlockingof premises/part premises isonducedsafely andcorrectkey/ accessontrolis in
place.

Lone working activities must be properly risk assessed and additional control measures put in place. These will be
dependent upon the tasks undertaken and local environment but may include:

Proviionof a mobilephoneand/ or personahlarm.
Checking in / ouprocedures.

Aut omat H apdint heck

Monitored CCTV.

All incidents of violence at work must be report to the manager and fully investigated. It will be necessary to obtain
witnessstatements from anyone involved and anyone who saw/heard what happened. This is in addition to any police
investigation.

Appropriate assistance should peovidedto anyone sufferingnjury or distressThis coulde in theform of first aid,
medical intewention, additionalsupport or counselling. Relevant risissessmentshould be reviewedo ensure that
appropriatecontrolsarein placeto preventre-occurrence It may be necessaryto review staff training as a result of
this. If necessary, a formeg¢port should be made undeRIDDOR.

General control measures may include:
Accesscontrol.
General CCTatrossite.
Limiting lone working, especially for any activities considéodak higherisk.
Job rotationto preventcomplacency.
Time/dayrotation for completinghigherrisktakesandpreventapredictable’ wi naf@pp o r toccariing.y ’

Externakite lighting audits and maintenante prevent vulnerability/ cover foassailants.
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Ensuringcorrectstorage and maintenance dfangerous equipment/items held aite.

TRAINING

All staff should be fully trained in any procedure, equipment or mechanism designed to keep them safe at work. This
includes awareness in how to identify the early warning signs of violence and the bes¢ aflaction to take in this
situation. All training should be documented and regularly refreshed. Additional training may be required in respect of
whistle-blowing Site-Specifi§, lone working, first aid, accident/incident reporting and RIDDOR.

MONITORIS AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Waste Oil Disposal and Storage

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

The process of manually disposing of waste oil involves draining tifi@wilthe fryer through a filter into a suitable
metalholding or heatresistanthard, plastic container. The container tken manually lifted onto a trolley for safe
storage. Seriousaccidentshave occurredwhere oil that hasnot sufficiently cooled hasbeen drainedinto an empty

plastic container and the base of the container has given way. The temperature of the oil is important when emptying
fryer s— the oil shouldbe cooledto 40°C or below aburns from hot oil can be very seriou®il takesonly 6 -7
minutesto heat upbut cantake 6—7 hoursto cool down again.The following notes point out some of these hazards
andhowthey canbe avoided:

HAZARDS

Burnsand scalds harmfrom hot oil; contact with hot surfaces; eye injurif®em splashes.
Manual handling strains and spraingom lifting and moving containers afil.

Slips, trips and fallsfrom oil spillage.

CONTROLS

Forfire safetyand economy, switch offeepfat fryers whenunattended.

Carryout waste oil drainage/disposahsoneof the firsttasksof the dayrather thanaspart of the closing
down procedure,to ensure it has sufficientlgooled.

Turnoffthe applianceandthe power supplyat the wallsocketfor electricappliancesandthe on/off control
for gasappliances.

Allowthe oil to cool,ideallyfor atleastsixhoursandcheckhe temperature usingasuitableprobe
thermometer before draining. Do not drain if the temperature is abd0eC.

Foll ow the manuf act ur eorréctequipmestfe.g.adetachable spouaforthetypf e t h e
fryer you are emptying) making sure to bring any equipment that is required to the fryer before starting.

Depending on the type of fryer, draindtoil by drain valve, removable spout, lifting container ottiliing.

If the oilistoo coldto draineasily reheatit brieflyandagitatewith the fryerbasketfor nomorethanone
minute. Switch the appliance off and check the temperature again beforptying.

The oil should be drained into a suitalpieetal holding or heatresistanthard, plastic container. These
containers will generallpeedcarryinghandles and a cover or liBefore moving makeurethat the lid
or cover issecure.

Makesurethe container is empty and big enoughtake the volume of oil being drained at atigne.

Whendraininglargevolumesofoil, itissaferto drainoff in smalleramounts.Thisavoidsoverfillingthe
container and will reduce thehanceof spillages when moving it. Smaller amounts will alseduger tacarry.
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Ensure the container is positioned in a safe place wheararnihotbe contaminated with chemicalsjater or
foreign bodies. Place the container on top arép tray to avoid any floorcontamination.

