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1. STATEMENT OF INTENT

 Introduction

This is a statement of organisation and arrangements for The Montessori Place for the benefit of all children, staff, parents, carers and other users of the premises at 45 Cromwell Road.  Further information and guidance on health, safety and welfare matters will be found in the school's office.

This statement deals with all aspects of the building structure and equipment as well as the operation of The Montessori Place for which the Directors have responsiblity.  It describes how these responsibilities are discharged in respect of everyone who uses the site.

The aim of the statement is to ensure that all reasonably practical steps are taken to secure the health, safety and welfare of everyone using these premises and in particular to ensure that:

· all teaching and non-teaching staff make themselves fully aware of relevant Health and Safety issues, regulations, practices and school procedures for both curricular and non-curricular areas of activity (e.g fire safety, visits, etc);

· staff and pupils work collectively to secure safe environments and procedures;

· the Directors makes sure that arrangements for health and safety are monitored and a regular reports discussed so that an effective response can be made to issues and incidents, enabling high standards of safety to be achieved, maintained and improve;

· training needs are identified and appropriate training is offered to staff and Directors.

Signed:





Signed:

Date:






Date:

Director  





Director

2.  ORGANISATION

The Directors’ health and safety responsiblities
This section explains the general responsibilities and specific duties of directors with respect to health and safety, and provide an overview of the principal related legislation.


Legislation

· Health and Safety at Work etc. Act 1974 (Sections 1, 2, 3, 4, 7, 36(1)

· The Safety Representatives and Safety Committee Regulations 1977

· Reporting of Injuries, Diseases and Dangerous Occurrences Regs. 1994

· The Ionising Radiations Regulations 1985

· The Control of Asbestos at Work Regulations 2002

· Pressure Systems and Transportable Gas Containers Regulations 1989

· The Electricity at Work Regulations 1989

· The Noise at Work Regulations 1989

· The Management of Health and Safety at Work Regulations 1999

· The Workplace (Health, Safety and Welfare) Regulations 1992

· The Personal Protective Equipment at Work Regulations 1992

· The Provision and Use of Work Equipment Regulations 1998

· The Manual Handling Operations Regulations 1992

· The Health and Safety (Display Screen Equipment) Regulations 1992

· The Control of Substances Hazardous to Health Regulations 1999

· Management of Health and Safety at Work and Fire Precautions (Workplace) (Amendment) Regulations 2003

General guidance

The Health and Safety at Work etc. Act 1974 (HASWA) places a duty on all employers

to safeguard so far as is reasonably practicable, the health, safety and welfare of their employees and of others who may be affected by work activities, such as contractor's staff and visitors. They must ensure that all premises, equipment and substances are safe and without risk to health.

Employees must comply with the safety policy and work in a safe manner.


Enforcement

The enforcement agency for health and safety is either the HSE or the local environmental health department. 


Responsibilities of directors

· Monitoring (including consideration of inspection reports);

· Prioritising actions where resources are required;

· Ensuring actions are taken;

· Including health and safety on board meeting agendas;

· Assessing the annual report on health and safety performance;

· Reporting on the Montessori Place's security arrangements;

· Reviewing the safety policy.

Directors are wholly responsible for the health, safety and welfare of employees, visitors and for buildings and equipment.  They are also responsible for outside contractors who will themselves have duties as employers.  Managerial and other staff have an obligation to co-operate with The Montessori Place’s policy to ensure health and safety requirements are met.

Directors should be aware of:

· Administrative matters relating to accident investigation and recording, provision of health and safety training and health and safety inspection.

· The provision of specialist professional advice and information on health and safety matters.

· Structural repair and maintenance including decorations.

· Specific problems such as the discovery of harmful substances, e.g. asbestos.

· Equipment purchase and personal protective equipment; e.g. gymnasium and playground equipment; and machinery.

· Non-structural repairs.

· Groundwork, e.g. gardening.

Directors should provide:

A written statement of health and safety policy, including:

· A declaration of commitment (In the Statement)

· Acknowledgement of responsibilities towards contractors and visitors (In the Statement).

· Suitable arrangements for implementing the policy (Arrangements).

· Facilities for monitoring / measuring safety performance (Monitoring).

· A revision procedure (Audit & Review).

Directors should expect individual members of staff to implement the policy and meet its objectives. An example of this might be department heads identifying hazards and making appropriate risk assessments.  Overall, Directors must be sure that the management team has set performance standards for security and health & safety, and they are achieving them.

This 'manual' provides the means for doing this in a simple and practical manner, including such topics as  - fire safety, first aid, accidents, housekeeping, training, electricity, chemicals, contractors, IT, etc.

