Bradworthy CP School

Health and Safety Information 
for 
Voluntary Workers 

and

Supply Staff 
Please note that this document is not our full policy document. Rather it is a summary of the issues which are most likely to be relevant during your time in school.

The full policy can be made available upon request and in addition to this there are a range of support documents which give specific advice.

Like all other adults in school you are required to take responsibility for your own health and safety and if you have any concerns they should be raised with a senior member of staff.

Our senior members of staff are :
Mr Richard Stephenson and Mr Mike Furber.

Aim

The aim of our school is to create an atmosphere of carefulness both in and out of school, this is for all users of the school, children, school staff, parents and the community.

This carefulness includes:
· The ability of each individual to protect him/her self. 

· Concern and consideration for the safety of others. 

· Knowledge of what to do in certain situations. 

Alertness and control. 

· Cultivation of good habits.

Fire Drill

Please make sure that you read and understand this. If anything is unclear please ask.

As soon as the fire alarm sounds all children and adults must stop what they are doing and walk out of the building through the nearest exit.

Class 1 - through the class fire door into the KS1 play area immediately outside    and then through the gate onto the school field and finally onto the playground.



Class 2 - through the fire doors into the KS1 play area immediately outside and then 


               through the gate onto the school field and finally onto the playground.

Class 3 - through the fire door into the playground.

Class 4 - through the fire door into the playground.

Class 5 - through the joining door into Class 3 then through the fire door into the playground

Computer Area - through the door to the rear of this area and down the corridor to the 

                            playground.

School Hall - through the fire doors then down the outside of the school buildings to the 

                     playground.
  

All members of staff, children and those visiting the school should make their way to the large fenced playground which is furthest from the school.

Teachers will take their register, and check that all the children are present.

Nobody is to go back into school. If a child, or adult, is missing it must be reported to the senior member of staff, who in the event of a real emergency, will then go to the front of the school to meet the fire brigade.

Classes may not return to the school building until they are dismissed by a senior member of staff. 

Children must walk in and out of school sensibly, and line up quietly.

If your normal exit is blocked for any reason then use the nearest available exit

Smoking Policy

· It is the policy of the Governing Body that Bradworthy School is a no-smoking school.

· Smoking is not permitted in any area of the school by staff, parents or visitors to the school.

Policy on Children Moving Equipment

In the normal day to day running of the school, there are certain situations where children will need to move equipment or items of furniture. For example:

· Chairs and/or tables.

· Sports equipment.

· Small items of equipment.

Children must always be supervised when moving any equipment or item of furniture. Some items they will need to move may be heavy or awkward to handle. Children need to be shown how to lift and carry safely. This needs reinforcing on regular occasions.

Policy on the Administration of Medicines during School Hours

You will not be asked to administer any form of medication.

If you are asked to do so please direct the person asking to the school office or to a senior member of staff.

Policy on First Aid in school

All staff, both teaching and non-teaching are responsible for dealing with minor incidents requiring first aid.

During lesson time first aid is administered by the class teacher or classroom assistant. If an accident occurs in the playground and first aid is required, then the staff on duty in the playground should send for help from the staff room and request the assistance of the child's class teacher or classroom assistant. Where possible the injured child should be taken in.

At lunchtimes basic first aid may be administered by the school’s Meal Time Assistants, however more serious accidents should be reported to the member of staff who is on duty. 

If there is any doubt what-so-ever about an injury it should be reported.

The child can be sent into the staffroom or the member of staff can be sent for as appropriate.

All knocks to the head should be reported to the teacher on duty or to the child’s class teacher if they are available.

If there is any concern about the first aid which should be administered then the qualified first aiders must be consulted.

The qualified first aiders are:

Mr Richard Stephenson

Mrs Val Brown

Miss Becki Daniel

Safety / HIV Protection

Always wear disposable gloves when treating any accidents / incidents which involve body fluids. Make sure any waste (wipes, pads, paper towels etc) are placed in a disposable bag and fastened securely. Any children’s clothes should be placed in a plastic bag and fastened securely ready to take home.

Recording Accidents

All accidents, other than those of a very minor nature, must be recorded in a Record of First Aid Treatment book. A copy of this is kept with the first aid box in the staff room. All details need to be filled in, including any treatment given.

Knocks to the head will always be reported to parents and a “bump note” is available for this purpose. They are kept in the staffroom with the first aid box.

If you are considering writing in the Accident Book or sending out a “bump note” please speak to a senior member of staff before you do so. 

Medical Issues

Where appropriate you will be informed about any relevant medical issues which might affect a child in your care or yourself.

Child Protection Issues

If you are in apposition where you have any concerns regarding a child’s welfare you should raise them with the child’s class teacher or with a senior member of staff. 
Confidentiality

There could be occasions when you come into possession of information which is of a personal or private nature and in these circumstances you must respect the individual’s right to confidentiality and avoid conversation outside of school.
Please ensure that you have signed in the office to acknowledge that you have seen and read this summary.