NEVERIlispose of waste oil down the draindisposal must comply with environmentgislation.
Clean up any spillageamediately.

Makesurefloor areasaround equipment are completely clean ambly to avoid sip risks.
Makesurethe design of tharain-off tap prevents it being turnen accidentally.

Ensurethe fryeriswell maintainedandanyattachmentsusedare suitablefor their purposesas
recommended by the Manufacturera procedurefor reporting faults will help iromplyingwith thisduty.

Ensure stafeire aware of the safe system of work for emptying and cleafriyeys.

Staff should be provided with suitable protective equipment (PPE) where required by tlessedsmentke.g.
eye protection, heatresistant glovesaprons.PPEMUS Tbe used at alimesfor thistask.

Always use a trolleto transport waste oito a safe storagarea.

Ensuretwo peoplecarryout the task when lifting heavy atbntainers

TRAINING

Staff should berained in the procedure for emptying fryers of waste oil and be aware of the safe system of work. Staff
should also be trained in manual handling. All relevant staff should read the risk assessments for all the above hazards,
sign and date. Risk assessnseshould be reviewed annually or whenever/if there is an incident that would result in

an earlier review. Staff should be made aware of the reason and importance for using suitable protective equipment,
i.e. heat resistant gloves, eye protection, aprons.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Window Cleaning

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Window cleaning is aimmportant and necessary but potentially dangerous undertaking, especially where consideration
has not been given at the building design stage.

Whether cleaning is undertaken by employees, or by contractors, care must be taken to ensure that fundamental
safty precautions are implemented.

HAZARDS

Hazards associated with window cleaning can include the following;
Fallsfrom height.
Manual Handlingnjuries.
Adverseweatherworkingconditions.
Pedestrians being struck by fallimdpjects.
Accesdifficulties.

Groundsurfacesonditions.

CONTROLS

When outside contractors are employed to clean windows, care should be taken while agreeing the contract to include
“safe systems of work,” copies of agreed contractors r |

Whichever method of window cleaning is used by the School, the operation must be included in the general
assessment of risks.

The Maintenance Manager and/or Departmental Manager together with the contractors should make an initial
inspection of the premise® agree the method of access to the outside of the windows.

Contractors Permit to Work (Form 13) should be agreed and used for any cleaning above the first floor.

This method of accesspgether with the safety proceduresto be adopted should be clearftated in the contract
document. Specific mention should be made that whesafety precautions are ignored this will leado the
cancellation othe contract. In addition, specificdangerouspractices(e.g.balancingon ledges,or jumping from one
ledgeto another), should be prohibited by a clause in toatract.

It is decided that mechanical access equipment is to be used then the contractor must demonstrate suitable
experience on the use of equipment. Wherever possible systems of cleaning which caddyeaken without the
need to work at height should be the first option.

Where eye bolts are present, test certificates require to be held by the School.
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Where certain window cleaning can be carried out safely by School staff membists agsessment must be
completed by the Departmental Manager.

TRAINING

School Staff who are involved in window cleaning duties require to be trained in the relevant risk assessments
according to their duties.

MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

Site SpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Window Safety

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Windows provide light and ventilation, howevesgrious injuries and fatalities have occurred when people have fallen
from or through windows in leisure premises. Window cleaning can be a potentially dangerous undertaking. Taking
into consideration the hazards windows can pose, the controls laid ogtbshould be considered to minimise any

risk:

HAZARDS

Fallingfrom height— pupils, staff,visitors.

Falling againstvindow/glass.

CONTROLS

Windowsthat are largeenoughto allow peopleto fall out should be restrained sufficientlyto prevent such
falls. The opening should be restrictéal 100 mm or less. Window restrictorshould only be ableto be
disengaged using a special tool or key. Window restrictors should be regularly checlsadefyr

Windows, glasdoorsand patio windows/doors shouldso befitted (in accordancewith building regulations
and British Standards) with toughenedsafetyglass or covered with a protectiwafety film.

Where assessment identifies the risk of falling against or through glazing, adequate precautions must be
taken. Thesamay include provisionof suitable safety film, replacement with safety glass qrovision of
barriers.