Directors should be kept up to date regarding:

· Audits and audit reports by outside agencies, such as:

HSE or local authority enforcement staff,

The appointed advisers,

Specialist contractors, e.g. for electrical testing.

· Reports from safety representatives.

· New legislation that may affect The Montessori Place

· Self-inspection (self-audit) activity (Directors do not have to carry out audits, etc. themselves.)

As part of this monitoring process, the Directors will meet twice a year to discuss health safety and welfare issues, including reviewing all accidents and incidents, class health and safety reports, and all pupil sanctions.
Directors decisions:

Directors are generally responsible for financial control and must therefore be involved in decisions affecting the budget. This may include delegation of various types and levels of expenditure to senior staff.

All decisions with regard to health and safety must have an element of risk assessment, e.g. balancing cost against benefit, and considerations of reasonable practicability. 

In addition a disaster plan should be prepared.  Disaster plans normally refer to those actions necessary to reduce the interruption of business life following a major incident such as a fire, explosion or flood.  The plan will take matters well beyond just health and safety.

The Head of School (Rob Gueterbock)

The day-to-day responsibility for all school health, safety and welfare organisation and activity rests with the Head of School who:

1.
is the focal point for reference on health, safety and welfare matters and give advice, or indicate sources of advice.

2.
co-ordinates the implementation of governors' health, safety and welfare procedures in school;

3.
makes clear any duties in respect of health and safety which are delegated to members of staff;

4.
ensures that there is an effective communications network both within the school and with outside organisations, to enable effective dissemination of health and safety information and action on concerns, through the buildings and maintenance committee;

5.
puts in place procedures to monitor the effectiveness of the school's management of  health and safety and its policy;

6.
in consultation with the LA, liaises with the Health and Safety Executive (HSE) Inspectors and other enforcement agencies;

7.
in consultation with the LA, arranges for the reporting and subsequently investigation of all serious incidents and accidents according to the RIDDOR procedures, ensuring that appropriate remedial measures are taken to prevent reoccurrence;

8. ensures that contact with agencies able to offer expert advice, such as officers of the LEA, County Council and HSE, is maintained;

9.
arranges for risk assessments of the premises and working practices to be undertaken, recorded, added to, and reviewed as necessary (e.g when a situation changes, or new equipment is acquired)

10.
ensures that the appropriate emergency procedures and first aid provision (to be found in the office and infant classroom) are in place in school.

All employees

Under the Health and Safety  at Work Act 1974 it is the duty of every employee, while at work:

1. to take reasonable care for the health and safety of himself/herself and of any other persons who may be affected by his/her acts or omissions at work, and

2. to co-operate with the employer so far as it is necessary, to enable the employer or any other person to perform or comply with any duty or requirement imposed by or under any of the relevant statutory provisions

3. not to intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare in pursuance of any of the relevant statutory provisions.

Thus all employees:

1.
know the health and safety organisation and arrangements to be adopted in their own working areas and ensure they are applied;

2.
observe standards of dress consistent with safety and/or hygiene;

3.
exercise good standards of housekeeping and cleanliness;

4.
report all accidents, defects and dangerous occurrences.

Special obligations of any class teacher

In addition to the general responsibilities of employees, outlined above, class teachers will:

1.
raise any health and safety concerns outside their control related to their class area with the Head of School;

2.
exercise effective supervision of pupils and know the emergency procedures in respect of fire, first aid and other emergencies, and carry them out;

3.
know the particular health and safety measures to be adopted in their own teaching areas and ensure that they are applied;

4.   give clear instructions and warnings to pupils as appropriate;

5.
follow safe working procedures personally;

6.
avoid introducing any personal items of equipment or substances that may cause a physical risk in their use.

The Children

Children at The Montessori Place will be shown through modelling and individual and group practice lessons how they are expected to behave.  Children over 5 years will be involved in discussions to remind them of what is expected, in particular to;

1.
exercise personal responsibility for the health and safety of themselves in accordance with their stage of development;

2.
observe all the health and safety rules of the school and, in particular, the instructions of staff given in an emergency;

4.
use with care and respect the things provided for their health and safety;

Parents will be made aware of the contents of this section of the policy through

the parent handbook.

Contractors

1.
Contractors must abide by the school's health and safety policy and not endanger pupils, staff or other visitors to the site.

2.
The Head of School is responsible for the coordination of contractors' activities on site, bearing in mind the policy on small building works.

