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1. Health and Safety at Work Act 1974 Statement of Safety Policy
It is recognised that an important feature of the statement of the Health and Safety
Policy is that it is a 'living document' and it will be subject to regular revision, updating
and modification in accordance with changes as they take place. There will be an annual
review of the policy, procedures, rules and codes of practice which are either contained
in or referred to in this policy.

1.1 Duties and Responsibilities
Employers must ensure that the health, safety and welfare of employees are protected,
so far as is reasonably practicable. The local authority, as the employer, has overall
responsibility for health, safety and welfare, but delegates’ responsibility for the
strategic management of such matters to the school’s governing board.
In line with the overall County Council Safety Policy, the Governing Body of Lyncrest
Primary School recognises its responsibilities regarding the health, safety and welfare
of its staff, pupils and visitors and all other users of the school premises and will take
all reasonable steps to provide and maintain a working and learning environment that
is, as far as practicable, safe and without risk to health.
The Governing Body will set in place:





A representative for managing health and safety within the school;
Appropriate arrangements for ensuring that a safe and healthy working and
learning environment is provided;
A monitoring and evaluation system to ensure the policy is being met
Ensure that adequate health and safety training is provided.

The greatest importance is attached to the safety of employees and all others that may
be affected by our activities. The active co-operation of all is essential to achieve the
desired conditions. Everyone is expected to conform to the Health and Safety Policy
and all Codes of Practice. They should work in such a manner that accidents to
themselves and others are, as far as is reasonably practicable, avoided.
It is the duty of every employee to personally report every accident in which they are
involved or have someone report it on their behalf.
Every employee also has a duty to co-operate with the employer as far as necessary to
enable compliance with the duties and requirements imposed by the Act. No person
shall recklessly or maliciously interfere with anything in the interests of health, safety
and welfare that the law requires.
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1.2 Delegation of responsibilities
The Governing Body, being responsible for the Health and Safety Policy within the
school, delegate that responsibility to the Head Teacher to ensure compliance with this
Health & Safety Policy

1.3 Joint Consultation on Health and Safety matters
The Head Teacher will encourage the co-operation of all employees and their
representatives with the object of promoting and developing health and safety
measures.
Employers must undertake a range of tasks including:







carrying out risk assessments
making arrangements for the planning, organisation, control, monitoring and
review of health and safety measures
appointing a competent person or persons to assist with health and safety
establishing health and safety procedures
providing health and safety information and training
Work in accordance with training and instructions.

Staff should be reminded of the various health, safety and welfare arrangements that
exist within the establishment, for example:







responsibilities
fire precautions
First Aid
hygiene matters
reporting procedures for accidents, violence, aggression and hazards
general health and safety information

2. Organisation within the school for managing Health and Safety.
2.1 The Head Teacher
The Head Teacher is directly responsible to the Governing Body for ensuring that all
work places, plant and systems of work are maintained so far as it is practicable, safe
and without risk to the health of staff, students or visitors. In the absence of the Head
Teacher, nominated persons will assume this role (the deputy headteacher). The Head
Teacher ensures that all relevant insurances are taken out for the school (public liability,
car business insurance) and that assessments of risk are undertaken and checked
thoroughly.
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The headteacher is responsible for:
 Implementing the health safety policy
 Ensuring there is enough staff to safely supervise pupils
 Ensuring that the school building and premises are safe and regularly inspected
 Providing adequate training for school staff
 Reporting to the governing body on health and safety matters
 Ensuring appropriate evacuation procedures are in place and regular fire drill
are held
 Ensuring that all risk assessments are completed and reviewed
2.2 Key Functional Posts
The deputy headteacher, as the nominated representative of the Head Teacher, will have
responsibilities devolved upon them for the dissemination within the school of
information on the matters relating to health and safety at work. The representative will
also maintain the necessary and current knowledge of legislation codes of practice and
other technical guidance materials relating to health and safety at work.
Senior Management within the school are responsible to the Head Teacher or his
representative for the implementation of the Safety Policy in their area of control:
Senior Managers are required to take reasonable common-sense care for their own and
other’s safety and to co-operate with their employer’s requirements made under the Act
and in particular shall ensure that:










Staff are reminded of their responsibilities as defined in the safety policy;
Departmental guidance and written Codes of Practice are available and followed;
Routine and regular safety inspections are carried out and the reporting procedures
followed;
All staff understand emergency evacuation procedures and feel confident in
implementing them;
Staff are provided with suitable and sufficient information, instruction, training
and supervision;
Safe systems of work are established and operated;
All accident and incident reporting procedures established by the Health and
Safety Policy are followed (section 3.13);
The Governing Body is provided with regular and routine health and safety reports;
all reasonable precautions are taken to ensure the health and safety of all nonemployees within areas under their control.

