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Sechool Software & Educational Resources

HEADTEACHER
(HEALTH & SAFETY)

SAFE) I AGTION:

13 POUBIES S OYER G600 GRAZIGS FOR:
PROVISION OF DOCUMENTATION,

DEVELOPING GOOD SAFETY PRACTICE;
EFFECTIVE HEALTH & SAFETY TRAINING;
EFFECTIVE SAFETY MANAGEMENT.

and writing process - we can save you that time!

SUPPLIERS OF MANAGEMENT
INFORMATION TO OVER 98%
OF ALL INDEPENDENT

AND LEA SECONDARY
SCHOOLS IN THE UK.

It

Aimed at Managers with a specific responsibility for Health and Safety, this outstanding collection

of policies and Health and Safety symbols will allow you to greatly enhance your documentation,
training and safety practice. The main School Health & Safety Policy is enhanced by separate
policies on Anti-bullying, Electrical Safety, Asthma, First Aid, HIV Protocol, School Security,
Stock Security, Visits, Stress Management, Internet Security, Display Screens & Manual Handling

- making 67 pages in total. Deriving the structure for a policy can take as long as the discussion

To edit the policies all you need is a standard word processor (e.g. MS Word) and to construct

safety plans all you need is a Draw or DTP program (e.g. Serif DrawPlus, PagePlus, MS Publisher).

N Fire
i§ call
Fire

N
.w% hose

Fire

phone

Fire
extinguisher

Location of Emergency Exits
and Fire Fighting equipment

)

NOW WASH
YOUR HANDS.

SNA Fire
N alarm
=y -
i§ B et IS =M Mobile Phones
Prohibited
N Fi
i N
i Co2 1
~
- @
i Powder
§ CAUTION
~ Vaporising VEHICLES!
Liquids I Sar
1 Water

Safe to
drink!

documentation as recommended by the Health and Safety Executive. The Governing Body

SCHOOL

HEALTH AND SAFETY POLICY

FACE:
following Health and Safety Policy has been formally adopted by the School's Governing
and should accompany and compliment that of the LEA. This policy conforms to the
framework set out in four key acts of parliament. However, this policy is not definitive
s such should not be taken as an authoritative interpretation of the law:
The Health and Safety at Work Act 1974 (HSW Act) gave employers a legal duty to
ensure, so far as is reasonably practicable, the health, safety and welfare of their
employees at work. It also required all staff, including supply staff and contractors
working on the School premises, to conduct themselves in a manner in which they
pose no risk to their own or any other person's Health and Safety. 'Other persons’
includes staff, pupils, and visitors to the School.
The Management of Health and Safety at Work Regulations 1992 required employers
to assess the risks to employees and to make arrangements for their health and safety
by effective:
i planning;
ii. organisation;
iii. control;
iv. monitoring and review.
The risks covered should, where appropriate, include the need to protect employees
from exposure to reasonably foreseeable violence.

» The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
(RIDDOR) required employers to notify their enforcing authority in the event of an
accident at work to any employee resulting in death, major injury or incapacity for
normal work for three or more days. N.B. This includes an act of non-consensual
physical violence done to a person at work.

P The Safety Representatives and Safety Committees Regulations 1977 (a) and The

Health and Safety (C Itation with Employees) Regulations 1996 (b)required

employers to inform, and consult with, employees in good time on matters relating to

their Health and Safety. Employee representatives, either appointed by recognised
trade unions under (a) or elected under (b) may make representations to their
employer on matters affecting the health and safety of those they represent.

agement systems for Health & Safety must be clearly documented and understood by all
The School has adopted appropriate and consistent terminology in all our safety

kgnises that achieving and maintaining high standards of safety requires that the School's
hgement, staff, pupils, visitors and contractors are aware of and discharge their respective
nsibilities.

For the purposes of this policy the term staff is used to refer to all full and part time
(teaching and non-teaching) and includes, helpers/volunteers and staff on temporary or
term contracts.

