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1. GENERAL POLICY STATEMENT

1.1 Within this policy ‘we’ and ‘us’ means the Federation.

1.2 This policy is based on the Department for Education’s guidance on Health and Safety
advice for schools.

1.3 We regard the promotion of Health, Safety, Welfare and Environmental Protection as a
mutual objective for us and our employees at all levels. This policy shall be reviewed at least
annually or as legislation changes.

1.4 ltis our policy to do all that is reasonable to prevent personal injury and hazard to health by
protecting persons including the public from foreseeable work and environmental hazards in
so far as they come info contact with us or our work.

1.5 In particular we undertake to:

1.5.1 Provide and maintain safe and healthy working conditions, as is reasonably practical
and comply with statutory health and safety requirements.

1.5.2 Adhere to appropriate local and national health and safety standards.

1.5.3 Provide fraining, instruction, information and supervision to enable employees to
perform their work safely.

1.5.4 Control emissions to the atmosphere and disposal of waste materials so as far as is
reasonably practicable and comply with statutory environmental health legislation.

1.5.5 Assess the risks associated with substances used in the course of our business and
advise on the Health and safety precautions to be taken.

1.5.6 Provide necessary safety devices and personal protective equipment and provide
instructions on their use.

1.5.7 Carry out regular inspections of the workplace and take appropriate action to
safeguard against hazards and eliminate / reduce the risk of accidents.

1.5.8 Carry out audits to ensure our Health and Safety and Environmental Policies and
Procedures are being complied with.

1.5.9 Maintain a constant and continuing awareness and interest in health and safety and
environmental matters.

1.5.10 Actively participate in developing occupational health and safety standards within the
organisation and through involvement with external organisations.
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1.6 Employees have a duty to:

1.6.1 Take reasonable care of the environment and the health and safety of themselves and
other persons who may be affected by their acts or omissions whilst at work.

1.6.2 Co-operate in performing any duty or comply with any requirement in the interests of
health, safety and environmental protection and in particular by:

e Using the personal protective equipment provided.

e Reporting incidents that have led or may lead to injury, or may be a hazard to
health or the environment and by co-operating fully in the investigation of
accidents and with the introduction of any measures taken to prevent recurrence.

e Carrying out their work in such a way so as not to put the health and safety of
the users of our equipment at risk.

e Carrying out our policy and procedures, ensuring a safe place of work.

2.  ORGANISATION

2.1 Every employee has a responsibility for carrying out our Health and Safety Policy. In
particular, specific responsibility is assigned as follows:

2.1.1 Executive Principal

Overall responsibility for ensuring compliance with our Health, Safety and
Environmental Policies. Responsible for promoting health and safety awareness and
ensuring that employees use safe working methods and procedures at all times.
Investigating and reporting hazards, ensuring that suitable action is taken to eliminate
or minimise the risk of accidents, responsible for providing day-to-day instruction on
safe working methods.

e Accident investigation and reporting.

e Workplace safety inspections.

e Ensuring employees are provided with suitable personal protective equipment.

e Ensuring that employees are aware of any hazards or risks involved with any
material, equipment or substance used and that proper precautions are taken
where necessary.

The Executive Principal has overall responsibility for ensuring compliance with this
policy.
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2.2 Operations Director

. Ensuring that electrical hand tools and equipment are regularly tested and recorded in
line with our policy.

e Ensuring that all work equipment is examined regularly and tested in line with statutory
requirements.

e Responsible for ensuring the monitoring of emissions to the atmosphere through air,
drains and local sewers from premises.

e Responsible for ensuring fire/emergency procedures and equipment are in place and

that procedures are communicated to all employees, sub-contractors and visitors along
with the provision of suitable training in the use of fire/emergency equipment for all
employees.

2.3 All employees

e Must take reasonable care for the health and safety of themselves and other persons,
including the public, who may be affected by their acts or omissions whilst at work.
e Avre responsible for observing Health and Safety and Environmental Policies and

Procedures, reporting accidents, dangerous occurrences and conditions promptly to
supervision. Ensure proper use and care of personal protective equipment supplied in
the interest of health and safety. Ensuring proper use of work equipment and
machinery and adhering to safe systems of work.

e Must assist in promoting health and safety and environmental awareness.

2.4 Pupils and parents

Pupils and parents are responsible for following the Federation’s health and safety advice on-
site and off-site, and for reporting any health and safety incidents to a member of staff.

2.5 Sub-contractors

Sub-contractors who employed by us are required to comply with requirements of all relevant
health and safety legislation and in particular with:

. taking reasonable care for the health and safety of themselves and other persons
including the public who may be affected by their work;

e using safe systems and methods of work;

e providing suitable personal protective equipment;

. reporting accidents and dangerous occurrences promptly in line with statutory

requirements.

It is our policy that sub-contractors employed by us have the same level of health and safety
cover as us and are to provide information on safe systems of work, including method
statements and risk assessments for potentially hazardous work tasks that may be carried out
at our premises.

For safeguarding purposes contractors must be DBS checked and escorted to their place of
work and around the buildings. Any non-DBS contractors must be escorted at all times.
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3. ARRANGEMENTS
3.1 Training

All employees will be interviewed and assessed during annual performance reviews to
establish their training requirements. Records will be kept and a training programme will be
established giving priority to the most hazardous areas and to the needs of young and/or
new employees. No person will be permitted to use an article of plant unless they are
selected and trained to do so. In addition, they will not be permitted to operate any
machinery, apparatus, tool or installation until appropriate training has been provided.
Arrangements will be made, where necessary, for suitable training of staff in the use of the
firefighting equipment and its proper maintenance. Where appropriate, Management
provides new employees with suitable health and safety induction training on the first day of
their employment or as soon as possible thereafter, advising on health and safety hazards
and explaining safe systems and methods of work. Where necessary employees are
provided with suitable personal protective equipment and record the issue of such equipment
in the Health and Safety file.

3.2 Health and safety promotion

All employees are responsible for promoting a positive and active attitude and approach
towards health and safety at work and environmental protection. The management will issue
information and advice regarding health and safety matters to help employees keep abreast
of current issues and new initiatives. The Executive Principal and supervisors will constantly
enforce the need for safe working on our premises.

3.3 Housekeeping

Good housekeeping and sensible safety precautions are the foundation of the Health and
Safety Policy and everyone must play their part. All employees are responsible for
maintaining a clean and tidy workplace. Good housekeeping is vital in all work areas.
Clutter and untidiness increases the risk of trips and falls and is often a fire risk. The standard
of housekeeping usually indicates how well a job is managed.

A CLEAN WORKPLACE IS A SAFE WORKPLACE
3.4 Hazard and risk assessment

We have a duty to identify hazards at work and assess the risks of accidents occurring.
Hazard and Risk Assessment will be carried out in all work areas. Management will ensure
that such assessments are carried out by competent persons. In all cases, steps must be taken
to eliminate the risks identified wherever possible. If elimination is not possible, suitable
control measures will be intfroduced to minimise the risk of accidents. Hazard and risk
assessment must be reviewed when significant changes in the working environment or
working processes occur.
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4. RISK ASSESSMENT PROCEDURE

4.1 The Management of Health and Safety at Work Regulations requires all risks arising out of
work activities to be identified, assessed and controlled as required. Furthermore, legislation
requires that risk assessments are recorded and reviewed periodically. However, risk
assessments should not be arduous - they should be simple documents that capture risks and
what should be put in place to reduce or eliminate risks.