Accesgnay needto be restrictedto balconies that are not designed prevent people who are at riskom
climbingover.

Where window cleaningat height cannotbe avoided,you must first considerusingan existingplaceof work
that is already safe foexample,cleaningfrom inside windows orfrom a balcony. If you cannot find an
existing safe placeap work from, suitable access equipment should be provided. Where the risk of falling is
not eliminated byeither of these means, additional measures shouldtéleen to minimise the distance and
consequences of any fall by using the right type of fall aregstipment.

When planning and organisingwindow cleaningyou must avoid work at height where it is reasonably
practicableto do so,for example by using telescopiwaterfed poles or cleaning windowisom the inside.

Whenoutsidecontractorsare employedo clean windowsgareshould betakenwhile agreeing theontractto
include “safe systems of work,” copies of agreed co

Whichever method of window cleaning is used by the premises, the operatiost bl included in the
general assessment afks.

The Maintenance Manager and/or Departmental Managmgether with the contractors should make an
initial inspection of the premiset® agree the method of acce$s the outside of thewindows.
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TRAINING

All thoseworking at height must have the right skills, knowledge and experience. The requirements for specific
competenceswill depend on the work beingdone, e.g. a window cleanerinvolvedin abseilingwill require different
skills, knowledge and experienfrem someone only involved in cleaniggoundfloor windows.

Those monitoring the safety of windosgstrictors should be competent.

MONITORING AND REVIEW

Risk assessments will be reviewed followingaacidentor significant change in equipment or tasks and in any case at
least annually.

Site SpecificControls in Place:

Assessor Signature: CompletedDate:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Work at Height

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

Working at height meansworking in any place where, if there were noprecautionsin place,a person could fall a
distance liablé¢o cause personajury.

Use of Ladders

Theuseof ladders,includingstep-ladderswithin the Schoo$ may createa hazardto pupils,staff, guestsand visitors.

Staff must be aware of the hazards associated with the use of ladders and ensuthethearry out the work safely
by their correct use. Eventime a ladder is used, a pnese check shoultbe undertaken. Thse checkshould be

carried out by theuser beforeusingthe ladderfor a work task and after something haschangede.g. moving from a

dirty areato aclean area (checking the condition of the feet).-Bse checks shouldclude;

Feet - check thatfeet are not missingdamagedorworn.
Platform- checkthat the platform isnot split or buckled.

Steps/treads ensure steps are not contaminated causthgm to be slippery.

=)

Strength and Stabilityensure fixings are not loose causingpitollapse.
Stiles- ensure stiles are not bent @amagedcausing ito buckleor collapse.

All ladders will be constructetb meet the requirements of the British Standards (BS), markedordinglyand a

record kept of compliance. Formal inspectionsof ladders should be carried out by a competent person and all
inspectionsshould be recorded. The Maintenance Manager is responsible for ensuring that all ladders are checked
regularly.

Use of Mobile Elevated Working Platforms (MEWPSs) and Equipment

This is aspecialist activity which needs extreme care and a confirmed maintenance standard for equipment. Any staff
using the equipment must be fully trained and competency certificates retained. Reference to manufacturers
operating instructions should be used wheompleting risk assessments and establishing safe systems of work.
MEWPS that have been supplied by another business or rental company must be accompanied by a clear indication of
when the last thorough examination has been carried out.

Scaffolding

All portable scaffolding units will comply with the construction requirements of British Standards for portable
scaffolding platforms. They must be correctly assembled with adequate-brassig and lockable wheels. Staff will
only be authorised to use this agpment if they have received appropriate training. This training must be recorded on
the staff training record. Any additional certificates should be retained for inspection. It will not be erected when staff
and customers are in the immediate area. Therkvarea will be cordoned off and adequate side protection provided
to prevent materials from falling.

Roof Work

Extreme care must be taken when working on the roof of a premises. These are out of bounds areas for all staff and
students except the Mainteance Manager or contractors. The roof areas access must be kept locked. Ladders, doors

151



SET SCHOOLS HEALTH AND SAFETY POLICY

and walkways must be well maintained. Clear marking of walkways and handrails will be provided. Edge protection
may also be necessary given the girstances.