2.3 Employees
Employees also have legal responsibilities. They must:





take care of their own health and safety at work
take care of the health and safety of others
co-operate with their employer
not misuse or interfere with anything provided for health and safety purposes.
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All employees should be aware of the duties placed upon them by section 7 of the
Health and Safety at Work Act. It is the duty of every employee to take action to
remove (as they are able to render safe) any health and safety hazard affecting their
work or the work of students. Where actions cannot be taken immediately to
render the hazard safe, an employee must bring this to the attention of the Head of
Faculty and the Site Manager.

2.4 Supply Teachers
At the beginning of their contract, all supply teachers will be provided with a Health
and Safety induction.
This will include the following information:





fire procedure
plan showing location of assembly point
location of emergency first aid
list of qualified first aiders.

2.5 Suppliers
Suppliers must:



Ensure that articles, substances etc. supplied are, so far as is reasonably
practicable, safe and without risks to health.
Provide with articles supplied, information which is adequate for their safe use.

2.6 Pupils and Parents
Pupils and parents are responsible for following the school’s health and safety advice, onsite and off-site, and for reporting any health and safety incidents to a member of staff.
2.7 Contractors
Contractors will agree health and safety practices with the headteacher before starting
work. Before work begins, the contractor will provide evidence that they have
completed an adequate risk assessment of all their planned work.
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3. Internal Arrangements
The governing body of Lyncrest Primary School has responsibilities to ensure that:
1. its establishment produces a local policy and devises appropriate procedures for
dealing with health and safety and take steps to promote the correct attitude towards
safety in both staff and pupil/students.
2. the management of the establishment implements the polices of the authority, and,
where applicable, produces and implements its own polices.
3. polices for fire precautions and first aid are formulated, documented and adhered
to.
4. it considers the cost of implementing the policies, seeks and sets aside sufficient
funds for their implementation.

3.1 Fire Alarm Testing and Maintenance
The fire alarm will be tested every week using a different call point for each test. The
results of the test shall be recorded in a logbook together with any faults and the action
taken to rectify them. Amey are currently responsible for undertaking these actions.
First principles:
1. It is essential to maintain systems for fire prevention:
 control sources of ignition
 control fuels
 avoid sources of ignition and fuels coming together.
2. Detection, warning and evacuation systems, routes and procedures must be
carefully designed and maintained.
3. All staff should be trained in fire procedures and other people should be briefed.
4. Escape routes must be kept clear and properly sign posted.
5. Fire doors should be kept closed.
6. After evacuation everybody should go to the designated assembly point where
attendance should be checked. Nobody should re-enter a building until they have
been told it is safe to do so.
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3.2 Evacuation Drill
A fire drill involving the complete evacuation of the school will be held at least three
times every year, these to coincide with term times.
All members of the staff should familiarise themselves with the procedure in case of
fire and any specific duties they may have in respect to the following
(Appendix a);




taking the roll call
calling the fire service location of assembly points
instructions to students

3.3 Disabled Persons
It is the responsibility of those staff who have the care of disabled students or visitors
to ensure their safe evacuation in the event of a fire or other emergency. Any laid down
procedure for the evacuation of disabled persons should be practised as a part of the
normal fire routines.
3.4 Fire Prevention
Fire doors are provided for:




protecting the means of escape
restricting the spread of smoke and fire
fire separation

All doors including those that are not fire doors should be kept closed at the end of the
school day.
Fire exit routes and fire doors should be kept free from obstruction.
particularly self-closing fire doors should not be wedged open.