4.2 Risk assessments help us focus on the risks that really matter in the workplace — the ones with
the potential to cause real harm. In many instances, straightforward measures can readily
control risks, for example ensuring spillages are cleaned up promptly so people do not slip,
or cupboard drawers are kept closed to ensure people do not trip.

4.3 It should be noted that risk assessments not only apply to employees but also to others who
may be affected by the Federation’s operations, such as visitors, pupils and contractors.

4.4 The regulations require employers to give special consideration to new and young
employees, new and expectant mothers, and people with disabilities as these groups may be
more vulnerable than the majority of the workforce.

4.5 The law does not expect all risks to be eliminated, but all schools are required to do
everything ‘reasonably practicable’ to protect people from harm.

4.6 How fo assess health and safety risks in your workplace

4.6.1 Arisk assessment is a careful examination of what, in your workplace, could cause
harm to people. You can then decide whether you have taken enough precautions or
if you need to do more to prevent harm occurring. This is the first step to making the
workplace safe and healthy and the aim is to make sure that no-one gets hurt or
becomes ill.

4.6.2 Follow the five steps:

e Step 1: Identify the hazards

e Step 2: Decide who might be harmed and how

o Step 3: Evaluate the risks and decide whether the existing precautions are
adequate or whether more should be done

e Step 4: Record findings

e Step 5: Review assessment and revise if necessary
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4.7 Definitions

Risk assessment terminology tends to be standard and will be familiar to many but, to ensure
clarity, an explanation of each term follows:

. Hazard: A hazard or danger has the potential to cause harm.

e Risk: The risk or consequence of the harm, loss or damage that might be caused by the
potential hazard.

e Llikelihood: The likelihood is the probability of harm occurring despite the existing
control measures being properly implemented.

e Severity: The severity rating is the assessor's judgement of the level of risk and the
priority that needs to be given to dealing with it.
e Review: Risk assessments should be reviewed at least annually to ensure that the

control measures are still adequate and effective. If the activity changes in some way
then the assessment may need to be reviewed sooner.

4.8 Generic Assessments — These are assessments that have been completed for activities which
are common to many areas, e.g. working in a kitchen environment. Care must be taken
when using generic assessments fo ensure that they are totally relevant to local conditions.
The risk assessment should be practical and should involve employees. Local knowledge is
vital to enable the appropriate control measures/safe working practices to be put in place.

5. THE RISK ASSESSMENT PROCESS

5.1 Step 1: Identify the hazard. When reviewing an activity, look at the potential hazards. For
example, if painting classrooms, possible hazards include:

. Falls from height

. Slips

o Fumes, solvents

. Lone working

. Over-reaching on stepladders

5.2 Whilst the person carrying out an activity is likely to be most at risk it is also necessary to
consider whether others might also be affected. A common example of this is the cleaning of
floors in a school. Hazards will include the use of chemicals and moving of heavy equipment
by the cleaners, but the matter of wet floors and potential for slips and trips by staff or pupils
will also need to be taken into account.

5.3 Step 2: Decide who might be harmed and how

5.3.1 Remember that the aim is to identify additional control measures to reduce the risk so
far as is practicable.

5.3.2 The following is a hierarchy of control measures as specified in the HSE guidance on
risk assessment:

e Elimination is the complete removal of the hazard.
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e Substitution is replacing the activity by a less hazardous one. For example, the
risk of falling for a caretaker accessing guttering by a ladder can be removed by
the use of a cherry picker.

e Enclosure is moving the whole activity info a discreet area closed off from
personnel. The removal of asbestos in a sealed area is a familiar example.

e Guarding is the separation of the person from dangerous moving parts by a
mechanical guard.

e Safe Systems of Work are a written process which staff must follow in order to
control the risk. The procedure for fire evacuation is a safe system of work.

e Information, instruction and training are the means by which we ensure that staff,
as well as contractors and visitors, are made aware of the risks and understand
what is expected of them to control the risk.

e Supervision involves the regular checking of a person's work methods to ensure
that they are following the safe systems of work.

e Personal protective equipment is offen termed the last resort but in reality, it is
often an essential, additional control measure for many risks. The gloves
provided fo first aiders or goggles for those using science equipment are a
common example of essential personal protective equipment.

5.4 Steps 3 and 4: evaluate the risks and decide whether the existing precautions are adequate
or whether more should be done. Record the findings.

17 October 2024

Enter details of the activity to be assessed and consider who might be at risk.

List the hazards (dangers) that have been identified.

Assess the potential risks (outcomes) arising from those hazards.

Think carefully about the things that are already being done or need to be done to
control the risk and list these. It is perfectly acceptable to state that there is compliance
with an existing policy or procedure provided there are systems in place for monitoring
that compliance.

List the people who will need to know about the assessment. These will be those most
directly affected but other teachers or volunteers might need to know.

Finally, sign and date the assessment and also enter the review date and any
monitoring arrangements that might be considered necessary.
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5.5 The following example has been designed to show how simple a risk assessment can be:

FM Team - Painting Classrooms

RUTLAND AND DISTRICT
SCHOOLS' FEDERATION

SIGNIFICANT HAZARDS

ASSESSMENT OF RISK

No. | Type Significant Risk
Yes/No
1. Falls from height Yes '
2. Slips Yes '
3. Fumes, solvents — YVOC (Volatile organic No
compounds)

4 Lone working No -
5 Falling drops of paint Yes “
6 Over-reaching on step-ladders Yes “

ACTIONS TO BE TAKEN TO REDUCE THE RISKS

All works carried out during silent hours

Area to be painted cordoned off

Floor covering to be put in place

Paints used in line with manufacturer’s guidelines (oil based or water)

Area to be well ventilated

Appropriate steps/ladders used {checked for damage prior to use)

Safety Data/COSHH Assessment sheet

Flat shoes with well gripped soles to be worn
Eye protection to be worn if potential for dripping paint

No working at height to be carried out without second person present

17 October 2024
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o Staff to use step ladders correctly in line with current guidance

Date of Assessment: FILE REFERENCE

Signature:

Review Date:

Signature:

5.6 Step 5: Review assessment and revise if necessary

5.6.1 If risk assessments are to be effective they must lead to real change and improvement.
To achieve this, the following action should be taken:

e Inform all those who are affected by the most appropriate means, e.g. a revised
procedure at a staff meeting. It is highly recommended that all those to whom the
risk assessment has been communicated sign a form to confirm they were made
aware.

e Where a need for training has been identified, arrange this as soon as possible
and ensure that a record of the training is kept.

e Periodically check that the new procedures are being followed and also check
people’s understanding of them. If necessary, take disciplinary action where
there is willful non-compliance.

e Review the risk assessment at least annually and more frequently if there is some
significant change.

5.7 Risk assessment — a useful tool

5.7.1 Apart from making working practices safer, the risk assessment can also be used to
reinforce requests for resources, changes to work practices and improvements to
working environments.

5.7.2 Risk assessments can be used to justify the cessation of an activity if a significant risk
is present and no control measures are reasonably practicable.

5.7.3 Risk assessments can be used to influence perceptions and so allow an activity to take
place that might have been considered unsafe because the risks were not fully
understood.

6. SAFE SYSTEM OF WORK

6.1 We will provide a safe system of work and to this end will ensure that detailed instructions
and information is made available for all work/operations carried out by us. This will enable
all employees to carry out their tasks in a safe and efficient manner.
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6.2 Management of Health and Safety at Work Regulations 1999

We will undertake to make a suitable and sufficient assessment of the risks to workers and
others who may be affected by its undertaking and to record the significant findings of that
assessment. This record should represent an effective statement of the hazards and risks,
which then leads management to take the relevant action to protect the health and safety of
its workforce and others who may be affected.