Attention must be paid to Fragile Surfaces. Where persons are working near or on fragile surfaces effective controls
and awareness must be established.

Every task undertaken on the roof will be risk assessed. The correct use of PersdpadtEeflon Systems should be
included within a specific risk assessment of the task.

Fall Arrest System

The Fall Arrest System enables the user to undertake work, such as on the edge of a roof, in order to carry out
maintenance or repair. Should the udafl at any point the fall will be arrested allowing the user to be rescued or self
rescue. This system normally consists of alfatly harness and lanyard with some form of inline shock absorption
capability. The forces in place are considerably higii@n when a Restraint system is used.

Restraint System

The Restraint System stops the user from falling, by preventing the user from getting into a position where you can
fall. The lanyard length should be set or adjusted so that the user cannot gea isilmation where a fall arrest is
required.

HAZARDS

Hazards with working at height include;
Falling objects wheworkingat height.
Risk of falling near fragigeirfaces.
Overloading risk when dadders.
Workers falling when not following theorrectworkingat heightprocedures.
Defectsoccurringwith poorly maintainedequipment.
Ladders not fit fopurpose.

Incompetency ofisers.

CONTROLS

The Maintenance Manager should ensure that equipment installed and assembled has been inspected in the correct
position by a competent person.

Any equipment that is exposed to conditions where it can deteriorate and may result in a dangerous situation
occurring should be inspected at suitable frequencies appropriate to the environment and its use.

Preuse checks shuld be carried out for items such as ladders.

Where people are being lifted by equipment e.g. MEWPs, this equipment must be examinechansity intervals to
comply with The Lifting Operations and Lifting Equipment Regulations and in accordance avithuni act ur er
instructions.

TRAINING

All personsthat engagein any activity in relation to work at height or work equipment for usein working at height,
must becompetentto doso.Thiscanbe achievedbyreceivingthe necessaryraining,beingsupervisedoya competent
person or selecting competewbntractorsto carryout theworks.

Low risk, shorduration tasks (typically less than 30 minutes) will require appropriate training and instruction on how
to use the equipment safely. This knowledgeuld include identifying defects and carrying out juge checks.
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For more complex tasks, a higher level of competency is required. Plans of how to assemble equipment may be
required, along with training and certification schemestrrade associations and industry.

MONITORING AND REVIEW

Risk assessments will be reviewed followingacidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SAFE OPERATING PROCEDURES (SOP)

ACTIVITY: Work Equipment

(NOTE: The Safe Operating Procedures must include reference to the relevant risk assessment)

INTRODUCTION

The School recognises that certain plant and work equipment within the premises are potentially dangerous and
require special attention to avoid the risk of accidents throughout the School.

Work Equipment

Work equipment is defined as any nimcery, appliance, apparatus, tool or installation for use at work, whether
exclusively used at work or not. This definition includes everything from simple hand tools, to complex pieces of
machinery e.g. hammer, chisel, drill, saw, lawnmower, ladderstiutor are all included. In a catering environment
dangerous equipment includes fryers, brat pans, dishwashers, knives, slicing machines etc.

These pieces of work equipment can be powered by electricity, gas or hydraulically operated and also could be
pressurised. In some cases, reference must be made to the other relevant sections within this policy.

HAZARDS

Loads falling when being moved by weduipment.

Persons being crushed, entrapped by a moving load or eauikpment.
Persons being hit and injurd®y moving parts ofmachinery.
Equipmentmaydevelop faults du¢o poor or nomaintenance.
Burnsand scald$rom cateringequipment.

Cuts andacerations.

Slips, trips andalls.

CONTROLS

A specific risk assessment must be produced for work equipmentasligguate controls identified and implemented
to ensure the safe use of such equipment.

Controls include;

Ensuring that all equipment is suitable for purpose, safe for use and is maintaineddrdancevith
manufacturer’”s instructions.

All team members ae trained so thatthey are competentto use work equipment in a safe manner and in
accordancevi t h ma n uidstauctions.r er ’ s

No person under the age af8 mayuse or clean dangerous machines and anyone d8awho uses them
must beproperlytrained. Thistraining will be recordedin the staff personneffile andin the departmentfile.
Training will onlybe done by a Competent Person or trainedpervisor.