3.
The Head of School ensures that any temporary rules, such as exclusion from parts of the premises, are made known to all staff, pupils and students and visitors to the premises.  This might be achieved by the posting of suitable notices by the Head of School, or by the contractor, in consultation with the Head of School.

4.
The Head of School will consult Brighton & Hove CC, Wealden District Council, and The HSE for any additional guidance on these matters.

5.
All contractors must report to the Head of School before any work takes place and prior to each working session.  The Head of School should then inform the contractor of any conditions which may affect his safety and that of others.

Parents, visitors and other users of the premises

Parents, carers, visitors and other users of the premises are required to observe the health, safety and welfare rules of the school.  
Relevant health and safety information is displayed in the Family Room.  
Visitors entering beyond the Family Room are accompanied, and made aware of the health and safety policy applicable to them, by the teacher to whom they are assigned. 
All visitors are required to sign the Visitor Book.

3. AN OVERVIEW OF LEGISLATION

This section is designed to give a brief overview of the main legislation that is relevant to The Montessori Place and its activities (see text at end of section). There are of course a larger number of specific acts and regulations than those shown below but the ones given are considered to be the most significant with regard to general health & safety requirements.

 
The Legislation


Health and Safety at Work Etc. Act 1974


The Management of Health and Safety at Work Regulations 1999



Workplace (Health, Safety and Welfare) Regulations 1992




The Provision and Use of Work Equipment Regulations 1998




Personal Protective Equipment at Work Regulations 1992 (as amended)



Health and Safety (Display Screen Equipment) Regulations 1992 (as amended)



Manual Handling Operations Regulations 1992




The Lifting Operations & Lifting Equipment Regulations 1998


Control of Substances Hazardous to Health Regulations 2002 (COSHH) (as amended)


Chemical (Hazard Information and Packaging for Supply) Regs2002 (CHIP 3 ) 


Control of Asbestos at Work Regulations 2002



Work at Height Regulations 2005


The Noise at Work Regulations 1989


The Electricity at Work Regulations 1989


The Fire Precautions (Workplace) Regulations 1997 


The Fire Precautions (Workplace) (Amendment) Regulations 1999 


Gas Safety (Installation and Use) Regulations 1998




Pressure Systems Safety Regulations 2000


Reporting of Injuries and Dangerous Occurrences Regulations 1995


Control of Asbestos at Work Regulations 2002



Work at Height Regulations 2005


Regulations for Registration and Monitoring of Independent Schools 2003


Food Safety Act 1990






The Food Safety (General Food Hygiene) Regulations 1995



The Food Premises (Registration) Regulations 1991


Environmental Protection Act 1990

 
General Guidance


Health and Safety at Work Etc. Act 1974
The Act was issued as an enabling Act. This means that the Health and Safety Commission can issue additional regulations relating to health and safety under its provisions. The Act is very general in it's wording, stating that it is the duty of every employer, so far as is reasonably practicable to ensure the health, safety and welfare at work of all employees.

There is, in some areas, specific advice given on how an employer might be expected to meet these duties and guidance Codes of Practice are usually issued to accompany The Montessori Place’s safety regulations. Approved Codes of Practice have no legal standing, but they do act as standards against which actions are judged in the event of an accident occurring.

The Act forms the basis for the majority of subsequent UK health and safety legislative developments. This includes the following 6 sets of regulations issued as a result of EU Directives and known as the '6 pack'.

Management of Health and Safety at Work Regulations 1999 

These regulations are wide ranging and reinforce/overlap with many other regulations.  Their most important requirement is the duty placed on employers to carry out 'Risk Assessments'.  The principal changes to the original 1992 regulations are the incorporation of the provisions of the revoked Health and Safety (Young Persons) Regulations 1997, Part III of the Fire Precautions (Workplace) Regulations 1997 and the Management of Health and Safety at Work (Amendment) Regulations [regarding employee pregnancy].

Additionally, 1. They make clear that wherever possible the responsibility for health and safety should be an employee, i.e. that consultants are used to advise rather than be active in the internal management of safety.  2. They make employers liable whether or not it can be shown that fault also lies with an employee.

The general principles of Risk Assessment are as follows:

· the regulations require all employers to assess the risks to workers and any others who may be affected by their undertaking;

· a risk assessment should usually involve identifying the hazards present in any undertaking (whether arising from work activities or from other factors, e.g. the layout of premises) and evaluating the extent of the risk involved.

The Approved Code of Practice gives the following definitions:

· a hazard is something with the potential to cause harm (this can include substances or machines, methods of work and other aspects of work The Montessori Place);

· a risk expresses the likelihood that the harm from a particular hazard may be realised;

· the extent of the risk covers the population that might be affected by a risk     (i.e. the number of people who might be exposed, and the seriousness of the consequences for them).