6.2.1 This will involve:

e Ensuring that all relevant risks and hazards are addressed.

e Identifying and prioritising the measures that need to be taken to comply
with the relevant statutory provisions.

e Taking account of existing preventative or precautionary measures.

e Addressing what actually happens in the workplace or during the work
activity.

e Ensuring that all groups of employees and others who might be affected
are considered.

e Identifying groups of workers who might be particularly at risk.

6.2.2 The risk assessments will be used positively by us to change working procedures and
improve health and safety performance.

6.3 Reporting accidents and dangerous occurrences

e All accidents must be reported immediately to a supervisor and recorded in the
Accident Book (loose leaf accident forms are accessible on the computer network
shared area). Accidents and dangerous occurrences must be thoroughly investigated
by the Executive Principal to establish the cause and action taken to eliminate or
minimise the risk of re-occurrence. Cases of industrial injury will be reported to the
Executive Principal at the earliest opportunity.

e The appointed Health and Safety consultants must be informed of accidents and
dangerous occurrences and be given the opportunity to investigate and make
recommendations where appropriate.

. Reportable accidents and dangerous occurrences must be reported using form F2508.
This form is to be sent directly to the local area’s Health and Safety Executive Office
and a copy given to the Executive Principal.

. In addition, accidents and/or injury to personnel or the general public must be
reported to the Federation’s insurers. Reportable accidents and dangerous occurrences
that are for fatalities or major injuries only, may also be reported to the Incident
Contact Centre by felephoning: 0845 300 9923. The Operations Director has
responsibility for this action.
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6.4  Procedure in the event of serious or fatal accident:

This is a summary of the action to be taken in cases of a serious or fatal accident or serious
incident.

6.4.1

6.4.2

6.4.3

6.4.4

This procedure applies in cases where employees, in the course of their work, are
seriously or fatally injured and also in cases of a serious incident that may have
resulted in serious or fatal injury.

This procedure also applies in cases where persons not employed by us are involved
in a serious or fatal accident or serious incident directly associated with work carried
out by our employees.

Where an accident or incident occurs on our premises the employee or, in cases
where the employee is incapacitated, the first person on the scene of an incident or
accident must:

e  Contact immediate supervision by the quickest means. In cases when the
Executive Principal is not immediately available, the following information must
be obtained and passed on to the Executive Principal urgently:

- Name of caller

- Location and address of accident or incident

- Telephone number

- Name(s) of employees/persons involved

- Nature of accident or incident and current status of person involved
-  What action has been taken

In cases where the Executive Principal cannot be contacted, the information must be
given fo the management in ascending order of seniority. The Vice Principal must
assume the role of the foreman in respect of this procedure. This procedure does not
replace other Health and Safety procedures currently in force. You must also continue
to report all accidents in the usual way through supervision.

6.5 Protective clothing and equipment

6.5.1

6.5.2

6.5.3

17 October 2024

The Team Leader/Team Manager (TL/TM) will ensure that adequate supplies of all
necessary protective clothing or equipment are available in the workplace for issue as
required.

The TL/TM will ensure that any necessary protective clothing is provided before
employees are set to work. Any person in the workplace carrying out any process
which requires the use of protective clothing or equipment will be informed of our
policy or the statutory requirements and instructed not to continue working until
protective clothing or equipment is obtained. This applies to any sub-contractor as
well as direct employees.

The TL/TM will ensure that the protective clothing or equipment is suitable for the
specific process for which it is provided. Information and advice on the correct
equipment to be issued will be provided by us. All personal protective equipment will
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be maintained, serviced, cleaned and replaced where necessary. Facilities will be
provided for the storage of PPE. All management staff will set a good example in the
wearing of personal protective equipment where required.

6.6 Manual handling

Whenever possible, lifting and moving heavy items should be carried out using mechanical
handling equipment. If such equipment is not available and the load is too much for one
person, assistance must be sought and an assessment of the task carried out. Employees must
not attempt to lift or move something that is beyond their capability. If the load has sharp
edges or abrasive surfaces, gloves must be worn. An assessment of all potentially hazardous
manual handling operations will be carried out by a competent person in line with the
Manual Handling Regulations 1992.

6.7 Working with electrical equipment and hand tools

Whenever possible, work on electrical systems should be carried out affer the system has
been isolated. This should include actual isolation of the equipment from the power supply. In
order to prevent inadvertent reconnection, the isolation mechanism should be ‘locked off’
whenever possible and clearly marked as such. Where it is necessary to work on live
equipment, suitable precautions must be taken to prevent injury. A suitably qualified,
competent person must carry out any such work under a Permit to Work. Whenever possible,
low voltage equipment and supplies should be used.

6.8 Portable appliance testing and inspection

The Operations Director will ensure that all portable electrical equipment is regularly visually
inspected and PAT tested. This includes electrically-operated office equipment. Equipment
must be identified by a unique number and must be tagged or labelled to show the date on
which it has been inspected and tested. A record must be maintained of the inspection and
test and kept on file.

6.9 Control of Substances Hazardous to Health Regulations 2002 (as amended in 2004)

We are required to monitor substances in use in the workplace, assess the risks involved in
their use and take any necessary precautions. Information regarding the substances currently
in use are summarised in our COSHH assessment sheets. Any person responsible for
purchasing substances for use at work, for example paint, solvents, oils, adhesives, etc., must
ensure that the supplier provides a safety data sheet detailing any hazards involved in its use
and advice on precautions that need to be taken. A copy of this information should be given
to the Operations Director for inclusion in the Health and Safety file. Management must
ensure that employees are aware of the risks and precautions to be taken and that they
comply with them. All substances must be issued and stored in suitably marked containers,
clearly identifying the contents.

6.10 Asbestos

6.10.1 All work involving asbestos in any form will be carried out in accordance with the
Control of Asbestos at Work Regulations 2012 and approved codes of practice.
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Disposal of waste containing asbestos will be carried out in accordance with
Hazardous Waste Regulations 2005. Work involving the removal of asbestos
materials covered by the Control of Asbestos at Work Regulations 2012 will be
carried out by licensed contractors in accordance with the current approved code of
practice with asbestos insulation, asbestos coating and asbestos insulating board. In
the event of any unintentional release of or discovery of any asbestos materials,
employees are instructed to cease work immediately and inform the Operations
Director. Work is not to commence again until the area has been made safe.

6.10.2 Catmose College campus is completely free of any asbestos materials. Catmose
Primary and Central Services have an Asbestos Survey identifying presence.

6.11 Waste control

Waste oils, solvents, etc., and other industrial waste materials must be disposed of using
approved licensed disposal agents or contracts. Under no circumstances must waste oils and
other substances be ‘tipped’ into drains, waterways, skips or any other unapproved or non-
licenced point of disposal.

6.12 Vehicle safety

6.12.1 Only authorised persons may drive a Federation vehicle. All drivers of our vehicles
must ensure the vehicle is safe and properly maintained. All drivers must have a full,
current UK driving licence applicable to the vehicle they are driving. Under no
circumstances must mobile telephones be used whilst driving.

6.12.2 All Federation vehicle users must adhere to statutory driving regulations and the Road
Traffic Acts, in particular the laws regarding drinking and driving.

6.13 Office safety and Display Screen Equipment (DSE)

Trips, slips and falls are the most common occurrences of accidents in an office environment. The
workplace must be kept clear of obstructions, for example open filing cabinets, paper and litter on
floors, trailing cables, etc. Particular care should be taken to keep stairs and landings clear and
that lighting levels are adequate. When working at a desktop computer ensure that your
workstation is suitably organised and that:

The seating is comfortable, at the right height and does not cause unnecessary strain to your
eyes, neck and back.

