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It is the policy of Maine IPS to provide and maintain safe and healthy working conditions, so far as is reasonably practicable, for all staff, pupils and visitors and to encourage a safety culture within the school.

Rationale

Where reasonably practicable this Policy will seek to provide and encourage:
· A safe place of work, safe access to it and safe egress from it;
· Plant, equipment and systems of work that are safe;
· Safe arrangements for the use, handling, storage and transport of articles or substances likely to cause harm;
· Sufficient information, instructions, training and supervision to enable all employees to avoid hazards and contribute positively to their safety and health at work;
· A healthy working environment;
· Adequate welfare facilities.

A No Smoking Policy will operate within the school and its grounds.


Responsibilities

BOARD OF GOVERNORS

Governors have a statutory responsibility under the Health and Safety at Work (Northern Ireland) Order 1978 for ensuring that the board’s Safety Policy is both understood and implemented in schools under their control and that risk assessments are carried out to address significant risks.

In the discharge of their statutory responsibilities Governors must ensure:
· That all teaching staff recommended for appointment by them hold appropriate qualifications both to teach the subjects required of them and to use the necessary equipment and machinery;
· That both teaching and non-teaching staff are provided with regular training that will assist them to work safely;
· The maintenance of procedures for the safety of both teaching and non teaching staff under their control;
· The maintenance of procedures for the safety of all persons using the premises under their control;
· That an inspection of the school premises and equipment is carried out once per year and any concerns are reported to the Principal.
· The prompt and efficient maintenance of all equipment and non-structural repairs
· That contractors who are carrying out work in school carry out their undertakings in a safe manner so as to ensure the health and safety of all personnel on the premises;
· That all equipment and materials either purchased or acquired by them are suitable and safe for their intended use;
· That both teaching and non-teaching staff are issued with a copy of this Health and Safety Policy.
PRINCIPAL

The Principal is responsible for the day to day application of this Safety Policy both for teaching and non-teaching staff.

In the discharge of this responsibility the Principal shall:

· Ensure that all teaching staff hold appropriate qualifications both to teach the subjects required of them and to use the necessary equipment and machinery;
· Ensure that both teaching and non-teaching staff are provided with regular training that will assist them to work safely;
· Ensure the provision and maintenance of procedures for the safety of both teaching and non-teaching staff who come under their control;
· Ensure that all staff are aware of any instructions or safety advice pertaining to their particular discipline issued by either the Board of Governors or the Department of Education;
· Ensure that all safety reports pertaining to the school are understood and that the detailed work has been completed;
· Ensure that adequate arrangements exist for carrying out regular fire drills and that all staff participate in and are aware of such arrangements;
· Report to the Board of Governors all defects and hazards which are its responsibility;
· Ensure that safe systems of work are used by contractors or persons carrying out inspections or non-structural repairs which are the Governors’ responsibility.
· Report to the Board of Governors all defects and hazards which cannot be dealt with by school staff
· Ensure that all accidents to teaching and non-teaching staff are reported promptly to the Board of Governors;
· Ensure that all staff operate safe working practices in the execution of their duties.

In the absence of the Principal, the Vice-Principal  will assume the role.


TEACHING STAFF
Each member of the teaching staff has a responsibility to exercise care and attention regarding the safety of themselves and pupils under their control.

In the discharge of this responsibility all teachers shall:

· Ensure that they take reasonable care during their work activities to avoid accident or injury to themselves, other members of staff and pupils;
· Observe all safety instructions and advice issued by either the Board of Governors or the Department of Education;
· Observe all safety rules relating to specific machinery or processes;
· Ensure that all protective clothing and equipment as required is both available and used by themselves and pupils;
· Report all potential hazards affecting health and safety to the Principal;
· Report all accidents to the Principal and ensure that Accident or Incident Report Forms are fully completed;
· Co-operate fully with the Principal on all matters pertaining to Health and Safety;
· Exercise effective supervision of pupils and know emergency procedures in respect of Fire, First Aid etc;
· Know the special safety measures to be adopted in their own teaching area and ensure they are applied;
· Give clear instructions and warnings as often as it is necessary;
· Follow safe working procedures personally;
· Make recommendations to the Principal on the provision of safety equipment and on improvement to plant, tools or equipment which is dangerous, or potentially dangerous.