Risk, therefore, reflects both the likelihood that harm will occur and its severity. The code also states that the aim of risk assessment is 'to identify the significant risks in the workplace. One should not obscure those risks with an excess of information or by concentrating on trivial risks.' 


Workplace (Health, Safety and Welfare) Regulations 1992

These regulations aim to ensure that the workplace meets the minimum health, safety and welfare requirements for each member of the workforce -that includes people with disabilities. It stipulates not only that workers must be informed of all measures to be taken concerning the health and safety of the workplace, but that, in addition, consultation and participation must take place.

The regulations lay down the minimum requirements for new and existing workplaces and cover ventilation; temperature in indoor workplaces; lighting; cleanliness and waste materials; room dimensions and space; workstations and seating; condition of floors and traffic routes; falling objects; the design and safety of windows and doors; traffic and emergency routes and exits; staff rest, changing and sanitary conveniences.

\

Provision and Use of Work Equipment Regulations 1998

The original 1992 regulations laid down important health and safety laws for the provision and use of work equipment. The regulations amplify the more general duties on employers to provide safe plant and equipment. The regulations apply to all new and existing equipment. These 1998 regulations create several new provisions relating to the safety of work equipment, principally to those that produce or hire out equipment.

The regulations place duties on all employers providing work equipment to ensure that it is safe, well maintained and suitable for the task. Workers must have at their disposal adequate information and, where necessary, written instructions containing at least adequate health and safety information. This should include conditions relating to the use of equipment at work, foreseeable abnormal situations and conclusions to be drawn from experience in using work equipment.

Training must be given on the use of work equipment and this should include the hazards and risks that such use may entail. Again, consultation and participation is required. 

All new equipment must meet any relevant product Directive produced by the EU. In practice this means all new equipment must have a CE mark on it to indicate it complies with the relevant product Directive and EU Declaration of Conformity. 


Personal Protective Equipment at Work Regulations 1992 (As amended)

These regulations are secondary to the general requirement of employers to identify and assess the risks to health and safety in the workplace and to reduce those risks to an acceptable level. The provision of personal protective equipment (PPE) should always be regarded as a last resort with the removal or substitution of a hazardous substance or improved engineering control i.e. fixed guards seen as preferable.  

Where the regulations are applied they concern the assessment of suitability and provision and use of PPE. They require adequate information on each item to be provided and made available to employees.

Employers must arrange for training and, if appropriate, organise demonstrations of the wearing of the equipment. The instructions provided for use must be comprehensible to the workers using the equipment. The role of consultation and participation is stressed.

There are also standards concerning the quality of the equipment that must attain newly defined EU levels. 


Health and Safety (Display Screen Equipment) Regulations 1992

These regulations concern the protection of people who habitually use display screen equipment from musculoskeletal problems, visual fatigue and stress. The regulations only apply to those people who fall within the definition of 'Users'.

The regulations lay down minimum health and safety requirements for work with display screen equipment (VDUs). There are also requirements concerning consultation and participation. Employers are required to provide workers with information on all aspects of health and safety relating to their workstation; in particular; information relating to the analysis of risk and the daily work routine. This must include information on any measures taken in order to comply with the requirements of the regulations, including possible eye tests, where required.

Every worker must receive training in the use of the workstation before commencing this type of work. Training should also be provided whenever the organisation of the workstation is substantially modified and a full review of the workstation is required.

Employers had until 31st December 1996 for the upgrading of existing workstations to meet these requirements. 


Manual Handling Operations Regulations 1992

The application of these regulations depends upon the findings of the more general duty on employers to make suitable and sufficient assessments of risks to health and safety of their employees. Where this general assessment indicates the possibility of risks to employees from manual handling of loads then requirements of these regulations should be followed.   


These regulations establish a clear hierarchy of measures:

· avoid hazardous manual handling operations;

· make suitable and sufficient assessments of hazardous activities that cannot be avoided; and

· reduce the risk of injury so far as is reasonably practicable.

The regulations require workers and their representatives to be informed, as a result of assessments, of all measures to be implemented. Employers must ensure workers receive general indications and, where possible, precise information on the weight of the load and the centre of gravity of the heaviest side when a package is eccentrically loaded; in addition, workers should receive proper training and information on how to handle loads correctly and the risks they might incur, particularly if the tasks are not performed correctly. Once again, consultation and participation must take place.