You avoid excessive glare and reflection.

The keyboard is at the correct angle.

If copying from documents, they are the same distance (from you) as the screen and ideally
at the same height.

If you are working repetitively for long periods, take short breaks to give your hands and
eyes a rest.

DSE will be assessed by a competent person to identify any hazards that may exist and to
advise on actions to be taken.
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. Habitual users of DSE will be provided with vision screening and eye tests in line with our
Display Screen Policy.

6.14 First aid

The first aid facilities (per workplace) provided by us shall be of:

e The provision of the appropriate number of qualified first aiders as described by statutory
regulation 951 917/1981).
e The provision of adequate first aid facilities which shall comprise:

- First aid kit{s) appropriate to the size of the workplace/workforce as described by
statutory Regulations (SI 217/1981 and in First Aid at Work, Health and Safety
Executive Booklet HR (R) 11/1981 as revised).

- An occupational first aider where required and defined by statute.

6.15 First aid training

6.15.1 We shall ensure that first aid training is given by persons or organisations qualified to
do so. This shall be made available to any members of the workforce expressing an
interest provided that there is a need for additional first aiders in the first aid
contingent.

6.15.2 We shall also:

e Explain to new employees what they shall be required to do and to whom they
will bear direct responsibility.

. Ensure that any new employees read and understand our Health and Safety
Policy.

. Discover whether any new employee has any particular health needs (in terms
of disability or recurring illness) and to make appropriate arrangements for this.

. Ensure that new employees are given appropriate directions in relation to
potentially hazardous locations within our area of responsibility.

. Bring to the attention of new employees any prohibited or dangerous practices
in connection with their work.

. Ensure that adequate instruction has been given in the use or operation of any
machinery or equipment, including safety apparatus and protective clothing.

e Give clear directions as to the first aid and emergency procedures.

6.15.3 When attempting to aid an accident victim, an untrained person may do more harm
than good. The following points are particularly important:

. Do not try to remove a particle from a person’s eye.

. Do not move an injured person or try to get him/her to stand. Moving a person
with spinal injury can cause damage to nerves and may result in paralysis.

e Summon help immediately and keep the victim calm and warm. Where

appropriate, first-aiders will be trained and appointed and provided with
suitable facilities.
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6.16 Fire and emergency procedures

6.16.1 The Operations Director will be responsible for providing and having maintained all
firefighting equipment, fire doors, fire warning systems, fire blankets, notices and all
associated equipment. At least once a year there will be an emergency escape drill.
Fire procedures will be displayed along with notices for fire points, alarm points and
directional signage on all workplaces under our control. It will be the responsibility of
the Team Leaders/Team Managers to ensure that all new employees receive training
in the Fire and Emergency Procedures on their first day at work along with training in
the use of firefighting equipment.

6.16.2 The Operations Director will ensure that all statutory checks/tests on firefighting
appliances and associated alarms and equipment will be carried out.

6.16.3Fire and Emergency Procedures will be drawn up for each individual premises under
our control, along with the provision of the appropriate fire-fighting, warning system,
associated equipment and signage for each individual location. Organisational
responsibilities have been allocated to ensure that all Fire and Emergency Procedures
including induction training are carried out within premises under our control and
premises not under our control.

6.17 Communication and consultation

We will encourage the active participation of all employees in promoting good health and safety
practice within the Federation in line with the Health and Safety (Consultation with Employees)
Regulations 1996.

e Arrange for appropriate measures for the health and safety of employees.

e The appointment of competent persons to provide advice and to implement emergency
procedures. We engage Browns Health and Safety to fulfil this statutory requirement.

e The provision of information on risks to health and safety and on preventive measures.

e The provision of adequate health and safety information and training before starting work

and when exposed to new risks.
6.18 New and expectant mothers

Specific risk assessments will be made relating to the work operations of new and expectant
mothers, and appropriate measures taken as a result, in compliance with the Management of
Health and Safety at Work Regulations 1999.

6.19 Young persons

All risks to young persons (under 18 years old) will be assessed before they start work, taking into
account their inexperience, lack of awareness of existing or potential risks and immaturity; specific
factors in the risk assessment will be addressed. Information will be provided to the parents of
school-age children about the risks and control measures introduced. Account will be taken of the
risk assessments to determine whether the young person should be prohibited from certain work
activities, except when they are over minimum school leaving age, it is necessary for their training
and where risks are reduced so far as is reasonably practicable, and where proper supervision is
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provided by a competent person, in compliance with the Management of Health and Safety at
Work Regulations 1999.

6.20 Highly flammable liquids

Highly flammable liquids stored or used at the workplace will be handled strictly according to the
instruction of the manufacturers. No materials will be allowed to be stored at the workplace unless
we have a current instruction sheet from the suppliers. The workplace supervisor will ensure that
such instructions are supplied and each member of staff is familiar with its contents. Only such
amounts as are in use of highly flammable liquids will be allowed out of the store and then not to
exceed 50 litres. The highly flammable store will be a strong metal container, located away from
the building and clearly marked ‘'NO SMOKING — HIGHLY FLAMMABLE'. The keys to the highly
flammable store will be held by the Team Manager.

6.21 Workplace (Health, Safety and Welfare) Regulations 1992

We will provide a safe place of work and working environment. Safe means of access and egress
so far as is reasonably practicable, be provided and maintained to and from every place at which
any of the facilities provided in pursuance of these regulations is situated and every such place
shall, so far as is reasonably practicable, be made and kept safe for persons using the said
facilities.

6.22 Stress

6.22.1 We are committed to reducing, so far as is reasonably practicable, the causes of
stress to our workforce. Whilst a reasonable degree of challenge and stress is
acceptable as providing an added incentive to work, the management realises that
excessive stress amongst employees is very counter-productive and will endeavour to
ensure that the causes of undue stress are avoided, enabling our employees to work
at their best potential.

6.22.21f an employee is suffering from, or suspects that they are suffering from the effects of
stress it is imperative that supervision is informed; also, should any employee suspect
that a colleague is suffering from stress, supervision should immediately be informed
in order that corrective action may be taken. The Team Leader/Team Manager/Chief
Finance Officer (CFO) is required to monitor the staff under their control for the
possible signs of stress and report to the Executive Principal. Factors are monitored
that might suggest a problem with stress-related illness in school, for example:

e High rates of absenteeism

e Staff turnover

e Poor performance

e Conflict between staff (or between staff and students)

6.22.3 Sickness Management processes also identify colleagues who might benefit from
intervention, for example off-site confidential counselling sessions.
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6.23 Policy on drugs and alcohol at work

6.23.1 We aim to provide a safe and healthy working environment. We recognise that this
can be put at risk by those who misuse alcohol or drugs to such an extent that it may
affect their health, performance, conduct and relationships at work.

6.23.2 We therefore aim to promote a healthy environment to minimise such problems and
identify at an early stage, employees with possible problems and offer all employees
known to have alcohol or drug problems affecting their work referral to an
appropriate source for diagnosis and treatment if necessary. Employees are
encouraged to approach a nominated partner to seek advice and assistance where
appropriate. All information will be treated in utmost confidence. Should any
employee suspect that an employee is affected by overindulgence in alcohol or any
other substance, the Executive Principal requests that he is informed of the details. He
will treat the information confidentially and be tactful in his endeavour to provide
advice and assistance to the affected employee.

6.23.3 Every employee is reminded that under Section 7 of the Health and Safety at Work
efc Act 1974 employees have a duty to take reasonable care of themselves and
others who may be affected by their acts or omissions at work.