Doors,

3.5 In Case of Fire
The nominated person will collate all the information following the roll call and inform
him that all staff, students and visitors to the school are accounted for.
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3.6 Fire Fighting
It is more important to evacuate people from a building than to stop and fight a fire.
However, there are occasions when simple fire-fighting techniques can eliminate a fire
before it takes hold – for instance, when dealing with burning fat in a pan.
Fire-fighting techniques, which may be automatic or manual, eliminate one of the
factors in the ‘fire triangle’ – for instance, by:




Starving the fire of fuel
Restricting oxygen – such as by using a fire blanket to smother a pan of burning fat
Cooling the heat.

All fire-fighting equipment will be inspected annually in accordance with the current
British Standard.
3.7 Personal Protective Clothing (PPE)


PPE is an essential last resort in circumstances where hazards cannot be controlled
in other ways and as an additional back up to other health and safety measures.



A range of PPE exists to protect various parts of the body - including safety
glasses, helmets, clothing, gloves etc. These will be provided and stored by
Amey.



An assessment must be carried out to make sure the correct PPE is provided.



Staff must be informed, instructed, trained and supervised to make sure they
understand the hazards, the need to wear their PPE and how to care for it.



PPE may be relevant to use to minimize risk during gardening or Forest School
activities and in undertaking biosecurity. In the event where PPE is used to
undertake biosecurity, this PPE will not be brought onto any other site unless fully
cleaned or sterilized. (Hand washing will be used as standard to prevent issues of
biosecurity also)

3.8 First Aid


First aid prevents injury and illness from getting worse and can save lives.



Adequate arrangements must be made for first aid including responsible people,
equipment and facilities.



The exact first aid provision depends on the risks in the workplace.



Employees should know what first aid arrangements have been made.
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Adequate numbers of trained first aiders should be available depending upon the
risk at the workplace. The minimum provision of personnel is an appointed person.

First Aid Boxes
First aid boxes for every day general use i.e. plasters and small dressings for minor cuts
are kept in all classrooms the school and staff should make themselves aware of their
locations.
Should there be any requirement for the first aid box to be taken out of the school for
outside events, these can be obtained from first aid cupboard in the servery.
First aid boxes/equipment to be checked every term. When the first aid box needs
replenishing with plasters and dressings, it is the responsibility of the first-aider where
the boxes are located to ensure this task is carried out.
3.9

Qualified First Aiders

Provision will be made for adequate trained first aid personnel to be available at all
times during school hours. The Head and his representative will ensure that there are
adequate first aiders available. The list of first aiders will be amended accordingly when
changes occur and circulated to all staff.
First aiders must be specially trained and certified by organisations approved by the
Health and Safety Executive. All staff holding this certificate should re-qualify every
three years.
They should give treatment only in the techniques they have been trained to carry out,
otherwise they could cause further injury.
3.10 Contact with Blood
All members of staff are reminded of the need to take care when coming into contact
with casualties who have injuries that result in bleeding. Skin-tight gloves are provided
in all emergency first aid boxes.
However, it should be remembered that unless the person treating the casualty has open
wounds themselves, there is little chance of any disease being transmitted through
contact with the blood of the casualty providing simple hygiene measures are taken
immediately after the accident.
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3.11 Medication
No medication will be administered to any pupil or member of staff unless it is a
prescribed medicine and, in the case of a pupil, the written permission of the parent or
guardian is given and where the Head considers it appropriate.
Commercially available over the counter medications, such as painkillers, antiseptics,
must not be administered in schools to pupils or staff the exception of this is for children
in Nursery or Reception whereby over the counter medication can be administered if:





It is placed in a named container.
The medication is in date.
A consent form is completed by the parent or carer clearly detailing dose and
time of administration.
The parent or carer have confirmed in writing that the medicine has previously
been administered without adverse effect

All medications that can be administered must be securely stored with access strictly
controlled.
3.12 Accident / Incident Reporting
These procedures are designed to assist the managers in the correct notification of
accidents and relevant incidents involving their staff and/or occurring on their premises.
This ensures that Northamptonshire County Council has the necessary information to
comply with the requirements of the Reporting of Injuries, Diseases & Dangerous
Occurrences Regulations (RIDDOR) 1995.


All accidents and work-related health problems, including near misses and violence
or the threat of it, must be reported ensuring compliance with RIDDOR 95 when
appropriate. Reporting is completed through on online process (LGSS Direct).



Investigating accidents, near misses or work related health problems helps in the
development of measures to prevent recurrences.