  The Lifting Operations & Lifting Equipment Regulations 1998

These Regulations have replaced former legislation that referred to lifts and hoists.  They extend the principles of risk assessment to lifting operations of all kinds where mechanical equipment is involved and therefore compliment the manual handling regulations.

All activity from passenger and goods lift installation, maintenance and use to the operation of trolley-jacks; and from large construction cranes to a small equipment hoist are covered.


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

These regulations, known as the COSHH Regulations, were originally made in 1988. They established the way in which all potentially harmful substances are handled at work to ensure that exposure to all substances hazardous to health and safety are adequately controlled by measures appropriate to the risks themselves.

The requirements of the COSHH regulations can be summarised under the following five areas:

1. Assessment

A full assessment must be made of any work that is liable to expose, through inhalation, ingestion or consumption, any employee to hazardous liquids, dust, fumes or gases. The assessment must be completed in order to determine the health risks and to decide on actions to eliminate or reduce these risks. This work should have been completed by 1st January 2012.

2. Control Of Substances Hazardous to Health

These regulations require the introduction of measures to prevent, or where this is not reasonably practical, to control adequately the exposure of employees to substances hazardous to health; personal protection is the last resort.

3. Use of Controls and Maintenance

Employers have a duty not only to introduce control measures but also to ensure that these are used and maintained and that procedures are observed.

4. Routine Monitoring and Health Surveillance

The exposure of employees to hazardous substances must be routinely monitored and employees exposed to particularly hazardous occupations must be included in the health monitoring system.

5. Information Instruction and Training

Employees must be provided with all necessary information and training to ensure that they understand fully the use of hazardous substances in their work, the risks involved and the control measures to be used at all times.


The Noise at Work Regulations 1989

These regulations impose specific duties on employers to prevent deafness caused by excessive noise levels at work. There are requirements for noise assessments to be carried out by "competent persons" should the action levels be exceeded over a period of exposure time; personal protective equipment must be provided or worn where the assessment has determined the need for it.


The Electricity at Work Regulations 1989

These regulations impose duties in respect of all systems, electrical equipment and conductors and work activities on or near electrical equipment. They apply to all systems regardless of when they were manufactured or purchased and with no reference to voltages. The criterion for action is whether or not 'danger' (risk of injury) arises.

The regulations contain provisions regarding the design and maintenance of systems, earthing, maximum uses and means of isolation. In addition, there are stipulations that work must he undertaken by persons having the necessary technical knowledge and that work should not take place on live conductors, except in very exceptional circumstances. Visual inspections and specific testing of equipment and systems are required.


Gas Safety (Installation and Use) Regulations 1998

All gas installation work must comply with these regulations. Gas appliances must be fitted and maintained by a competent person and the Council of Registered Gas Installers (CORGI) must approve their employer.

Under these regulations it is illegal to install any gas fire, or other gas space or water-heating appliance in a room intended for sleeping unless it is a room sealed appliance.


Pressure Systems Safety Regulations 2000

The intention of these regulations is to minimise the risk of danger to persons from stored energy as the result of failure of a pressure system or any part thereof. The regulations, supported by approved Codes of Practice, provide a structured framework of responsibilities, mainly for users in the operation and maintenance of pressure systems. 

These regulations will be phased in over four years from 1st June 2011 and, where necessary, require written schemes of maintenance and inspection. The regulations require that all steam boilers, air receivers, steam receivers etc. shall be thoroughly examined by a competent person at specified intervals. The intervals are:

· air receivers, e.g. tyre air pumps - 26 months 

· water steam receivers, e.g. boiler house - 26 months 

· water/steam boilers, e.g. beverage machines - 14 months

Reports of these examinations must be produced and copies kept for at least three years following the date of each examination.


Reporting of Injuries and Dangerous Occurrences Regulations 1995

These regulations, known as RIDDOR, impose on employers a duty to report to the relevant enforcing authority by the quickest practicable method (i.e. the telephone) any injury or dangerous occurrence where:

· any person dies as a result of an accident arising out of or in connection with work ;

· any person at work suffers a major injury as a result of an accident arising out of or in connection with work;

· any person not at work suffers an injury as a result of an accident arising out of or in connection with work and that person is taken from the site of the accident to a hospital for treatment in respect of that injury;

· any person not at work suffers a major injury as a result of an accident arising out of or in connection with work at a hospital; or

· there is a dangerous occurrence.

The employer must then follow up the initial report by sending a written report to the enforcing authority on form F2508.xls within 10 days.