N
IGoverning Body believes that by effectively implementing this Health, Safety and
are policy they can achieve the following aims:

© SSER
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CREATING SAFETY SIGNS’ & ROOM PLANS IS £ASY!
o MAKE HEALTH & SAFETY SIGNS AND INFORMATION HANDOUTS;
o MAKE OVERHEAD TRANSPARENCIES FOR TEACHING PURPOSES;

o IMAGES CONFORM TO ALL RELEVANT BRITISH & EUROPEAN STANDARDS.
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Demonstration of safe condition symbol
layout for a room size of 14 Metres X 10 Metres.
Wood Store drawn as rectangle and aligned.

Scale 1:100

Wood Store

Technology

Room
B3

A

SYMBOLS AND

TOOLS ARE PROVIDED
ALLOWING YOU TO EASILY
CONSTRUCT ROOM

72 FIRE SYMBOLS
49 MANDATORY SYMBOLS
72 GENERAL SYMBOLS

59 INFORMATION SYMBOLS
60 PROHIBITION SYMBOLS

PLANS!
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139 HAZARD SYMBOLS

10 LEGENDS & KEYS  3*°°%;
89 SAFETY SYMBOLS 5;““‘".
11 DEMONSTRATIONS 2

16 TOOLS
16 ROOM TEMPLATE SYMBOLS

All goods are subject to VAT @ 17.5%

Post & Packaging is free.



DEVELOPING YOUR OWN SAFETY POLICIES IS EASY!
USE OUR IDEAS IN YOUR OWN DEVELOPMENT PLANS; —

OUTSTANDING

IMPROVE UPON YOUR OWN EXISTING SAFETY POLICIES; - sasery poucies:
CUT AND PASTE POLICIES TO MATCH YOUR REQUIREMENTS; < " ™%
ENCOURAGE PUPILS AND STAFF TO BE AWARE OF SAFETY ISSUES

SCHOOL

This resource STRESS MANAGEMENT

Section 1 Introduction:

p rov i d es a u n iq u e This policy conforms to the Education Service Advisory Committee/Health & Safety

Commission's (ESAC/HSC) definition and advice on managing occupational stress.
| b H t' f The School recognises that stress can be a major problem at both the individual and
| CO m I n a |O n 0 institutional levels - particularly in education where change appears to be constant yet
I D d f t resources or support are finite and limited. Therefore, the School attempts to prevent,
policies and safety

identify, manage and remove stress at both the individual and institutional levels and has
g ra p h ics ' associated benefits, to the school, of good stress management are manifest. However some
H

therefore adopted a whole school approach to the management of occupational stress. The
common benefits are:

e increased performance by staff and pupils;
e increased job satisfaction and retention of good staff;

£e—s—-ge of the available school budget, e.g. the budget for supply cover
SCHOOL will then be available for other purposes.

HEALTH AND SAFETY POLICY

igns of stress are well documented many of the symptoms taken in

ations where no stress is occurring, will occur or has ever occurred.
SECTION 1 . RESPONSIBILITIES. Qs s may also be indications of other medical, social or psychological
There are three different levels for the allocation of functions/responsibilities for employees herefore need to be careful, thoughtful and sensitive in ascertaining
with respect to Health and Safety — these functions/responsibilities should be detailed in an sed or experienced. The ;esponsibility for monitoring stress levels
employees contract. In addition to these three levels there are other people with ;

s . . anagers as this important function appears in their job description.
responsibilities who are not employees, e.g. Governing body and Safety Representatives. and symptoms described in this policy need to be considered in the

Level 1 Level 2 Level 3 SCHOOL
The Head teacher: Subject Co-ordinators/ Teachers/technicians/cleaners SCHOOL SECURITY
premises officers: /maintenance staff:
E:

cy is designed to help Head teachers, teachers, governors and others to ensure that

a). The Govermng Body . . . , contents and people are safe and thereby forms an integral part of the School's
The Governing Body and the Health and Safety sub-committee of the Governing Body, in d Safety policy. Employees must be aware of, and implement this policy, which

consultation with the Head teacher, will make arrangements for: rinciples and a management structure and which is also concerned with the issues
. producing and maintaining effective policies concep=ina—th inati 4
arrangements for the provision of a safe and health; —_____SCHOOL nd staff;