Under no circumstances are the dangerous machiod® operated unless atlafetyguards are iposition.
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Whencleaning dangerous machines, ensure the machine is switched off and the plug refraowdtie
mains sockets or the electrical supEglated.

Takeextracarein handling dangerous or sharp parts of machinery whlemning.

Before commencing use of the dangerous machine, always ensure thatbeaaseassembledcorrectly.
Report any faults, electrical or mechanidaimediately tothe Line Manager/Supervisor.

Ensure that warning signs and information displayed.

Underno circumstancesvill anycontractoruseanyofthe u n i dang€rousnachinesor work equipmentunless
he has been called in to maintain or repair it.

Maintenance of Work Equipment

All work equipment is to be maintained so that it is safe attiales. The frequency and maintenance regime will
depend upon the type of equipment. Simple hand tools will usually require minimal maintenance but may need repair

or replacement parts at intervals. More complex equipment will normally be accompanied bjmeh@ uf act ur er
instructions manual which will specify routine maintenance procedures. A Planned Preventative Maintenance (PPM)
scheme should be established that includes all dangerous machinery and work equipment. This can include the use of
the Compliane Diary format that can be found on NAVITAS Compliance Homepage.

Inspection of Work Equipment

Inspections should be undertakéo identify whetherthe equipment can be operated, adjusted and maintained safely
and that any deterioration can baetectedand remedied before it results in unacceptable risks. The requirement and
frequency of inspectionsshould be outlined in the ma n u f a cihstructems. Vork equipment that posesa
foreseeable risk of majanjury resultingfrom a faulty installation, should be inspectedter installation and before
being put into service for the firdime. Some pieces of equipmembhay require more frequent formal inspections,
however, visual preise inspections should be undertaken for all gopént and these inspections should be recorded.
Theextentof the inspection wilbe determined by a Competent Person, or by appropriate specificasskssments.

TRAINING

All maintenance and inspections must be carried out by a competent person whbadgsialification, experience
and has received the relevant training. This must be appropriate to the individual piece of work equipment. Details of
the competent person(s) should be recorded at the front of this policy.

MONITORING AND REVIEW

Risk assessme&nwill be reviewed following aaccidentor significant change in equipment or tasks and in any case at
least annually.

SiteSpecificControls in Place:

Assessor Signature: Completed Date:

Manager Signature Completed Date:
(if different to assessor):
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SECTION-CHEALTH AND SAFETY FORMS

Found in the Documentation Library within NAVITAS Compliance.
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FORML1.
FORM2.
FORMS.
FORMA4.
FORMS.
FORMG.
FORM?7.
FORMS.
FORMO.
FORM10.
FORM11.

applicable)

FORM12.
FORM13.
FORM14.
FORM15.
FORM16.
FORM17.
FORM18.

HEALTH AND SAFETY FORMS

Departmental Filéndex

EmployeeDeclaration

Six MonthlyHead Declaration

COSHH Rigkssessment

Manual Handling Rigkssessment

DSE Riskssessment

Young PerAssesamest Ri s k
Newand Expectant Mothers Rigkssessment
Site SpecifilRiskAssessmentonline ifapplicable)
RIDDOR Reportirigprm(online if applicable)

Accident Investigatiofrorm(online if

Contractors Signintn andConditions
Permitto Work

Statutory PlanRegister

Electrical Checks and Appliance Testihgg
Control ofLegionella

Health Assessment

Monthly Departmental Hazarthspection
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SECTION-DWHAT TO DO IF?

158



SET SCHOOLS HEALTH AND SAFETY POLICY

WHAT TO DO IF THE ENFORCEMENTER VISITS/TAKES
ACTION?

Anenforcement officemaybe an EnvironmentaHealthPractitioner (EHP) often known as afeHO- or
technical officer with additional skills Health& Safety, or alternatively an inspectiom the Healthand
Safety Execute. These enforcememfficershave the righto inspect without givingotice.

Don’ t pani c. Ma ny wmeastiohelpyoa.r e routine and ar e

If you are very busy and/a@hort-staffed you can ask fahem to come back at a betteime. However, if
theyinsist oncarryingout the inspection you must ldhemin.

Introduce yourself and check their identificatioard.