The employer must also report to the enforcing authority as soon as practicable and, in any event within 10 days of an accident, any incident where an employee is incapacitated for work for more than three consecutive days (excluding the day of the accident but including weekends). This means in practice the report is made on the fourth day following the accident even if this includes a weekend. The report should be in writing on RIDDOR form F2508.


Food Safety Act 1990

This Act, like the Health and Safety at Work Act, has been prepared as enabling legislation so that additional regulations may be issued. It deals with various areas of food safety and consumer protection in the sale, supply and advertising of food for human consumption. The Act covers all areas of food, including drink, articles and substances of no nutritional value that are used for human consumption (chewing gum and similar products), and articles and substances used as ingredients in the preparation of food for human consumption. It makes it an offence to render any food intended for human consumption injurious to health by means of any addition or subtraction of constituents. It also makes it an offence for any person to sell, offer; provide or advertise for sale, food for human consumption that does not comply with food safety requirements.


The Food Safety (General Food Hygiene) Regulations 1995
These regulations require "all proprietors of a food business to identify any step in the activities of the food business which is critical to ensuring food safety and ensure that adequate safety procedures are identified, implemented, maintained and reviewed." This requirement introduces the concept of risk assessment to food safety procedures as well as health and safety matters. 

The regulations also lay down the basic requirements for a food business in terms of structure, facilities, cleanliness and staff hygiene.


The Food Premises (Registration) Regulations 1991

Made under the Food Safety Act 1990 these regulations provide for the registration of food premises, including vehicles and moveable structures if used for the purpose of a food business for five or more days in any period of five consecutive weeks.


Environmental Protection Act 1990

This Act is already viewed as having far-reaching effects, both in terms of the way businesses operate and also in terms of the costs to industry of pollution control and waste disposal. Parts one and two of the Act introduce major and new regulatory frameworks for integrated pollution control and waste disposal. The remainder of the Act deals with a wide range of issues, from litter; to the control of dogs and stubble burning

Part One of the Act introduces a new integrated pollution control system, requiring authorisation for prescribed high pollution processes. Owners/operators of such sites have a legal duty to prevent the emission of prescribed substances or; where this is not possible, to restrict these emissions to an absolute minimum through the "best practicable means and not entailing excessive cost" (BATNEEC).

Part Two of the Act imposes a duty on producers and other holders of waste to ensure that controlled waste is not illegally managed, that it is transferred only to an authorised person and that it is adequately described to enable proper handling and treatment. The term "controlled waste" means household, industrial and commercial waste, although householders are specifically exempted from the duty of care for their own household waste.

At the end of 1991 under the provisions of the Act, HMSO published the "Code of Practice for Waste Management, the Duty of Care". This is a detailed explanation of various aspects within this part of the Act.

Part Three of the Act re-enacts the law of statutory nuisance with a series of definitions of environmental situations that are now defined as statutory nuisance.


Relevance to The Montessori Place

It is generally considered that all the above legislation will have some impact on 'business' establishments within the UK. The Health and Safety at Work Act, as has already been mentioned, applies to all places of work and to all employee situations.

Contraventions of the above legislation are criminal offences. In the event of prosecution the onus on proving that something was not reasonably practicable in the circumstances is placed on the defence. Failure to comply with an Approved Code of Practice raises a presumption that a related safety requirement was not complied with. 

Any regulations made under the Acts cited are legislative, whereas EU Directives may be regarded more as codes of practice or guidance notes. Although much of the health and safety documentation falls into the latter category, and consequently has no legal standing. Penalties can be very costly if health and safety issues are judged to have been ignored.

The COSHH Regulations, which were revised in 1999, again apply to all business activities and the appropriate assessments should have been completed. This will be of particular importance where work activities involve the use of any potentially hazardous substances from cleaning materials to high-risk chemicals and it is important that records, once established, are up-to-date and available when required.


The Noise at Work Regulations will have a more limited application.

The Electricity at Work Regulations apply to the installation, use and maintenance of any electrical equipment or system within the premises. The regulations cover, for example, control over simple matters such as who can replace a fuse and plug to any electrical appliance and also complicated matters such as who can work on electrical systems.

The Pressure Systems Regulations will again, perhaps, have a limited application but may apply within any Maintenance and Catering Departments or where the activities involve the use of any pressurised systems.

All the '6 pack' regulations produced in 1992 will have implications for businesses, not least of which will be the necessity to undertake the initial risk assessments. The use of personal protective equipment will be of particular interest in areas involving woodworking, engineering and/or chemicals.

There are numerous applications for consideration under the Manual Handling Regulations. These will apply, of course, to the movement of equipment within the premises, including such things as equipment, furniture, bulk supplies, and possibly even people.