ALL EMPLOYEES

All employees have a responsibility to exercise personal care and attention for the safety of themselves and others and to co-operate with their employer in the execution of this policy.

In the discharge of this responsibility employees shall:
· Perform their duties in a safe manner and pay particular attention to the Safety Procedures documented;
· Report all accidents and injuries to their supervisor as soon as possible;
· Obtain adequate treatment as soon as practicable if injured;
· Report all defects in equipment and protective clothing and potential hazards to their supervisor;
· Assist in the investigation of injuries and accidents;
· Observe all the safety rules of the school.

School Security
Access to the school is by two gates fitted with a magnetic combination lock, one of which can be operated from the school office. This lock is “on” during the school day and anyone entering the building at this time is required to identify him/herself, and report to the secretary’s office or the Principal. This in no way detracts from the open-door policy of the school. All adults working in the school and potentially carrying out regulated activities with children (including parents working as volunteers) must undergo a police check.

Safety of Children 
· It is the responsibility of teachers to ensure that curriculum activities are safe. 
· Pupils are only taken off the school site with prior permission of parents. 
· The school’s Code of Conduct and school rules have been written with the safety of all in mind and must be adhered to. 
· Children are taught to have care and consideration for themselves and others: 
· in the classroom 
· using equipment 
· moving around school 
· carrying out investigations 
· on educational visits 
· Children are supervised in the playground, each morning, from 8.45am and at morning break by members of staff. 
· Children are supervised at lunchtime, by lunchtime supervisors/assistants. 
· A member of staff is on duty each day, after school, to ensure that all children are collected. 
· Children entering or leaving school during the school day, outside of normal hours, must be signed in/out using the book located in the secretary’s office.

Car Parking
All parents and visitors to school can avail of the school car park. Children must be dropped off in the confines of the car park, in designated parking bays, each morning and use the designated crossing areas and pathways to get to the school gates. There is to be no parking around the school gates. Please refer to the school car park guidelines for more information.

Accidents 
· In the event of an accident, resulting in an injury to a child or adult, all incidents are recorded in the First Aid/accident folder. More serious accidents/incidents should also be reported to the principal. 
· When an incident involves injury to a child, this will be dealt with by either the member of staff on duty or the child’s own teacher. 
If there is any concern about the injury, one of the trained first-aiders must be consulted, the trained first-aider is: Mrs Kitson
· When dealing with an injury, staff must always wear disposable gloves and ensure that any waste is disposed of securely. 
· If there is any concern whatsoever about the injury, the school will contact the parent. 
· If the parent cannot be contacted, then, if the school deems it necessary, the family doctor or emergency services will be contacted. 

NB: Each year parents or guardians update the data collection form. The information given on this form is very important, especially in the event of an accident. Parents/Guardians must ensure that the school office is notified immediately if there are any changes, particularly in a child’s health, the family doctor and especially contact numbers. 

First Aid Supplies
Mrs Woodin is responsible for checking the contents of the First Aid boxes on a regular basis. All staff are responsible for notifying Mrs Woodin if supplies in any box are running low. The First Aid boxes will contain the following: 
· Bandages 
· Single plasters 
· Sterile gauze 
· Disposable gloves
· Cold Packs 
· Tissues

Fire/Emergency evacuation 
· Fire drills are carried out once per term
· All staff and pupils participate in and are familiar with the procedures 
· Each classroom has a specific exit route which is known to pupils and emergency evacuation procedures are posted on the back of each room door (or beside each door) in the school.
· Classes muster, with the class teacher, in the playground at their designated line up position. 
· Classes only return to the building when told to do so by the person in charge. (Principal or most senior member of staff) 
· In the event of a real emergency, the school secretary will be responsible for contacting the emergency services. 
· The school is fitted with fire alarms; one at each exit 
· Fire extinguishers are located at various points around the school. 
· The Staff room is equipped with a fire-blanket. 
· All fire extinguishers, blankets and alarms are checked annually by EA approved engineers.

The Building Supervisor 
· The building supervisor, under the supervision of the Principal, is responsible for ensuring that the building provides a safe and healthy environment for the staff and pupils. 
· The building supervisor and her staff maintain a clean and tidy building and grounds. 
· Any minor repairs are completed by the caretaker or through the use of authorised contractors. 
· The building supervisor will ensure that; 
· all locks and catches are in working order. 
· the security system and fire alarms are in working order. 
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