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“Learning Together Growing Together”
Mission Statement
At St. John’s Catholic, Primary School (PS), we provide a happy, nurturing, inclusive, learning, environment which delivers high quality outcomes and life-enriching experiences. We embrace diversity and encourage all to respect the environment and develop the confidence and digital skillset required to contribute to society and the local and global economy. We work collaboratively with parents/carers and community partners to promote the social, emotional, intellectual, and spiritual well-being of each individual, thereby enabling our school family to ‘Learn Together’ and ‘Grow Together.’
Rationale
Our policy is to provide and maintain safe and healthy working conditions, so far as is reasonably practicable, for all our staff and children and to encourage a safety culture within the school.  The Employing Authority’s Policy Statements are adopted and complemented by this Policy Statement.

Where reasonably practicable we will pay particular attention to the provision and maintenance of:

· A safe place of work, safe access to it and safe egress from it: -
· Operating procedures which reduce the need for close contact between any members of the school community;
· Facilities for maintaining good hand hygiene e.g.: access to appropriate handwashing facilities and hand sanitisers;
· Plant, equipment and systems of work that are safe;
· Safe arrangements for the use, handling, storage and transport of articles and substances;
· Sufficient information, instruction, training and supervision to enable all employees to avoid hazards and contribute positively to their safety and health at work;
· A healthy working environment; and 

· Adequate welfare facilities.

It is our policy to provide adequate information to identify needs in respect of training and provide supervision as necessary for the health and safety of staff and children.

The Board of Governors and Principal of St John’s Primary School, recognise that the health, safety and welfare at work of all staff and children is paramount and primarily their responsibility, and that further, a duty of care extends to other persons while they are on the school premises. The operational responsibility for Premises, Health and Safety Management is delegated to Mr Carlin and overseen by Mrs O’Connor, the Principal.
In compliance with current legislation, the Board of Governors and staff of St John’s Primary School, will direct its activities to ensure, as far as is reasonably practicable, the health and safety of all staff, children and members of general public who use school premises.

The main purpose of this policy is to set out the measures that the school has in place in order to minimise the effect of accidents as measured by damage to people, buildings, equipment and the environment.  To achieve this objective, the active co-operation and support of all children and staff is necessary.

Roles and Responsibilities
1. Principal & Premises, Health & Safety Manager (PHSM)
· The Principal and the Board of Governors are responsible for the employment of persons who are competent in the work for which they are engaged;
· The provision and maintenance of all systems of work that are, in so far as is reasonably practicable, safe and without risks to health;

· Ensuring, so far as is reasonably practicable, safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances;
· The provision of such information, instruction, training and supervision that is necessary to ensure, so far as is reasonably practicable, the health and safety of staff, children and other users of school premises;
· The provision and maintenance, so far as is reasonably practicable, of a safe place to work and proper access to and exit from that work;
· The provision and maintenance of a working environment that is, so far as is reasonably practicable, safe without risks to health and adequate as regards facilities and arrangements for welfare at work; 

· Compliance with all statutory requirements for safety, health and welfare. The working environment should allow for all members of the school community to safely comply with the most up to date Public Health Guidance; 
· The provision of First Aid and First Aid equipment;
· The provision of hazard and safety warnings at appropriate designated places. This should include signage which promotes compliance with the latest Public Health Guidance; and
· The training of staff in risk assessment and safety procedures.

2. STAFF

It is recognised that all staff have a responsibility for their own personal safety and also a duty to care to their fellow members of staff, students and visitors to the school.

These responsibilities include: -
· The duty to comply with the safety instructions and directions set out by the PHSM, Principal and Board of Governors;
· The duty to respect and adhere to the latest Public Health Guidance; 
· The duty to refrain from the wilful misuse or interference with anything provided in the interests of health and safety and welfare and from any action that might endanger themselves and others;
· The duty of all members of staff in authority to ensure that the necessary safety precautions are taken and that the necessary safety instructions are given; and
· The duty to carry out risk assessments.

3. CHILDREN
Children have a responsibility to: -
· Listen to and follow all school rules, instructions and directions as set out by the Principal, PHSM and staff;
· Respect and adhere to the latest Public Health Guidance; and
· Refrain from the wilful misuse or interference with anything provided in the interests of health, safety and welfare and from any action that might endanger themselves and others.