Records must be kept of all accidents; near misses and work related health
problems. An online process (LGSS Direct) should be used to report any
accident/incident involving staff, clients, customers, visitors and contractors on site.
Accidents involving children must be logged in one of the accident logbooks,
located in the locked cupboard in the servery. If a child is sent to hospital as a result
of an accident, the NCC Health and Safety Team must be notified on 01604 368136.



For minor children’s first aid administered by staff, a record book is kept in the
school’s first aid cupboard. This must be completed for any instance of first aid
given to children and parents informed of any first aid given on the same day, or as
soon as reasonably practicable.



Certain accidents must be reported to the enforcement authorities. The headteacher
will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil
whilst in the school’s care. This must be no later than 14 days after the incident.
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3.13 Critical Incidents
A critical incident can be defined as a serious disruption arising with little or no
warning, which causes one or more of the following effects:
•
•
•
•

injury
extensive damage to property
death
distress

On a scale beyond the capacity of the organisation operating under normal conditions,
and requiring assistance from the emergency services, the County Council and others.
Examples of critical incidents include serious accidents, major fire, building collapse,
riot and serious acts of violence. They might occur on the school site during school
hours, on school transport, whilst pupils are taking part in activities away from the
school site, or on school premises during after school activities. Appendix B gives
advice for staff handling a major incident on or off of the school site.
3.15 Accident / Incident Reporting and Investigation (Legal Duty)
The Teacher in Charge or Line Manager is responsible for carrying out an investigation
into an accident or occurrence and for informing the appropriate officers in accordance
with the County Council’s Accident Notification Procedures.
The Northamptonshire County Council Education Department’s Health and Safety
Officer will act as collator and will report all accidents and incidents where there is a
legal requirement to inform the Health and Safety Executive.
All major accidents or incidents will be reported in the first instance by telephone and
followed up with a written report. The Head Teacher will report to the Northampton
Education Health and Safety Office any major threat to the health and safety of
employees, students and users to the school.
3.16 Manual Handling
All staff are required to follow the manual handling procedure (appendix C ) when undertaking
any lifting to ensure that risk is minimised. Manual handling equipment in school is under the
responsibility of Amey.

3.17 Food Hygiene and Preparation
All staff involved in the use of food, must adhere to the the Food Hygiene and Preparation
Protocol (Appendix D)
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4. Use of the School by Outside Bodies
4.1 Hire of School Premises
The conditions of use is dealt with through Amey Business Services, who take full
responsibility for hiring out the use of the building.
The Governing Body of the school accepts no responsibility of an accident occurring
as a result of misuse of the premises save for liability for death or personal injury arising
from its negligence. A responsible person must be nominated to take charge of all
matters relating to health and safety during the period of hire of use.
When it is deemed necessary, all users of the school premises will have an insurance
policy for third party claims covering the uses to which the school will be put during
the period of the hire agreement.
4.2 Contractors (Building and Maintenance)
All contractors carrying out work on any part of the school premises will be made aware
of their responsibilities with regard to Health and Safety.

4.3 Contractors (Catering Staff, Cleaners etc.)
All managers and employees of companies having an agreement with the school for the
provision of services, either on a regular or casual basis, will abide by this Safety Policy
whilst on school premises.
4.4 Supervision of Contractors
The school reserves the right of supervision during the period of the contract.
4.5 Control of Substances Hazardous to Health (COSHH)
All chemicals and other substances used on the school premises by contractors and subcontractors must have full and detailed COSHH Assessment. Any hazardous products
will be stored by Amey in accordance with the instructions on the product label.
4.6 Methodology Statement
Where requested, all contractors and sub-contractors will produce a methodology
statement to show in full how they carry out the service in which they are performing
on the school premises.
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5.0 Minibuses, Coaches and Car Travel
5.1 Minibuses, Coaches and Cars
Minibuses coaches and cars must only be used by approved drivers.
The driver is responsible under the Road Traffic Act for the roadworthiness of the
vehicle and have a current road fund license.
Staff who are using their personal car to transport children must have school business
insurance and also ensure that any children under 135cm in height have a booster seat.
No children are permitted to be placed in the front seat.
5.2 Passengers
The driver is responsible for ensuring the safety of all passengers carried in the vehicle
and must ensure that seat belts are used at all times. Adults travelling with children in
this instance must also check the safety of all the passengers ensuring seat belts are used
at all times.
Minibuses, Coaches and Cars must not exceed the amount of passengers that it is stated
to carry.
5.3 Equipment
If a vehicle is equipped with a fire extinguisher and first aid box, the driver should be
aware of their location and how to use them in an emergency. A designated first aider
must travel with the children also and this designated first aider must carry a first aid
kit also.