X .. X HEALTH & SAFETY — DISPLAY SCREEN EQUIPMENT ity:
environment. The policies should detail the Schoo! R . . .
dinati d L. for th Introduction andalism — including security measures such as CCTV,
ordination and communication systems for the man  The School and the LEA comply with the Display Screen Equipment (DSE) Regulations

issues. Policies should be in compliance Wlth., or iff 1992, recognising that this represents a minimum standard.

. . These regulations relate to any alphanumeric or graphic display screen, regardless of the ndix 1;
L statutory requirements; display process involved. This includes microfiche readers, calculators, cash registers, word pendix 2;
N e processors as well as personal computers. .
" cosies of practice - whether Statutor)./ oradv These Regulations apply to work stations used by users or operators and where users are pons — see Appendix 3.
1il. gu1dance - whether statutory or adVISory. identified the work station must comply with the Regulations. N.B. A workstation is defined

e . o as comprising the DSE itself (including optional accessories) and any disk drive, telephone, local police force have helped in constructing this polic

i PrOVldlng, monitoring and reviewing safe SYStemS {  modem, printer, document holder, work chair, work desk, work surface or any other item su g +t and advice. ¢ P 2 policy
reasonably practicable, the health and safety at wor) ~peripheralto the DSE, and includes the immediate work et (includes PP ; o
. e ; ventilation, lighting, space, seating and noise). Recommended environmental factors for tablished with the LEA;
L a school safety committee is established and work in offices and ICT rooms are: onreduction police team and our school liaison officer;
1. adequate risk assessments are undertaken af Noise Light Temperature ign advisers or architectural liaison officers.
and addressed with the aim of minimising g Upto 50dB (Average)  200lux At least 16C.

All risks should be identified and evaluated| o4 or all of the following criteria apply then the DSE regutations apply: . )
accidents; o the user (employee or agency staf) habitually uses DSE as a significant part of their ity of the School premises and the personal safety of

. . al work; i i i ich staf i
health and security of pupils and sta normal worl eating an environment in which staff, pupils, and

: . the work actlvity depends on the use of DSE; reduce the incidence of crime against schools and the
the security of property and premise there is no discretion as to the use of the DSE;

.
.
ok .| o significant training and/or particular skills in the use of DSE is needed;
school sponsored activities (includif . e is continuous use of DSE for spells ofan hour or more; place which are proportionate, unobtrusive and tailored
.
.
.

eao o

. pupils' behaviour. use is more or less the same daily;
X . .. . there is a fast transfer of information between the user and screen;
11l information provision and reporting arrangq a high level of concentration is needed. o o A e
ensure that they provide effective command o lead teacher, staff, parents, pupils, » the loca
Responsibilities ions etc. Security measures should therefore involve

communication systems. N.B. such system| The manager is responsible for: . .
reporting of accidents/near misses and facil{ identifying staff who are deemed to be users of DSE. he LEA and the Police should be kept informed about,

anced by the effective co-operation of those involved

i undertaking a risk assessment of all work stations (including local environment) used ents.
. ensuring that responsibilities are assigned and prov| by ust%rs ;\]ﬂd for acting upon its findings. In the role of assessor the manager must r planning the School's security arrangements rests with
.. specifically: .
training on Health and Safety at work and fire prev| e be familiar with the requirements of the DSE Regulations; hool, not the police force or any other body.
training should ensure that all employees, pupils, h . consult with the user when assessing their work station; an annual security audit as part of the Health and Safety
. be aware of their limitations when carrying out assessment and to call upon
others follow the School safety procedures and are further xpertse and additional sources of nformation when appropriate; nnually monitor and review this security policy and its
safe manner without placing themselves or others a e draw valid and reliable conclusions based on the assessment of risk; g . : .
placing o make a clear record of the assessment of any work station and process this entifying further strategies for ensuring or enhancing
by, e.g. information promptly using agreed procedures. ce and verbal abuse should be reported in a fair and
i the inclusion of this pOliCy in the staff hand| reviewing assessments at regular intervals and promptly if there is: sa grading of assaults may be advamageous.