6.24 Outof-hours working

6.24.1 Where operatives are required to work outside normal working hours, special
attention will be paid to their safety in respect of lighting access and egress and the
need for supervision for employees working on their own in isolated areas of the
workplace. Procedures will be set in place, i.e. communication to ensure that the
emergency services can be summoned if necessary.

6.25 Working hours

6.25.1 In line with the Working Time Regulations 1998, we will ensure that hours worked by
all employees are monitored and recorded and that, where employees are required
to work longer hours than the stated maximum, it is with their full agreement. In
addition, the required rest periods and breaks shall be arranged along with the
appropriate holiday entitlement.

6.26 Noise

6.26.1 The Executive Principal will ensure that, where it is reasonably practical to do so, all
plant provided is fitted with silencers, mufflers, doors, canopies, and that all
equipment and noise reducing doors, are used.

6.26.2 Supplies of ear defenders or other hearing protection will be made available on the
site/workplace for any operation where it is not practicable to reduce the noise levels
to a safe limit. These will be issued to operatives as required and must be worn at all
times when the operative is exposed fo noise. A noise assessment will be carried out
in areas of the workplace where the effect of noise may be potentially hazardous.
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6.27 Working at height

6.27.1 The Work at Height Regulations 2005 applies to all work at height where there is a
risk of a fall liable to cause personal injury. They place duties on employers, the self-
employed, and any person who controls the work of others (e.g. facilities managers
or building owners who may contract others to work at height) to the extent they
control the work. The Regulations require duty holders to ensure:

all work at height is properly planned and organised;

all work at height takes account of weather conditions that could endanger health
and safety;

those involved in work at height are trained and competent;

the place where work at height is done is safe;

equipment for work at height is appropriately inspected;

the risks from fragile surfaces are properly controlled; and

the risks from falling objects are properly controlled.

Staff must:

ensure that no work is done at height if it is safe and reasonably practicable to
do it other than at height;

ensure that the work is properly planned, appropriately supervised, and carried
out in as safe a way as is reasonably practicable;

plan for emergencies and rescue;

take account of the risk assessment carried out under regulation.

6.28 Confined spaces

6.28.1 Suitable arrangements shall be put in place to ensure that all work to be carried out
in confined spaces, e.g. sewers, ducting, silos, roof voids, efc., is carried out in
accordance with the Confined Space Regulations 1997. No person shall be
permitted to enter a confined space unless an adequate assessment of the conditions
has been made and suitable control measures introduced. Air sampling and
monitoring shall be carried out and suitable rescue and escape arrangements set in
place. All work in confined spaces shall be subject to a Permit to Work.

6.29 Health surveillance

6.29.1In line with the Management of Health and Safety at Work Regulations 1999 and the
Control of Substances Regulations 2002, employees will be provided with
appropriate health surveillance based on the outcome of risk assessment associated
with work activities.

6.30 The Control of Vibration at Work Regulations 2005

6.30.1The Control of Vibration at Work Regulations 2005 requires that we ensure that no
employee shall be placed at risk from exposure to excessive vibration.
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6.30.2 With respect to the dangers associated with hand-arm vibration syndrome (HAVS),
our aim is to:

e Highlight those work activities that have the potential to cause HAVS.
e  Give information on identifying the level of risk associated with such activities.
e Suggest ways of reducing any significant risks to an acceptable level.

6.30.3 This we endeavour to do by:

e Checking whether it is necessary to use the current types of tool or whether a task
may be achieved a different way.

e Minimise the need for operations and tools that expose workers to hazardous
vibration.

e Minimise the forces needed to control tools. Consider the maintenance of the
equipment and whether there is likely to be deterioration in anti-vibration
mountings, etc.

e Reduce exposure times, e.g. by breaking up activities to minimise prolonged
exposure, e.g. job share and rotation.

e Operators will be able to maintain good blood circulation, with suitable gloves
worn to assist. Heated handles, warm, weatherproof clothing and heating pads
are amongst other aids that the Federation will also consider to minimise the
risks.

e A review of the above will be undertaken on a regular basis to ensure that a safe
system of work is developed and maintained.

6.31 Policy review

6.31.1 Employees are encouraged to bring to the attention of their immediate manager any
areas which, in their opinion, this policy appears inadequate; such comments will be
passed on fo the Executive Principal for consideration and review. We are committed
fo constant improvement in safety performance throughout the Federation. Review of
this policy will occur at least annually. Provision will also be made for review in the
event of the introduction of new legislation, the amendment of existing legislation,
codes of practice or guidance notes.

7. CCIV

7.1 The purpose of this policy is to regulate the management, operation and use of the closed-
circuit television (CCTV) systems of the Federation buildings.

e The system comprises a number of fixed and dome cameras located around the
Federation sites. All cameras are monitored within the Federation.

e The Code follows Data Protection Act guidelines.

e The Code of Practice will be subject to review periodically, but at least biennially.

e The CCTV system is owned by the Federation.

7.2 Objectives of the CCTV scheme
e To protect the Federation buildings and their assets.
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e To increase personal safety and reduce the fear of crime.

e To support the police in a bid to deter and detect crime.

e To assist in identifying, apprehending and prosecuting offenders.
e To protect members of the public and private property.

e To assist in managing the Federation.

7.3 Statement of intent: the CCTV scheme will be registered with the Information Commissioner
under the terms of the Data Protection Act 1998 and will seek to comply with the
requirements both of the Data Protection Act and the Commissioner's Code of Practice.

7.4 The Federation will treat the system and all information, documents and recordings (obtained
and used) as data which is protected by the Act.

7.5 Cameras will be used to monitor activities within the Federation and its car parks and other
public areas to identify criminal activity actually occurring, anticipated, or perceived, and for
the purpose of securing the safety and well-being of the Federation, together with its visitors.

7.6 Staff have been instructed that static cameras are not to focus on private homes, gardens and
other areas of private property.

7.7 Materials or knowledge secured as a result of CCTV will not be used for any commercial
purpose. Copies will only be released for use in the investigation of a specific crime and at
the written request of the police. Copies will never be released to the media for purposes of
entertainment.

7.8 The planning and design of the CCTV system has endeavoured to ensure that the scheme will
give maximum effectiveness and efficiency but it is not possible to guarantee that the system
will cover or detect every single incident taking place in the areas of coverage.

7.9  Warning signs, as required by the Code of Practice of the Information Commissioner, have
been placed at all access routes to areas covered by the Federation.

7.10 Operation of the system

7.10.1 The scheme will be administered and managed by the Executive Principal, in
accordance with the principles and objectives expressed in the code.

7.10.2 The day-to-day management will be the responsibility of the Operations Manager
during the day.

7.10.3The CCTV system will be in operation 24 hours each day, every day of the year.
7.10.4 Access to the CCTV facilities will be determined by the Executive Principal.

7.11 Monitoring procedures
7.11.1 Camera surveillance may be maintained at all times.

7.12 Recording procedures
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7.12.1 The images are stored on the CCTV systems hard drive and are automatically
overwritten every 30 days.

7.12.2Images may be viewed by the police for the prevention and detection of crime.

7.12.3 A record will be maintained of the release of images to the police or other authorised
applicants. A register will be available for this purpose.

7.12.4Viewing of images by the police must be recorded in writing in the log book.

Requests by the police can only be actioned under section 29 of the Data Protection
Act 1998.

7.12.5 Should an image be required as evidence, a copy may be released to the police
under the procedures described in paragraph 1 of the Video Tape Procedures section
of this policy. Images will only be released to the police on the clear understanding
that it remains the property of the Federation, and both the image and information
contained on it are to be treated in accordance with this policy.