5.4 Luggage Rack
Where a luggage rack is used, the load should be distributed evenly over the rack and
must be secured safely.
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6. Monitoring and Evaluation
6.1 Health and Safety Defect Reporting Procedure
In the event of a health and safety defect, this will be reported to the Amey site manager
who will log this as an event in the Events Record Book. This event will also be logged
on Amey’s Airsweb with Amey Business Services at which point any defects will be
scheduled to be rectified as soon as possible.

6.2 Testing and Repairs of Electrical Equipment
Equipment and systems that use electricity must be tested regularly and maintained
thoroughly by competent personnel. The frequency of testing depends on a number of
factors such as the degree of wear and tear. Portable tools require extra attention.
Regular and systematic check will be carried out on all electrical equipment.
Everyone who uses electrical equipment or works in an area where electricity is used
must look out for problems and report them immediately. Qualified and experienced
personnel must then examine the equipment and make any necessary repairs or
improvements.
Minor repairs will only be carried out by a technician who has attended an approved
course. Whilst awaiting major repairs, electrical equipment must be taken out of service
immediately or isolated and labelled to show the fault.
6.3 Health and Safety at Work Code of practice
Where necessary a full detailed copy of the working practices and procedures will be
held in each curriculum area of the school.
6.4 COSHH Assessments and Regulation
Risk assessments will be conducted for all identified significant hazards and risks. Risk
assessment records will be maintained and communicated where appropriate.
The Health and Safety Executive will ensure that where any chemical or other
substances are used, the requirements of the Control of substances hazardous to health
(COSHH) Regulations have been fully satisfied.
6.5 Health and Safety Audit / Inspections
The Health and Safety Executives (Health and Safety Governor and the Head Teacher)
will carry out health and safety audits, across the school, in each large term (three times
a year). These positive examinations will examine health and safety policies and
working practices.
Inspections will be carried out daily by the site supervisor (employed by Amey) in line
with their day to day running of the school. A Safety Inspection Report together with
the recommendations will be completed following the inspection.
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6.6 Limitations of this Statement
Any omissions from this statement as to the detailed procedures, or the identification
of specific hazards, in no way absolves employees of their general duties for the safety
and welfare of themselves, colleagues or lawful visitors to the school.
7 Infection prevention and control

We follow national guidance published by Public Health England when responding to
infection control issues. We will encourage staff and pupils to follow this good hygiene
practice, outlined below, where applicable.
 Wash hands frequently with liquid soap, warm water, and dry with paper towels
after using the facilities, before eating and if moving into another learning
environment.
 Cover mouth and nose with a tissue if coughing and sneezing, dispose of tissue
and follow the guidelines on washing hands after.
 Where necessary, staff will wear personal protective equipment as part of
prevention and control.
 Amey clean frequently and thoroughly.
 Amey are responsible for clearing out all rubbish bins daily.
 Staff room facilities are cleaned daily by Amey; however, staff will clean tables
they have used for lunch or PPA.
Risk assessments will be completed for any pupils or staff who are vulnerable to infection.
This will also include new and expectant mothers.
School will adhere to the Covid Risk Assessment guidance for exclusion periods as
advised by Public Health England when a child or adult is identified as having Covid.
We are committed to promoting high levels of health and wellbeing and recognize the
importance of identifying and reducing workplace stressors through risk assessment and
will put measures in place, where needed, to respond to individual concerns and monitor
staff workload.
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Appendix a