Ask whythey have visited, where/whathey want to seeand if there is any paperwork or documents you
will need toshowthem.

Showthemthe page in this manuahformation for managersand enforcemenbfficers

Accompanythe enforcementofficer duringthe visit. Takea pen and paper asyou might want to make
notes about things pointed oubyou.

Do n’ temptec&torusht hi ngs and don’t volunteer tooteywch in
have,truthfully.

Showthem any paperwork or documentiey wishto see.

At the end of the visit askhem to summarise their findingsThey maycomplete aninspectionsummary
form and giveyou a copy.If youd o nuhderstandsomething,ask. It is part of their job to explainand
ensure yolknow what is goingon.

Complete the Enforcement Officer ViBibormwhilst the officer igpresent.
Find out ifthey are goingo come back-if so,when?
Ask ifthey are goingo take anyother action—if so,what?

Record details of the visit dNAVITAS ompliance.

If the enforcement officer:
Leavesahandwrittenreport / sendsyoua letter

Action any items that they state are legafjuirements as soon as possible and certainly within the date given.

Consider whether any recommendations are practical for the operatiastion if they are. Send the report to
General Manager.

Visitsbecauseof a complaint or a RIDDOBport

Askwhethert hey wi | | rel ease the complainant’s detoth¢é |l s at
Headof Operations or equivalent so th#tey can writeto apologise ihecessary.

It is a good idea for the Head of Operations to contact thioerement officer within two weeks to check the
progress of their investigation. This demonstrates that the School takes Health and Safety seriously and will
ensure that you are fully aware if they intend to take further action.

Cautionsyou or a teammember
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A caution is when an enforcement officer says to you
you, if you fail to mention when questioned somet hi ng

Apart from giving your nameddress and position, do not answer any further questions.

Explain that you are not authorised to answer questions under caution on behalf of the School and that they
should contact theHeadand/or to arrange an appointment. Advise the Enforcement Offibat the Headwill be
happy to arrange an appointment to answer any guestions.

ServesanIimprovementNotice (FormalNoticeRequiringWorksto be
completed) Follow the procedures outlinedwhat to do if anenforcement
officer visits. Check that you understand what exactly néeds doneand by
when.

Contact the Head of Operations immediately to inform them of the details.

If youare ableto complete anyworks prior to the expiry date, the Headof Operationswill invite the officer in so
that if they are not satisfied you still havene to put it right.

If you do not feel you will be able to complete the works on time, the Head of Operations will contact the officer
to ask for an extension and ask them to punitvriting.

I f you do not agree that the notice should be served
back and seek legal advice.

Serves/intenddo serve a prohibitiomotice
Follow the procedures outlined in what to do if an erdfement officer visits.

Check that you understand what exactly you need to do before the equipment of activity can recommence.
Contact the Head of Operations immediately to inform them of the details. Do this whilst the officesigon

The Head of Opations will contact the officer as soon as the work is complete so that they easite

If you do not agree that there was a serious risk of personal injury, the Head of Operations will seek legal advice.
Invitesyou or a team membeto aformal interview

This is an interview under caution and your answers could be used in evidence in Court. Do not accept the invitation.

Advisethe EnforcementOfficerthat the Head or Headof Operationswill be happyto arrangean appointmentto
answer anyjuestions.

Asksyouto do something not listed above

Immediatelycontactyour Headof Operations.
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WHAT TO DO IF AN AUDITOR FROM THE NAVITAS/ESB VISITS?

Audits are carried out regularly by our EnvironmemiahlthConsultantsTheywill carryout in-depth
inspectiongo check that legal an&choolstandards arenet. These audits arenannounced.

Introduceyourself and check their identificatiarard.
Ask where/whatheywantto seeand if there is any paperwork or documents you wied toshowthem.

Accompanyhe auditor duringthe visit. Takea penandpaperasyoumight wantto makenotesabout
things pointed outo you.

Answer the questionthey have, truthfully. Use the audit as an opportunityask questions antb raise
anyconcerns Remembethese consultants are employed by tBehoolto help you.

Showthem any paperwork or documentkey wishto see.
Atthe end of the audit asthem to summarise theifindings.