4. VISITORS TO THE SCHOOL

It is the duty of the school Principal, PHSM and all staff to ensure the safety of visitors to school premises as follows: -
· All visitors must report to the secretary in the office; sign in/out of building and wear a visitor lanyard;
· A designated member of staff is responsible for each visitor and is responsible for instructing the visitor in case of emergencies;
· Visitors must observe all safety procedures;
· Those responsible for visitors should ensure that they do not face risks and that the visitors respect and adhere to the latest Public Health Guidance; and 
· Peripatetic teachers or other education professionals visiting the school, to work with specific children, should wait at the school office until the child arrives and then proceed to the designated room.
Access to the School Premises from Outside

For the further safety of children, parents/carers may not walk to a classroom during class time to take a child out of class. The main entrance can be accessed using a buzzer system.  All visitors should report to reception.  

Side entrance doors are to be kept locked during the day except when in use at peak times.  These doors must be opened at 8.50am each morning and locked at 9.10am.  

In this way access to the school will be limited from outside interferences.  

Organisation
There will be a school Health and Safety Committee, who will advise the Principal on all matters pertaining to Health and Safety in the school. The Health and Safety Committee consists of: -
· Principal – Mrs Geraldine O’Connor

· PHSM– Mr Neil Carlin

· The Building Supervisor – Mr Alan Nash
· An accident form should be completed for all accidents. All head injuries must be reported to the office staff and a member of the First Aid Team. Potentially serious accidents will be investigated promptly and recommendations made to prevent recurrence, including allocation of responsibility for implementation of the resulting action;
· First Aid equipment is kept in the first aid box in a central area in each year group area;
· Mrs H Christy is responsible for updating all First Aid equipment;
· First Aiders - Miss L Mc Gill, Mrs H Christy and Mrs N Lyons have received first aid training.  First Aid Training organised by the school and is provided by a recognised training agency every three years with an annual refresher course.
· Only designated first aiders are permitted to administer first aid.

· Mr Neil Carlin was certified by the Institution of Occupational Safety and Health (IOSH) 2021; and

· Mr Alan Nash was certified by the National Examination Board in Occupational Safety and Health (NEBOSH) in 2021 (Confirmed 2021). 
Fire Precautions
The arrangements for Health and Safety have been drawn up following assessment of risk in accordance with the Management of Health and Safety Regulations 1999. Precautions concerning fire must be taken seriously at all times as fire will endanger the lives of all members of the school community.

· All members of staff must familiarise themselves with the fire drill procedure.  All members of staff will be given a copy of Fire Drill procedures at the beginning of each year and these should be displayed in a prominent position beside the classroom door;
· New members of staff will receive induction in fire safety;
· All staff must ensure that children are taught how to follow safety procedures in the case of a fire alarm;
· Staff must follow the fire drill procedure and report after evacuation to their respective assembly points. 
· There will be a minimum of three fire drills per year.  In the first term drills will be held for teaching purposes. They will be planned, timed and monitored. Feedback will be given to all participants and improvements/amendments given to all teachers at a staff meeting. Subsequent fire drills will be unannounced;
· Smoking is not permitted anywhere on the school site; 
· When contractors are on site they are expected to follow school safety procedure. The Principal, PHSM and/or Building Supervisor will liaise with contractors on major premises projects; and 

· The Building Supervisor will assume responsibility for the dissemination of school safety procedures to contractors on site for routine tasks.

Lunch Time Fire Procedure

· On hearing the fire alarm, supervisors on duty should lead all children in the canteen out to the playground;
· The children on the left side (near the library) should exit via the office and the children on the right should exit via the canteen exit door;
· The children should descend the steps at the office and then make their way to their class fire drill positions;
· The supervisors should also check to make sure the toilets are vacated; and
· The class teachers, of children on site, should firstly assist the children as they descend the steps before taking their class to carry out roll call. 
(Reference: Fire Prevention and Fire Safety Policy)
Fire Prevention Equipment

Arrangements are made to regularly monitor the condition of all fire prevention equipment.  This would include the regular inspection of fire extinguishers and the fire alarm system.  All fire-warning systems will be tested once a week and a record of these tests kept in the logbook.  
General Practice