Fire Evacuation Plan 14.10.21
Action in case of a fire
 The signal will be a continuous sounding of the fire alarm.
 A member of the leadership team/ office staff will contact the fire services.
 Children and accompanying adults will leave the building via their nearest exists, leading them
out to either the playground or basketball court. On their way out to the playground, one of the
adults will notify anyone in the Qube of the situation, at which point those in the Qube will go to
the evacuation points.
 On exiting the building, lights will be turned off and doors will be shut.
 The children will line up in their relevant class groups silently and facing away from the building.
 The SLT or office staff will leave the building with the ‘grab bag’ that includes the schools
business continuity plan with staff contact details and child contact details (on a memory stick),
up to date registration sheets and two sets of classroom crib sheets. One set of crib sheets will go
to the basketball court. Staff will take with them any relevant medication for their children from
the classroom. The other set of crib sheets will go to the playground.
 Children’s presence will be ascertained and numbers will be recorded on the crib sheets by a fire
warden or member of the SLT in both of the two locations.
 A fire warden or member of the SLT will convene from each of the two areas- with the crib
sheet- to the front of the school and check the total number of children ascertained as present to
the registration sheets. If the totals on the crib sheets do not match the registration sheets total. A
person is missing. If a person is found to be missing, the SLT will at that point decide on the
safest course of action.
 The office staff will take with them a register of visitors, checking that these visitors have left the
building.
 If the site supervisor is working alone, they will contact the fire services themselves and evacuate
the building, waiting for their arrival.
 In the event that the fire signal is raised before the beginning of school, a member of the SLT will
go to the front of the site (gate) and stop anyone else entering the site. Those who are in the
building will congregate at the designated fire points (playground and back court).
 In the event of the fire alarm sounding in the Qube (as it is not linked to the main building
system), the fire alarm system will be triggered immediately by a member of staff and the SLT
will be informed so as to deploy someone to direct people effectively away from the back
playground. In this instance, all classes must evacuated to the basketball court.
 No one must enter the building until it has been clearly signalled that there is no longer a
risk to their safety.
All staff will be trained in this procedure as part of their induction
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Appendix B
Emergency Incident Guidance
Is the incident a medical, police or fire emergency? If yes, call both:


112 or 999 - emergency services



01604 751336 - LPS

Is it an incident that will cause significant disruption to the day (e.g. transport failure?) If
yes, call:


01604 751336 - LPS

In either cases, if LPS cannot be contacted, call the SLT:


07843488792 – Jemma Gillespie



07753662707 – Sally Munley



07843087683 – Beckie Robinson

In any dangerous

0300 1261012

emergency incident,

Office Hours:

when LPS or SLT

Out of hours:

cannot be contacted,

Mobile: 07885 292851

call the NCC

Pager: 07659 145277

emergency planning
team.
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Appendix C
Manual Handling Procedure
This procedure is intended to reduce the risk of manual handling injuries and provide guidance
on the measures that that should be taken to ensure safe lifting and carrying in the workplace.

Summary of Duties
Under Section 2 of the Health and Safety at Work etc. Act 1974, every employer has the duty to
provide a safe place of work, a safe environment and safe systems of work, so far as is
reasonably practicable. This duty includes the need to minimise risk arising from manual
handling tasks.
Under the Manual Handling Operations Regulations 1992 (MOHR), manual handling is
interpreted as the transporting or supporting of any load.
Regulation 4 of MHOR requires the employer to avoid the need for hazardous manual handling
activities, so far as is reason to practicable. Where it is not possible to eliminate hazardous
manual handling, an assessment must be undertaken to determine the level of risk. Suitable
controls must then be introduced to reduce the risk of injury to the lowest extent reasonably
practicable. This may be achieved by the use of automation, mechanical aids or redesigning the
system of work or even the workplace itself.
An assessment should take into consideration the tasks, the load, the individual, the environment
and any other factors which may affect its safe lifting and carrying (for example the use of
personal protective equipment). Assessments should be reviewed when there is a significant
change in:
(a)
(b)
(c)

(d)

the activity or process
the working environment
the numbers or abilities of personnel
the nature of the load(s) to be handled.