)_ © SSER and pupil training programmes which covers issues
copy);
© SSER

YOU CAN ALSO PURCHASE SERIF PAGEPLUS & DRAWPLUS AT INCRED/BLY LOW PRICES WHEN YOU PURCHASE 7#é
SIER SAFETY IN ACTION CO ROM - SEE ORDER FORM FOR MORE DETAILS! PAGEPLUS IS A FULLY FEATURED DTP

PROGRAM & DRAWPLUS 1S5 A VECTOR GRAPHILS STYD/IO - PERFECT FOR ROOM LAVYOUT DESIGH.
FOR FURTHER DETAILS OF SERIF PRODUCT SPECIFICATIONS AND PRICES PLEASE VISIT ~ WWW.SERIF.cOM
All goods are subject to VAT @ 17.5% Post & Packaging is free.
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N.B. Serif software is supplied as OEM versions (complete & unboxed).
SSER/SERIF bundles contain the same versions (or later) of Serif products
as those shown above at only a fraction of the MSRP!

The Safety In Action CD ROM comes complete with a fully featured Graphic Viewer. The Viewer enables

i
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a complete category of images to be studied by displaying small 'thumbnails' together with their file names
- with one click of the mouse the original image can be viewed or put onto the clipboard ready to 'paste’
into any other Windows program. You can also search for specific images using keywords. Serif DrawPlus
and PagePlus are the perfect companions to Safety In Action - although they are not required to access or
use the graphics they offer full DTP and image editing facilities and thereby allow you to fully exploit the
potential of the Safety In Action pack. Serif PagePlus is the U.K.'s best selling fully featured DTP program.

ORDER FORM

g For full details and features of the Serif products please phone SSER or visit http://www.serif.com g

STOCK FORMAT/CONTENTS COST: (£) |COST: (£) SUB TOTAL
DESCRIPTION CODE (PC DOS & WINDOWS) Ex. VAT | Inc. VAT QTY Inc. VAT
SAFETYIN | o1 Safety In Action CD ROM £50 |£58.75
ACTION + Free Site Licence )
Serif DrawPlus
SDP You must also order stock item WSCD to £35 £41.13
SSER/Serif obtain this product at this low price!
BUNDLES! Serif PagePlus
SPP You must also order stock item WSCD to £40 £47.00
obtain this product at this low price!
All U.K. customers (except Channel Islands) must pay the VAT inclusive prices. A VAT invoice Grand
will be sent with the goods - allowing eligible schools to reclaim VAT. If possible cheques should Total

accompany the orders and are payable to S.S.E.R. Ltd. A receipt/invoice, licence and a set of —— a,
terms/conditions are sent with the goods which are normally despatched within 24hrs. of receiving é // a
your order. Official orders are welcome but please attach a completed S.S.E.R. Ltd. order form — Jeeoss ) ]

indicating the stock code required. EUROGARD
N.B. Owing to the nature of these resources S.S.E.R. Ltd. does not operate an 'inspection copy’ VISA @ .
service. In the rare case of damaged or faulty goods you must phone S.S.E.R. Ltd to obtain an soLo

official returns number. Most credit/debit cards accepted.
Please complete the following table in BLOCK CAPITALS N.B. Goods are usually despatched within 24hrs. of receiving your order.
Name: S.S.ER. LTD. -
Position: | Signature: P.O. Box 269, ¥ v
% P+
School name: Loughborough. g%~
School address: England. LE12 7ZL.
Phone/Fax:

(U.K.) 0871 2205369

- (International) +44 (0)871 2205369
Pupil Age Range: Post code: Email SSERLtd@aol.com

School phone : Fax: Web Site: http://www.sserltd.co.uk

Please photocopy this order form.  All goods are subject to VAT @ 17.5%  All trademarks acknowledged.