Equipment
Equipment in school should be used safely and for its intended purpose only. The following applies:-
· Equipment identified as defective should be taken out of use immediately and labelled accordingly. The PHSM and Building Supervisor should be informed immediately in order that arrangements for repairs or replacement can be made swiftly;
· Second hand equipment must not be introduced to the school;
· Electrical equipment will be tested regularly in accordance with Education Authority procedures. Plugs and leads will be visually checked regularly;
· Any electrical equipment used outside must be attached to the electric supply through an RCD, and leads should be covered by mats to allow safe passage over the wire;
· Electrical sockets should be switched off before a plug is removed;
· Fire fighting equipment and alarm systems are maintained via annual contract;
· PE equipment is maintained. The PE Co-ordinator should assess the safety of equipment termly. Defective equipment should be removed;
· Hazardous substances, such as glazes, cleaning materials, hand sanitiser etc: are kept in their original containers and locked in appropriate storage areas;
· The external play equipment is assessed for safety compliance annually; and  
· The Building Supervisor must keep records of checks on PE and play equipment and report checks to the Premises, Health & Safety co-ordinator PHSM and Principal.
Mobile Phones

Children are not allowed to use mobile phones at any time in St John’s Primary School.  The potential to mis-use mobile phones is too much of a risk.  If a child is found to have a mobile phone it will be placed in a sealed envelope and only returned when the parent comes to the school to collect it. 

Staff must ensure that mobile phones and watches are placed on silent mode throughout the teaching day and during Directed Time. In the interest of personal safety, mobile phones should be stored safely and securely at all times and should not be visible in the classroom.

PE Clothing

All children will change into the PE Uniform (Trainers, blue shorts and blue polo shirt/t-shirt without logos) for the activity in which they will participate – no jewellery is permitted to be worn. If children forget their PE gear, they may still participate provided they have appropriate footwear and cardigans, jumpers and ties are removed, and the neck button of shirt is opened. 
Jewellery

One pair of stud earrings and a watch are the only permitted jewellery to be worn.
Lifting and Moving
Each child should be taught how to lift and move equipment. Techniques should be revised at least each year.
· Children should be stationed at the corners of each piece of equipment.

· A leader of the group says when the lift should start.

Vehicles 

The school gates will be closed from 9.00am to 3.00pm.  The driver of any vehicle that needs access to the school grounds must open the gate and close it securely again.  Staff cars should be parked in the marked bays. Delivery vehicles are expected to use the delivery area.

Wherever possible deliveries should be made once the children are safely in the building.

Other trade vehicles should park safely and ensure that safe access to doorways, disabled parking or delivery areas is maintained for other users.
Drivers requiring assistance should contact the office staff on02871264046. The Building Supervisor will then be contacted to provide support. 

Key Holder Safety During Call Outs
Key holders on call out should be mindful of their own safety.

If the PSNI has left the premises, a key holder can contact the police and request that they return before entering the building.

Key holders should lock themselves in.

Before leaving, the key holder should ensure that the school is secure and the alarm re-set.

If any member of staff is onsite and is concerned about people on or about the site, they should telephone the police on 999 if concerned about their own safety or the school’s security.

Office Hours
The school office is open from 8:00am to 4:30pm.

Supervision of Children
Foundation Stage and Key Stage One

· Morning Session    8.55am – 12.00pm  
· Morning Break      10.15am – 10.30am 
· Afternoon Session 12.45pm – 2.15pm (Year 1 & 2) and 2.55pm (Year 3 & 4) 
Children in Year 1-3 with an older sibling may stay in the After School Club from 2.15pm – 2.55pm.
Key Stage Two

· Morning Session    8.55am – 12.30pm

· Morning Break      10.30am – 10.45am
· Afternoon Session 1.15pm   – 2.55pm

Children should only arrive at school before 8.50am if they are attending the Breakfast Club or Morning Clubs which starts at 8.00am.
Morning Duty
The school procedures are as follows: - 

· The playground gates are opened at 8.50am each morning by the staff on duty;
· A ‘Meet and Greet’ is carried out by class teacher to assess the wellbeing of every child on entry;