7.12.6The Federation also retains the right to refuse permission for the police to pass to any
other person the copy or any part of the information contained thereon. On occasions
when a court requires the release of an original copy, this will be produced from the
secure evidence tape store, complete in its sealed bag.

7.12.7 The police may require the Federation to download and retain the stored copies for
possible use as evidence in the future. Such copies will be properly indexed and
securely stored until they are needed by the police.

7.12.8 Applications received from outside bodies, e.g. solicitors, to view or release tapes
will be referred to the Executive Principal. In these circumstances, copies will normally
be released where satisfactory documentary evidence is produced showing that they
are required for legal proceedings, a subject access request, or in response to a
Court Order. A fee can be charged in such circumstances: £10 for subject access
requests; a sum not exceeding the cost of materials in other cases.

7.13 Breaches of the code (including breaches of security)

7.13.1 Any breach of the Code of Practice by Federation staff will be initially investigated by
a member of SLT, in order for him/her to take the appropriate disciplinary action.

7.13.2 Any serious breach of the Code of Practice will be dealt with in accordance with the
Federation complaints procedure.

7.14 Assessment of the scheme and code of practice

7.14.1 Performance monitoring, including random operating checks, may be carried out by
the Team Manager IT Support or Operations Manager.

7.15 Access by the data subject
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7.15.1The Data Protection Act provides Data Subjects (individuals to whom ‘personal data’
relates) with a right to data held about themselves, including those obtained by
CCTV.

7.15.2Requests for Data Subject Access should be made in writing to the Executive Principal
using the Access to Personal Data Request form.

8.  DISPLAY SCREEN EQUIPMENT POLICY

8.1 General statement

It is our policy that all computer users (display screen users) will be assessed once they
commence employment with us. This will help us determine whether or not they can be
classified as ‘users’ for the purposes of current legal requirements. This assessment will be
carried out by completing a self-administered DSE questionnaire. This will then determine
whether or not any further action is required. If so, a further assessment will be carried out.

8.2 Legal position

The law relating to the use of DSE, such as computers, is covered by the Health and Safety
(Display Screen Equipment) Regulations 1992 (DSE Regulations). These Regulations set down
a series of minimum standards for the workstations used by DSE users. This includes seating,
lighting levels and workstation layout. We have also incorporated the amendments made to
these Regulations in 2002.

8.3 Definition of ‘user’

The Guidance to the DSE Regulations defines a ‘user’ as someone who uses a computer for
‘continuous spells of an hour or more at a time’ on a ‘more or less daily’ basis.

8.4 Procedures

In order to comply with the DSE Regulations, we have introduced some procedures which are to be
followed by all staff. These are as follows:

. all new employees who are required to use computers as part of their job role will be given a
self-assessment DSE questionnaire to complete within two weeks of starting work with us;
. all existing employees should have completed a questionnaire. However, should a member

of staff change workstations or become a DSE user for the first time, then another one should
be completed. This should be done shortly after the change in location or job role. Whilst
care has been taken to ensure that the questionnaire is self-explanatory any queries can be
referred fo the individual’'s manager;

e where the questionnaire identifies problems, such as glare, it is the responsibility of the
individual’s manager to ensure that these are rectified;
. staff are actively encouraged fo rotate their job tasks in order to spend at least ten minutes in

every hour away from the computer screen. This time should be spent engaged in work
duties such as felephone calls and general office administration. If any employee feels that
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their workload does not permit adequate breaks, this should be brought to the attention of
the individual’s manager;

e where necessary, staff will be provided with training and information in order to help them
set up their workstation correctly.

8.5 Employee duties

Employees are expected to complete the self-assessment DSE questionnaire in a timely manner.
They are also required to set up and operate their workstations correctly. In the unlikely event that
any difficulties are experienced with workstations, employees should bring this to the attention of
their manager as soon as possible.

8.6 Eye tests

Any employee who has been designated as a DSE user has the right fo request an eye test. This
will be organised through an optician of the employee’s choice. However, it is the employee’s
responsibility to make arrangements to have the eye test carried out. The cost of the eye fests up to
a maximum of £25 will be reimbursed upon production of a receipt on an expense claim.
Following the initial eye test, the frequency of any follow-up tests will be decided solely by the
optician.

8.7 Supply of glasses

Where the optician has confirmed in writing that glasses are needed exclusively for DSE use, we
will contribute up to £40.00 towards the cost. This figure is reviewed periodically and has been set
to reflect the cost of a basic pair of glasses. Should employees wish to purchase a more expensive
pair, then this amount will be made available towards the cost. The balance will need to be funded
by the individual employee.

8.8 Laptop users

Some of our staff may use laptops instead of, or in addition to, desktop computers. This is most
likely to apply to those who spend much of their day outside the office, e.g. sales staff. If so, this
policy should be read in conjunction with our Laptop Health and Safety Policy. This contains
guidelines on the safe use of laptops whilst being used in less than ideal conditions, such as cars.
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9.  DSE SELF-ASSESSMENT QUESTIONNAIRE

Under the Health and Safety (Display Screen Equipment) Regulations 1992 (amended 2002), the
Federation is required to perform a suitable and sufficient assessment of all workstations used by
regular computer users. For the purposes of the Regulations, this is someone who uses computers
continuously for an hour or more each day.

Please read each question fully and answer by ticking either the Yes or No box. These
questionnaires are retained and could form part of an evidence file used in support of any action
taken in the future with regard to your health and safety (Hand$).

Y N
A. TRAINING AND INFORMATION
Do you know how to adjust your workstation® ..............ccccviiiiiiiiiiiiiieeien. a a
Have you received adequate training in how to use the software?..................... Q a
Have you received adequate information on HandS relating to your workstation2 Q0 a
B. POSTURE
Can you sit comfortably and easily change your posture?..............cccoeoiiieennn. a
Can you adjust your equipment to a comfortable viewing position2................... a
Can you place your feet firmly on the floor2..............cccoooiiiiiiiiiii a

C. WORKSTATION/WORK SURFACE

Have you arranged your workstation to meet your specific needs?...................
Is there space in front of the keyboard to support your hands and forearms?..

Do you have sufficient legroom@...........cccoiiiiiiiiiiiiiiii e,
s your workstation and surrounding area free from obstructions and hazards?..
Does most of your work require reading from hard copy documents? ..............
If so, do you require a document holder2.............ccccoooviiiiiiiiiiii

ocooCoo0oo
ocooCoo0oo

D. DISPLAY SCREEN

Is the information displayed on your screen clear and easy to read?................
Can the brightness and contrast be adjusted easily@..................cccooiiiiiinn
s the image on the screen stable and free from flicker®.................................
Is your workstation free from reflected glare®...............occoooiiii
Does the monitor swivel adequately in each direction®................cccoooiiiiinnn,

(I N Iy Wy
(I N Iy Wy

E. KEYBOARD

Is the keyboard separate from the screen@.............ccocoiiiiiiiiiiiiiii
Can the tilt of the keyboard be altered/adjusted?®.............cocoooiiiiiiiiiii,
Are the key symbols easy to read@.............ccooiiiiiii

a
a
a
Does the keyboard have a matt surface to avoid reflected glare?....................... a

OO0
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F. WORK CHAIR

Is the chair comfortable and can the height and backrest be adjusted®............... a a
Can all adjustments be made easily and safely@..................coooooiiii, a a
G. LIGHTING
Has your equipment been situated to avoid direct glare@..................coceiiee Q Q
Does the lighting allow you to work comfortably?...................ccocooiii Q Q
H. OTHER COMMENTS
Do you know whom to contact if you experience problems with your workstation2 Q Q
Are there any other issues you wish to raise about your workstation? a a
If yes, please give further details below:
|. EYESIGHT
Do you require an eyesight test? a a
SIGNED BY STAFF MEMBER..........ccceeiiiiiiiieee, PRINT NAME: ...
DATE: .o
SIGNED BY OPERATIONS DIRECTOR: ......ccovviiieeeeiinnn, PRINT NAME: ...,
DATE: ..o
TO BE COMPLETED BY OPERATIONS MANAGER (PLEASE INCLUDE DATES):
Action required
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10. DISPLAY SCREEN EQUIPMENT EYE TEST FORM
A. EYE TEST AUTHORISATION

As a qualifying display screen equipment (DSE) user, you are entitled to undergo an eye and
eyesight test with an optician. The purpose of this is to determine whether or not you require
glasses solely for use with DSE.