Reassessment may also be required where accident/absence statistics show that the original
control measures were not sufficiently effective.
Where appropriate the employer is also under a duty to provide employees with information on
the weight of the load and the centre of gravity, where this is not positioned centrally. There is
no maximum weight that a person can be required to handle. Tasks should be assessed on the
basis of an ergonomic approach to manual handling operations in the workplace, i.e. fitting the
task to suit personal abilities and limitations.
Section 2 of the Health and Safety at Work etc. Act requires the provision of suitable training,
instruction and information. This extends to training in safe methods of lifting and carrying for
those employees who undertake manual handling activities.(MHOR) also require appropriate
steps to be taken to reduce risk, one of which will be the provision of adequate training.
In nearly every job in the company there are a number of lifting operations carried out by staff
and operatives. A number of practical things can be done to reduce the risks of injury from
manual handling operations.
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Arrangements for securing the Health and Safety of Employees
The elimination of hazardous manual handling activities:
Lyncrest Primary School will ensure the operations which involve manual handling are
eliminated, so far as is reasonably practicable. The measures to achieve this include an
ergonomic design of the workplace and activity and the provision of automated or mechanical
aids such as trolleys, conveyors or other lifting equipment, where necessary.
Assessment of risk:
An assessment of manual handling activities will be carried out by competent persons. Risks
which are identified will be reduced to the lowest level reasonably practicable. The following
factors should be considered during the assessment.
The task
 Bending and stooping to lift a load significantly increases the risk of a back injury.
 Items should ideally be lifted from no higher than knee-height to no higher than shoulder
height.
 Outside this range, lifting capacity is reduced and the risk of injury is increased.
 When items are required to be lifted from above shoulder height, a stand or suitable means of
access should be used.
 Items which are pushed or pulled should be as near to waist level as possible. Pushing is
preferred, particularly where the back can rest against a fixed object to give leverage.
 Carrying distances should be minimised, especially if the task is regularly repeated.
 Repetitive tasks should be avoided whenever possible.
 Tasks which involves lifting and carrying should be designed in such a way as to allow for
significant rest breaks (rotation of tasks) of to avoid fatigue.
 Avoid tasks which require twisting the body where ever possible.
The load
 The Load should be kept as near as possible to the body trunk to reduce strain and should be
not of such size as to obscure vision.
 An indication of the weight of the load and the centre of gravity should be provided where
appropriate. Unstable loads should be handled with particular caution. The change in the
centre of gravity is likely to result in over balancing.
 Ensure there is a secure hand hold, using gloves were necessary to protect against sharp
edges or splinters.
The individual
 The consideration must be given to age, body weight and physical fitness.
 Regard must be given to personal limitation, employees must not attempt to handle those
which are beyond their individual capability. Assistance must be sought where this is
necessary.
 Persons with genuine physical or clinical reasons for avoiding lifting should be made
allowance for, as should pregnant women, who should not be required to undertake
hazardous lifting or carrying tasks.
 Significant knowledge and understanding of the work is an important factor in reducing the
risk of injury.
 Individuals undertaking lifting or carrying will be given suitable instruction, training and
information to undertake the task with minimum risk.
The working environment
 There must be adequate space to enable the activity to be conducted in safety and the
transportation route must be free from obstruction.
 Lighting, heating and weather conditions must be taken into account.
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 Floors another working services must be in a safe condition, and adequate ventilation is
required, particularly where there is no natural ventilation
Other factors
 The use of personal protective equipment may be necessary whilst carrying out manual
handling activities. If the use of personal protective equipment restricts safe and easy
movement, this should be reported.
 Constant interruptions from other employees must be avoided, as this can reduce the
concentration of an individual.

Duties of managers and supervisors
Managers or supervisors must ensure and that:
 manual handling assessments are carried out were relevant and records are kept
 employees are properly supervised
 adequate information and training is provided to persons carrying out manual handling
activities
 any injuries or incidents relating to manual handling are investigated, with remedial
action taken
employees adhere to safe systems of work:
 safety arrangements for manual handling operations are regularly monitored and
reviewed
 employees undertaking manual handling activities are suitably screened for reasons of
health and safety, before undertaking the work
 special arrangements are made, when necessary, for individuals with health conditions
who could be adversely affected by manual handling operations

Duties of Employees
Employees must ensure that:
 They report to management (in confidence) any personal conditions which may be
detrimentally affected by the manual handling activity
 They comply with instruction and training which has provided in safe manual handling
activities
 Their own health and safety is not put at risk when carrying out manual handling
activities
 They use equipment which has been provided to minimise the risk from manual
handling activities
 Any problems relating to the activities are reported to a responsible person

Information and Training
Suitable information and training, will be provided to persons who are required to carry out
manual handling activities.
Training needs will be identified and reviewed by the responsible person.
Refresher training will also be given at reasonable intervals.
Employees will be informed of the approximate weight of loads which are handled and objects
which have eccentric weight distribution.