The Display Screen Regulations are most likely to be applicable in secretarial or finance areas as these are the only people likely to be classed as 'users'. They could, however, have implications extending particularly into areas of intensive computer training.
The Food Safety Act and the statutory regulations will apply wherever food is prepared or supplied from the establishment. The catering department will need to carry out food based risk assessments and implement the necessary controls to ensure food safety. This will apply to the 
full provision of meals and also to the operation of tuck shop/snack bars and similar facilities and registration will be necessary under the Food Premises (Registration) Regulations 1991.

Finally, the Environmental Protection Act will apply in that there is also a responsibility under the Waste Disposal Directives, including the new duty of care, to ensure that all waste, especially specified 'hazardous' waste, from the premises is removed by authorised persons and correctly disposed of, in line with advice received from the appropriate Enforcing Authority.

4. CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)

Purpose of Section

The Montessori Place recognises its responsibilities regarding hazardous substances and the need to ensure that all chemicals used on the site have been registered and assessed and to ensure they are appropriate to the tasks for which they are required and are the safest available product. Further, to ensure that where an element of risk is present measures have been taken to control that risk.

Legislation

These assessments are a requirement of the Control of Substances Hazardous to Health Regulations 1999. (COSHH). 

Definitions

HAZARD - 
"Means the potential to cause harm, including ill health and injury; damage to property, plant, products or the environment; production losses or increased liabilities." (Successful Health & Safety Management.)


The hazard presented by a substance is its potential to cause harm. It may be able to make you cough, damage your liver or even kill you.  Some substances can harm you in several ways; e.g. if you breath them in, swallow them or get them on your skin. 

RISK -
"Means the likelihood that a specified undesired event will occur due to the realisation of a hazard by, or during, work activities or by the products and services created by work activities." (Successful Health & Safety Management.)


The RISK from a substance is the likelihood that it will cause harm in the actual 
circumstances of use. This will depend on:

- The hazard presented by the substance

- How it is used

- How it is controlled

- Who is exposed, by how much, for how long?

- What they are doing, and so on.


Poor control can create a substantial risk even from a substance with low hazard. With proper precautions the risk of being harmed can be adequately controlled.

General Guidance

The following step-by-step guide should be used to assess all chemicals used or stored on the site:

1.
Use an Initial COSHH Assessment to establish all the chemicals currently used or stored on the site. This should be done department-by-department or area-by-area. The task of collecting the details should be delegated to the department head. Once the lists are completed they should be returned to the safety co-ordinator.

2.
The safety co-ordinator, in consultation with the relevant department heads will carry out an assessment producing a “Detailed COSHH Assessments to ascertain what the chemicals are used for and if they are still required for that purpose. All non-essential chemicals should be disposed of safely in accordance with the manufacturer's instructions. (If in doubt contact the local authority to establish where the nearest hazardous waste disposal site is.)

3.
For all remaining chemicals, if the supplier's "product data sheets" are not available, identify by whom they are manufactured and send a “request for information" letter.  

4.
As the replies to the letter(s) return, use the information contained on the product hazard data sheets to identify the active ingredients and the type of hazard classification, e.g. harmful, corrosive, toxic, etc.

Once all chemicals have been assessed, a register of the final approved chemicals will be established. 

To ensure that no unauthorised chemicals are brought on site after the initial assessments it is recommended that a purchase request procedure be introduced so that anyone purchasing a new chemical must inform the safety co-ordinator of the proposed purchase and record the details of the substance. The substance should then not be authorised until an assessment has been carried out and any suitable training in its safe use given. 

5. ELECTRICAL SAFETY

The Montessori Place recognises the potentially fatal hazards associated with electrical supply.

Legislation

The Electricity at Work Regulations 1989 requires employers to ensure, so far as is reasonably practicable, that all electrical equipment and installations are safe and without risk to health. Employees also have a responsibility to co-operate with the employer and to comply with those regulations that are within their control. An Approved Code of Practice is available from the HSE ref. HS(R)25.

General Guidance

· All staff must ensure that electrical faults and hazards are reported immediately to their supervisor who should ensure that the relevant corrective action is taken immediately.

· Once a faulty piece of equipment is identified it must not be used under any circumstances and if possible (without risk to personal safety) it should be isolated from the mains supply. If there is any likelihood of the equipment being reconnected by mistake then the plug should be removed.

· All Class 1 portable electrical equipment will, where necessary, receive regular appliance tests and any defects rectified before being issued or re-issued to staff.