· The playground gate is closed at 9.10am Children coming to school after this time should enter via the main entrance.  An LSA will take the younger children to their classrooms and so protect class teaching time; and
· The breakfast club and morning clubs start at 8.00am each school morning.  The children are supervised by LSAs until 8.50am. They are then walked to the playground.
Lunch-time Supervision

The Senior Supervisory Assistant is responsible for the organisation and management of lunch times, and the team of Supervisory Assistants. 
Home time

At the designated home time for each year group the class teachers and LSAs supervise the children leaving school.  Children in Years 1 – 4 should be collected by and adult in the playground at the door nearest their classroom.  Children in Years 5 – 7 should walk in line with their teacher to the Year 7 area. All adults collecting children should adhere to the designated access and exit routes which are displayed on signage in the playgrounds.
Other Areas Needing Supervision

Children may leave the school grounds during the day when a note has been received, and the parent/carer comes to collect the child.  All adults entering the school must use the main entrance and report to reception where a child withdrawal slip is completed. 
Children should refrain from entering storerooms.  All stores containing cleaning fluids or dangerous equipment should be locked at all times.
Cloakrooms, Toilets, and Other Areas
The cloakrooms, toileting areas, canteen area, pathways, stairs and steps all have potential dangers, especially when a number of children are using them together. Teachers should lead their classes to the playground with the help of LSAs.  Good order should be observed. The children should walk calmly and in registered line order at all times. 
Toileting

Children must be supervised when going to the toilet as a large group.  Staff must be vigilant about how long a child spends there in case an unseen accident occurs.  Keep main doors open so that children can be supervised to a reasonable extent. 

First Aid
Health and Accidents to Children or Staff

School staff are expected to take reasonable action as responsible adults, to deal with injuries, etc: that children sustain until the child can, if necessary, receive professional medical treatment.

The school has trained three first aiders- Miss L McGill, Mrs H Christy, and Mrs N Lyons. 
First aid equipment is stored in the staffroom and the office. The staffroom should be the primary location for access to necessary first aid materials.  
The arrangements for first aid for sports, outdoor pursuits and field trips are the responsibility of the supervising staff.  A small first aid kit is available at the school office for field trip supervisors (usually the teacher in charge).  This kit must be taken on any such field trip.

Accidents

All accidents should be reported to the office and a form completed by the member of staff present at the time. What might appear as a minor accident may turn out to be serious.  Any child that goes home as a result of an accident should be recorded as having done so and the class teacher, PHSM, and Principal informed. 
The EA accident report should be completed in if the injured child needs to attend the doctor or hospital for further treatment.  The office staff will send for an ambulance if needed and also contact parents. 
Supervisory Assistants have the responsibility of dealing with minor accidents at lunchtime. The Supervisory Assistant should fill out an accident form and give this to the Senior Supervisor who will inform the class teacher. 
If a child receives a bump to the head, they will receive First Aid attention immediately. The parent will be contacted by telephone call and given the option of coming to school to check the child themselves or leaving the child to recover and return to class.

Assessing the Risks to Staff and Children
Teachers and other staff should be watchful at all times for potential hazards when pursuing the normal everyday activities and when other less frequent events are being organised.
To assess potential hazards and deal with them it is recommended that responsible adults follow a procedure entitled ‘Risk Assessment’.
A risk assessment is a careful examination of what could cause harm to people, so that you may weigh up whether you have taken enough precautions to prevent harm.

Five Stage Procedure

The procedures for risk assessment are as follows: -
1. Identify the hazard/s;
2. Decide who might be harmed;
3. Evaluate the risks and decide whether existing precautions are adequate;
4. Record your findings; and
5. Review your assessment.

A risk assessment is a useful exercise for any number of activities conducted in the school environment e.g. supervision on playgrounds, trips off site, sporting events, general use of corridors when a large number of classes are moving to and from the canteen.

NB. ALL DEFECTS IN THE CONDITION OF THE SCHOOL MUST BE REPORTED e.g. adequate lighting, missing tiles, loose paving, broken rails, leaking toilets or other such appliances. It is recommended that any such concerns should be promptly reported by email to the Principal, PHSM and Building Supervisor. Serious concerns should be reported in person immediately.
Off Site Activities
Teachers should carry out a risk assessment on the content of the proposed educational visit. A copy of the risk assessment should be emailed to the PHSM. Teachers in consultation with the Principal should ensure that the correct staff to child ratio is adhered to whilst on educational trips.