You may attend an optician of your choice. This may be done during the working day. However,
where possible, we would expect you to arrange an appointment for the beginning or the end of
the working day.

Please retain the receipt and attach it to this form and pass onto the CFO. Please note that we
cannot refund the cost of your eye test unless we receive this documentation. The refund will cover
only the cost of the eye exam (excluding travel) and is subject to a maximum of £25.

B. FOR OPTICIAN'S USE ONLY

Are glasses to be supplied exclusively for DSE use?

Yes ¢ Q No ¢ Q

When should the eye test be repeated for DSE purposes?

3years 2 4 2 years ¢ O 1 yeare Q

| confirm that the above named employee has received a full eye and eyesight test in compliance
with the Health and Safety (Display Screen Equipment) Regulations 1992.

NOME: e, DatE: et

Branch stamp/address
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11. LAPTOP HEALTH AND SAFTY POLICY

11.1 As a responsible employer, we recognise our duties under the Health and Safety (Display
Screen Equipment) Regulations 1992 (as amended). Therefore, we have introduced a policy
that applies to all of our users of laptop and portable computers, including tablets such as the
iPad (referred to herein as ‘laptop’). It should be read in conjunction with the section on DSE.

11.2 Health and safety

11.2.1 The smaller size and design of laptops mean that, if used wrongly, users can
experience discomfort. This is because the smaller screen and keyboard encourages
users to bend over or use them in a suboptimal position, causing shoulder and neck
problems. As a result, it is our policy that laptops will be used according to the
following guidelines:

Laptops are for use outside our premises or where no desktop computer or
docking station is available.

Wherever possible, keep the use of laptops in stationary cars to a minimum. This
is to prevent the additional stress on the spine and the increased likelihood of
injury that could arise from unsuitable seating and limited space.

Don’t overload your laptop bag. Distribute weight as evenly as possible.
Wherever possible the laptop should be positioned on a firm surface, which is
the right height for its use.

You are advised to angle the computer screen to minimise reflections.

Ensure that you have enough space in front of the laptop to rest your wrists and
forearms whilst working.

Take regular breaks, at least ten minutes in every hour, where you perform
another work-related task not involving DSE.

Any fault or damage to the laptop must be reported to IT Support immediately.
If any discomfort is experienced whilst using a laptop, it must be reported
immediately.

11.3 If a laptop is damaged or lost, we reserve the right to charge the repair or replacement to the
employee responsible for its care. If it is damaged within a Federation building, we may
alternatively charge the corresponding department at its discretion.

| have read and understood this policy and guidelines.

Signed: ...........
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12. EVACUATION POLICY

12.1 Each team has a responsibility to ensure that their classrooms and/or teaching areas are
clear. To this end, Team Leaders should appoint two nominated Fire Marshalls (one to cover
the other in case of absence) to ensure the areas are cleared before proceeding to the
nominated assembly point (MUGA). Fire Marshalls should ensure any unlocked cupboards
are clear and that toilets are empty, before proceeding to the assembly point.

12.2 Evacuation procedure for a disabled person

e On activation of the emergency alarm, stop and collect belongings that may be
required in the evacuation.

e As detailed in your Personal Emergency Evacuation Plan (PEEP), remain at your
workstation or place of study if you require assistance.

o Once your assistance arrives (or if you don't require assistance) make your way to a
designated refuge point.

o Remain at your refuge point with your assistant until it is safe to evacuate (where

possible use the communication at the refuge point to ascertain if an evacuation is
required or if it's a false alarm).

e Your refuge point will offer a minimum of 30 minutes protection against the spread of
fire and smoke.

. Once the area is clear, if required with the support of your assistant, make your way to
the final exit of the building.

. Once outside the building you or your assistant must report your presence to the person
in charge of the evacuation.

. Remain outside the building until told to return by the person in charge of the
evacuation.

13. PERSONAL EMERGENCY EVACUATION PLAN (PEEP)

13.1 Introduction

13.1.1 The purpose of this guidance is to enable the Federation to implement policy and
procedures in order to discharge part of its duties towards disabled students/young
people or staff under the Regulatory Reform Order 2005, the Education Act 1996
and the Disability Discrimination Act 1995.

13.1.2The 'PEEP' should be reviewed at least annually to ensure that the most up-to-date
information is available. Further reviews will be undertaken where there is a change
in the person's health, a change in procedures or an alteration of the premises.
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13.2 Using this guidance

13.2.1 In order for a PEEP (Personal Emergency Evacuation Plan) to be developed for an

individual, the school must consult with all persons involved (this includes both
students and staff with any particular needs), including parents/representatives where
necessary. The same principle can be applied to buildings where there are multiple-
users in public access buildings. The questionnaire in Appendix 1 can be used to
facilitate this.

13.2.2The routes, efc., should be considered in conjunction with the ‘Fire Risk Assessment’

and the Emergency Evacuation Plan. Once the routes have been identified they must
be travelled in the first instance to ensure that they are appropriate to an emergency
evacuation situation.

13.2.3 Appendix 2 provides an example of a PEEP developed.

13.2.4There should be a copy of this PEEP kept in appropriate locations, such as with the

emergency plans and with appropriate staff. The individual concerned should hold a
copy of this PEEP along with any items identified in the questionnaire that may be
required in the event of an evacuation from the building. PEEPs for under 18 year
olds must be signed by the parent/guardian.

13.3 Definitions

13.3.1 Refuge area: an area identified as a 'safe refuge' must be located within an identified

fire-protected area and must be clearly signed. If you are unsure whether the area is
fire protected then you must presume that it is not. Utilising identified refuge areas
also enables the Evacuation Team to locate students/others requiring assistance
quickly. The refuge area is only to be used as a meeting point/contact point until
sufficient help from trained staff arrives to ensure the person's safe evacuation. This is
not the responsibility of the Fire Service. Under no circumstances is the person to be
left unattended in this area.

13.3.2 Evacuation chair (evac<chair): this is a device used to facilitate the evacuation of

wheelchair users or personnel with mobility problems down a flight of stairs. It is
usually located near the refuge point or by a stairwell. If an evacchair is deemed
appropriate and necessary, an adequate number of staff must be trained in its use -
this can be delivered via multimedia. This device should only be used where the
consultation process, indicated below, has identified that it is safe to do so.

13.4 Personal Emergency Evacuation Plan (PEEP) consultation:

13.4.1 Prior to the staff member/young person starting at the school, a consultation will be

17 October 2024

initiated with them and other staff involved in their care and safe evacuation. The
purpose of this consultation is to ensure that information is gathered, relevant
procedures are drawn up and training requirements are met. It will also identify
where any special equipment may be required.
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13.4.2This process should be repeated as circumstances change or annually whichever is
the soonest.