Ensure that all the points are actioned within the tirseales agreed and that actions are signed off on
NAVITA€ompliance websiténttps://compliance.navitas.eu.com

The auditor will contact théleadof Operations by telephone if there are any critiedures.
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WHAT TO DO IF THERE IS AN INCIDENT, ACCIDENT OR A NEAR
MISS?

Immediately after the incident, accident or neaniss

Ensure that a first aider and ambulance are caltegrovide medical assistance ifiecessary.
Takecorrectiveany actionto prevent further accidents ancidents.

Inspect the scene and interview any witnestethe accident.

It maybe appropriateto take photographs for future

referenceReportingof Incidents/Accidents

All incidents, accidents and near misses however minor, must be entered immediately into the Accident Book.
Even the most minor injury must be recorded since it is possible for coriptisgo set in at a later date and nen
reporting of the original injury could have legal repercussions. The School Medical and First Aid Policy must then
be followed.

If you are not certain about the correct course of action which should be taken, ¢cddfa¢ITAS/ESB for further
advice.
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WHAT TO DO IF THERE IS A FIRE?

Sound thealarm.

Turn off gas appliances (theneaybe an emergencgut off button on theexit).

Onlyif you havebeentrained and it is saféo do soshouldyou usethe firefightingequipment.
If you are dire marshal completeyour duties as trained by th€lient.

Leavethe buildingimmediately (donot return to collectpersonaleffects)by the nearestfire exit. Closeall
doorsbehind you and dmot use alift.

Checkdoorsanddoor handles for heat befor@pening.

If smokeblocksyour primaryexit, useanother one. If youmust exit through smokestaylow bycrawlingon
your hands andknees.

Onceoutside gato the fire assembly point and do not +enter the building untifire brigade say it is saf®
do so.

Check that all of théeamhaveexitedthe building safely, if anyone is missingorm the fire brigade.

The Head of Operations should be contacted immediately the incident should be reported onto NAVITAS
Compliance.
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WHAT TO DO IF MAINTENANCE IS REQUIRED OR EQUIPMENT DEFECTIVE?

If the fault is urgent it should be reported by telephoinemediately tothe Maintenance Manager and/or the
Headof Estatesand the serviceontractor.

A Maintenance and Defect Repdtbrmshould be completed in every case and tbem numbered
chronologically.

Equipment faultsnayalso be recorded bieammembers on the Daily Reco&heet.
Theform should beemailed tothe Maintenance Manager dieadof Estates.
Oncethe workshavebeencompleted the completion date should be addedhe log.

If the repair remains outstanding/ not actiondlden the Departmental Manager should follow up with the
Maintenance Manager and/drleadof Estates.
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SECTION-APPENDIX
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SOP REVIEW TABLE

SOP Date Completed First Year Review | Second Year Third-Year
Review Review

Asbestos Controls

Bar Safety

Barbecues

Bodily Fluids,
Sharps &
Contaminated
Linen

Car Park/Vehicles
on Site

Confined Spaces

Contractor
Controls

Control of
Substances
Hazardous to
Health

Display Screen
Equipment

Driving
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Drone Safety

Electrical Safety

Employee Groups

External Snow and
Ice

First Aid &
Accident
Reporting

Gas Safety

Glass & Crockery

Grounds
Maintenance

Helicopter
Landings

Kitchen Safety

Knife Safety

Lifts & Lifting
Equipment
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Lone Working

Manual Handling

Meeting Room &
Function Setup

Movement of
Cash

Noise at Work

Occupational
Health

Office Safety

Open Water

Outside Furniture

Personal
Protective
Equipment

Pressure Vessels
and Systems

Prevention &
Control of
Legionnaires
Disease

Slips, Trips & Fallg
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Structural Controlg

Tree Management|

Use of a Deep Fat
Fryer

Use of
Dishwashers

Use of Open
Flames

Violence at Work

Waste Oil Disposa
and Storage

Window Cleaning

Window Safety

Work at Height

Work Equipment
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Author(s): Head of Operations

Review frequency: Yearly or asequired by legislation

Review and ratified date: | Michaelmas Term 202@pproved byFAR 04.10.20

Review due by date: Michaelmas term 202

References: HASAWA (1974); MHSWR (1999); HSE ACOP
(http://www.hse.gov.uk)); Navitas/ESB
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