For any long-distance visit to take place off the school site, a letter home requesting permission is required. At the beginning of each school year parents are asked to sign a form giving their permission for visits within walking distance in the city. Also, at the start of the year parents are asked to give contact names and phone numbers to be used in an emergency.

Teachers should take first aid resources, and any medication needed for the children in their class, e.g. inhalers, with them on the trip.

Medication Policy
If a child requires prescribed medicines whilst in school, the parent must complete an Administration of Medicines/Treatment (Form of Consent) which is available from the school office. Once completed these forms should be kept in the school office. All medication is stored safely in the school office. All medication, except inhalers, must be recorded when taken on the appropriate Administration of Medicines/Treatment Form, which is kept in the school office. It is the responsibility of the parents, class teachers to ensure children have access to inhalers/medicines on any off-site visits.

Allergies 

Information about children who suffer from an allergy will be published in the office, canteen, Class File A School Team Around the Child (ASTAC) proforma. The Pastoral Lead, Ms Bonner, updates the ASTAC bi-annually and keeps staff informed of any changes as they arise.
Contagious Diseases

Outbreaks of notifiable diseases will be published to parents and staff immediately to ensure pregnant women are informed. We follow DENI/EA guidance on advice/reporting of diseases. We follow DENI/EA guidance on advice/reporting of diseases. If in doubt we contact the local doctor.

Head Lice

Incidents of head lice are reported to parents of children in the class where and outbreak has occurred.
(Ref. Headlice Policy)
Staff Health and Welfare
The EA Health Wellbeing Hub https://healthwell.eani.org.uk/  provides a range of services in support of staff health and wellbeing, including a free counselling service provided by Lena - Inspire.  Our school is currently engaged in the EA Being Well Doing Well programme. 
Staff are requested to take their personal health and safety seriously and contact their GP as soon as they feel ill. Any member of staff who feels they may be suffering from stress should discuss their concerns with the Principal as soon as possible. A list of emergency contact names and phone numbers for all staff and their next of kin is held in the school office and by the Critical Incident Team. 
Safety
All staff have a responsibility to be mindful of their own safety when putting up displays and moving equipment or furniture. A stepladder is available upon request from the Building Supervisor. Both staff and children should take care when moving or lifting equipment. 

Violence

Staff should always take steps to minimise the possibility of violence in school. Parents who are known to be violent or aggressive should never been seen by staff unless another adult is present (Ref. Parent/Carer Relations Policy).

Monitoring and Review of Health and Safety Arrangements

· The yearly check will be used to prioritise need and to inform planning.
· The Site Maintenance Record Book will be used to ensure immediate action is carried out when necessary.

· All staff will carry out monitoring on a day-to-day basis.

· The Building Supervisor will carry out Premises monitoring on a day-to-day basis.

· Monitoring by Governors will be via the annual premises inspection in July.
· The PHSM will also prepare and submit a report termly to the Board of Governors.

· The Board of Governors Annual Report to Parents also contains Health & Safety information.

Implementation
The Principal has overall responsibility for all health and safety matters within the school.
The PHSM has delegated responsibility for co-ordinating Health and Safety.
Statement of Legislative Compliance

School management will comply with any regulations under the Health and Safety at Work (NI) Order 1978, the Factories Act (NI) 1965, the Office and Shop Premises Act (NI) 1990, the Management of Health and Safety at Work Regulations (NI) 1992, the Provision and Use of Work Equipment  Regulations (NI) 1993, the Personal Protective Equipment  at Work Regulations (NI) 1993, the Health and Safety (Display Screen Equipment) regulations (NI) 1992, the Manual Handling Operations Regulations (NI) 1992, and any relevant legislation that may be introduced.
Monitoring, Evaluating and Review

This policy will be reviewed in 2029 or in line with new legislation/recommendations.
Signed: ___________________________       Date: ____________________

Kathleen McCallion
                                      (Ratified at Board of Governors’ Meeting)


(Chairperson of the Board of Governors)
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