13.5 Identification of Evacuation Routes.

13.5.1 The first priority is to examine the timetable and identify the appropriate exit routes or
refuge points for each location.

13.5.2 Evacuation routes on the ground floor are generally straight forward, following a
route fo the nearest safe emergency exit.

13.5.3 Horizontal evacuation (through fire resisting doors) should be considered as well as
vertical evacuation.

13.5.41f assistance is required to facilitate a safe evacuation from other floors then the route
should lead to a meeting point, e.g. one of the refuge areas, where staff trained in
the appropriate evacuation procedures will also meet.

13.6 Training

13.6.1 Staff involved in the person's safe evacuation will be trained in the use of the evac-
chair (where appropriate).

13.6.2 Staff will be informed of any specific responsibilities (according to the timetable and
the emergency evacuation routes identified above) in an emergency evacuation. This
must include a sufficient number of staff to cover in the event of some personnel being
absent.

13.7 Practising the evacuation drill
13.7.1 This will be in three phases.

o  Staff member/student should consider the safest evacuation routes and travel the
routes intermittently to go through the procedures.

e There will be evacuation during a full school emergency evacuation drill.

e After each practice, review the process to identify any problems encountered and
improvements fo be made.

13.8 Inspecting/testing of equipment

13.8.1 Evacchairs or other essential safety equipment will be visually checked on a termly
basis with a more thorough check annually (the equipment should be subject to visual
inspection before a practice drill is carried out).
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APPENDIX 1 — PEEP QUESTIONNAIRE

To be completed using input from the person with the disability or their representatives or carers
where necessary.

YES
1. Are you aware of the emergency evacuation procedures for the
school/establishment?
2. Do you require written emergency evacuation procedures?
3. Do you require emergency evacuation procedures to be accompanied by:
a. BSL
c. Braille
e. On tape
g. Llarge Print
i. Other
YES
4. Are the signs indicating the Emergency Routes or the Emergency Exits clear
enough?
5. Are the methods of fire or emergency evacuation warning you require
available?
6. Could you raise the alarm if you discovered a fire?
7. Do you need assistance to evacuate the building in an emergency?
8. If yes, are the arrangements with your assistant(s) formal2
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Yes | No
9. Are you always in easy contact with those designated to help you?
10. Are you able to move quickly in the event of an emergency?
11. Are you able to negotiate the stairs?@
12. Are you a wheelchair user?
13. Are there special circumstances to be taken into consideration during an emergency
evacuation e.g.:
i.  Are you able to use an evacchair?
ii. Isthere anything that you must have with you?
iii.  Have you identified other requirements?
Comments
Rutland & District Schools’ Federation. Registered Company Number 7552631
17 October 2024 33

Company limited by guarantee Registered in England and Wales




APPENDIX 2 - PERSONAL EMERGENCY EVACUATION PLAN

RUTLAND AND DISTRICT
SCHOOLS' FEDERATION
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Introduction

The purpose of this PEEP is to enable the school to implement policy and procedures in order to
discharge part of its duty towards disabled students/young people or staff under the Regulatory
Reform Order 2005; the Education Act 1996 and the Disability Discrimination Act 1995.

This plan will ensure that personnel with a mobility issue, whether permanent or temporary, are not
put at any disadvantage or treated less favourably in the event of an emergency situation.

This plan will:

e identify any specific needs of the individual;

e identify staff responsibilities;

e identify staff training requirements;

e identify specific evacuation routes where appropriate;

e identify refuge areas and specific evacuation procedures.

This 'PEEP' will be reviewed at least annually to ensure that the most up-to-date information is
available. Further reviews will be undertaken where there is a change in the person's health; a
change in procedures or an alteration of the premises.

Plan Objective

[Name of individual] is a permanent wheelchair user and special provision needs to be made for
his/her evacuation from the first floor of xyz building in the event of an emergency. His/her
regular access is via the lift at student support. In the event of an emergency situation, typically a
fire evacuation, circumstances may be such that [name of individual] cannot use the disabled lift
and alternative procedures need to be followed.

Evacuation Procedure
In the event that [name of individual] is upstairs and the fire alarm sounds, the following
procedures should be carried out:

e As part of the routine classroom evacuation, [name of individual]’s carer should take him/her
to the nearest refuge point. In doing so, the carer should make an assessment of the safest route
to take based on a visual check of the corridor on leaving the classroom. If there is no obvious
danger/obstruction in either direction the nearest refuge point should be used. Each refuge
area is deemed fo be fire safe for a minimum of 30 minutes should there be a fire.

e A member of the Evacuation Team will check each refuge point to ensure staff and students
have been evacuated and to establish whether the emergency relates directly to location of the
refuge point.

o If the emergency does not relate directly to the student’s location, the Evacuation Team will
advise carer and [name of individual] that it is safe to use the disabled lift for evacuation.

e If the emergency does relate directly to the student’s location, the Evacuation Team member will
advise the carer and [name of individual] to remain in the refuge area and await further
instructions. Evacuation Team member will remain with [name of individual] and carer and
liaise with Operations Director by mobile phone or radios.

e In the event of an identified emergency, it is expected that the emergency services will be on
site within 10 minutes of the alarm being raised. On arrival they will be advised of the location
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of carer and [name of individual] by the Operations Director. At this point, the emergency
services will oversee the evacuation of [name of individual] /carer.

e In the event that the Fire Warden team consider [name of individual] and carer to be at
considerable risk from the emergency unfolding in the building, and the emergency services
have not arrived, the Evacuation Team will evacuate [Name of individual] and advise carer to
leave via the adjacent staircase.

e [Name of individual] will be physically carried down emergency exit staircase by members of
the Fire Warden team using an appropriate procedure/evacuation chair. This will be reviewed
as [name of individual] grows.

Plan Requirements

Action Required Action taken

All staff and [name of individual] to be
advised of the procedure.

New staff to be advised of procedures as
part of induction training.

Consultation with [name of individual]
and care staff at each review

Refuge areas to be confirmed as suitable
“identified fire-protected areas”.

Refuge areas to be clearly marked and
shown to [name of individual]’s care team
and Fire Warden team.

Care staff to carry mobile telephones at
all times and have mobile numbers of
school fire wardens.

Fire warden team to be established.
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Fire warden team to be trained in “two-
man lift” procedure for evacuation of
[name of individual].

Fire warden team to be aware of [name
of individual]’s timetable at all times. FM
team will congregate at alarm indicator
point to locate where the alarm has been
triggered and to ascertain if [name of
individual] is in an upstairs location.

Personal Emergency Evacuation Plan to
be practised.
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Student Evacuation Guidance

Please make yourself aware of the refuge points/areas around your site.

Orhwbd -

17 October 2024

On hearing the alarm bell, please keep calm and head towards your closest refuge point.
At no point should you be left on your own so make sure a member of staff stays with you.
On reaching the refuge point, wait for the designated member of staff to come to you.

The designed member of staff will establish if the alarm is a real emergency or a false alarm.
If the alarm is real the directions below will be followed:

Position yourself away from the top of the staircase in the designated area.

The staff assisting will ensure that the evacchair (if required) is removed from the wall
and put up correctly.

It is only necessary for the evac-chair to be used to remove you from the building.
Make sure that all straps and relevant supports are fastened before attempting to
evacuate via the stairs.

Two members of the evacuation team will be present when the evacuation takes place.
One towards the front and one towards the back.

When downstairs please proceed to your Year group evacuation point or, if not
possible, a safe location away from the building.
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