Safe System of Work
Poor lifting and carrying techniques can result in discomfort and increase the risk of injury. In
extreme circumstances, these injuries can have permanent effects. These risks can be reduced by
adopting the following simple precautions:


Ensure that formalised systems of work have been designed for the work activity are
complied with.
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Make full and proper use of aids to lifting and carrying, such as trolleys, and lifting
equipment
Store heavy items between the shoulder and hip height. Where possible only store small,
light items above shoulder or below knee height.
Use the legs and knees to bend and lift - do not stoop or bend the back.
Avoid tasks which require stretching or twisting.
Ensure that regular rest breaks are taken where manual handling activities are repetitive
to prevent the onset of fatigue.
Ensure that there are no sharp, hot or cold edges which could cause injury.
Ensure that walkways are free from obstructions.
Make full and proper use of personal protective equipment.
Report any problems or concerns associated with manual handling operations to a
responsible person without delay.
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Appendix D

Food Hygiene and Preparation Protocol
When working, please follow the steps below to ensure high standards of hygiene
and safety.
Before beginning work with food
 Wash hands thoroughly and effectively (this stage must be repeated after
touching any food, using the toilet, touching a cut or changing a dressing,
touching or emptying bins, after cleaning and after touching phones, light
switches, door handles, cash registers and money.
 Ensure clothes are clean and where appropriate, where an apron to stop the
spread of dirt and bacteria on to work clothes.
 Remove any watches or jewellery.
 Ensure if your hair is long that it is tied back or up in a hairnet.
Maintenance of equipment
 Ensure that all utensils, cutlery, plates, cups and table ware to be used are in
good condition with no cracks or loose parts. If there is visible damage
remove these items and report this loss to the line manager.
 Ensure that any chopping boards used are not scratched pitted or scored. If
there is visible damage remove these items and report this loss to the line
manager.
 Check the temperature of the fridge is set and remains at 5 degrees centigrade
and the freezer is at -18 degrees centigrade.
Washing and Cleaning
 All cloths used are single use and to be thrown away after each session.
 Only use fresh cloths to wipe work surfaces that will be used for ready- toeat food.
 Washing up is to be done in a separate washing up bowl provided.
 After service, all surfaces that have come into contact with food are to be
disinfected with the disinfectant provided. All other surfaces may be wiped
down with the multi- purpose cleaner provided. The sink area is also to be
disinfected.
 Any food waste is to be placed in the bins provided and removed at the end of
the day.
 Any spills will be mopped and disinfected accordingly. The floor will be
mopped at the end of the day.
Serving Food
 Ensure all preparation surfaces and serving dishes are clean and free from
dirt. Disinfect where necessary.
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 If fruit and vegetables are to be prepared, peel and trim outer parts as
appropriate, wash them thoroughly in a bowl of clean water. Wash your hands
before and after handling fruit and vegetables.
 For all other ready to eat foods (cereal, bread etc…) follow the
manufacturer’s instructions on how to store and prepare these foods.
 For hot food cooked on a Friday at After School Club (potato smilies, carrot
waffles, cheese pizza or popcorn depending on the week) all food is to be
stored and prepared according to the manufacturer’s instructions. Food must
be piping hot before serving. Any food left over must be disposed of and not
kept for another occasion.
If you are unsure of any of these procedures or wish to know any more
information about effective food hygiene standards and safety, please
consult the ‘Safer Food, Better Business for Caterers’ manual.
List of opening checks:
Action

Completed
(mark with
date)

Check fridges (5) and freezers (-18)are at correct temperatures
Check all other equipment is working properly and no equipment
is damaged
Ensure clothing is correct and where appropriate hair is tied back
Ensure food preparation areas are clean and disinfected, where
appropriate
There are plenty of hand washing and cleaning materials
List of closing checks:
Action

Completed
(mark with
date)

No food is left out
Food past its use by date has been thrown away
Dirty cloths thrown away
Waste removed into bins (to be collected by Amey Staff)
Delivery checks:
Action

Completed
(mark with
date)

Check fridges (5) and freezers (-18)are at correct temperatures
Recorded fridge temperature Recorded freezer temperature
All chilled food in the fridge immediately
All frozen food in the freezer immediately
All perishable food placed in the cupboard and stock rotated.
Ensure any out of date food is removed.
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