· Routine visual inspections should be made using an "Electrical Equipment Register" 

· No person is to attempt to repair any faulty electrical appliances or carryout any electrical work without being 'competent' and without having management authority, suitable training and correct equipment. Where necessary a permit to work may be required before certain high-risk work can begin.

· Keep a record of all formal inspections and repairs carried out to equipment or installations.

Under no circumstances must electrical equipment be used if a fault is recognised and either an approved electrical contractor or a “competent” electrician may only carry out repairs.

Golden Rules for Electrical Safety
A number of "Golden Rules" apply to electrical safety:

1.
Ensure electrical systems are designed, installed and maintained by competent persons in accordance with the Electricity at Work Regulations 1989 and the latest edition of the IEE Wiring Regulations.

2.
Ensure that "competent" persons are actually competent for the particular task they are being asked to perform. Blanket competence for all tasks may not be good enough.

3.
Ensure electrical equipment conforms to relevant British Standards and is kite marked or CE marked.

4.
Ensure equipment is regularly maintained to the relevant British Standard

5.
Ensure a procedure exists for suspect electrical equipment to be taken out of service until inspected by a competent person.

6.
Ensure visual inspections of electrical equipment, flexible cables, plugs and sockets are included in safety surveys, etc.

7.
Ensure electrical equipment is used safely by trained staff.

Training

Effective training in the safe use of electrical equipment should be provided and recorded on staff training records. Reference should be made to the "Risk Assessment" and "Safe System of Work" sections for training information.

Procedure

1.
An inventory of all the electrical equipment provided in their various work locations should be created using the "Electrical Equipment Register". Include all portable electrical equipment such as radios, hand tools, etc. Once listed, the forms should be collated and held centrally or electrically.

2.
Once identified all electrical equipment may be given a unique code number that can be displayed on the body of the equipment or plug and logged in the register.

3. Nominated staff should then carry out visual checks every three months of all the listed equipment using a "Checklist for Visual Inspection of Electrical Equipment" and summarise the findings. 

4.
At least every 12 months a 'competent person' should carry out a comprehensive electrical check  (PAT test) of all Class 1 portable electrical equipment. The date of this check should be recorded in the main register and on the body or plug of the electrical equipment.

5.
Every 12 months a general electrical safety inspection should be carried out by the safety co-ordinator or a nominated 'competent' person Copies of these audits should be retained for reference.

6.
Every time a new piece of electrical equipment is purchased or brought on site it should be tested, marked and entered onto the register under the appropriate location. At least every 12 months the whole register should be updated and any redundant and isolated equipment removed from the register.

7.
Staff should be instructed to carry out a basic visual check each time a piece of equipment is used, moved or altered in any way.  


Class 1 equipment is earthed and has three wires in the cable -



Earth - green and yellow



Neutral - blue (formerly black)



Live - brown (formerly red)


Class 2 equipment is usually called 'double insulated' and has only two wires in the cable, and should be marked with a double square symbol, one inside the other.  

6. INSTALLATION & SAFE USE and STORAGE OF MAINS GAS

Purpose of Section

It is recognised that gas is an extremely dangerous substance that can be lethal if inhaled, injurious if it burns uncontrolled or explodes; and can affect one or more persons. The basic precautions and maintenance checks contained in this section must be established to ensure that any potential hazards associated with gas are controlled.

Mains Gas Supply

Legislation
· The Gas Act 1995

· The Gas Safety (Management) Regulations 1996

· The Gas Safety (Installation and Use) Regulations 1998.  (All gas installation work must comply with these regulations.)

· Gas Appliances (Safety) Regulations 1995. (These Regulations apply to appliances burning gaseous fuels and require such appliances and fittings to comply with certain criteria specified within Schedule 3 of the Regulations. The Regulations do not apply to products supplied for the first time before 1/1/92. The supply of second hand goods is also excluded.)

· Gas Cooking Appliances (Safety) Regulations 1989. (These regulations have been revoked by the regulations above for all equipment provided after 1/1/92 but apply to equipment provided before this date.)

· The Heating Appliances (Fireguards) (Safety) Regulations 1991. (These have been partially revoked and as with those above will still apply to equipment provided before 1 January 1996.)

General Guidance

Gas fittings must be installed and maintained by competent persons trained in accordance with the Approved Code of Practice (ACOP) Standards of Training in safe gas installations. All companies carrying out gas work must be CORGI Registered (Confederation for Registration of Gas Installers, 1 Elmwood, Chineham Business Park, Crockford Lane, Basingstoke RD24 0WG, Telephone number 01256 372200).

Note: The Regulations define 'gas fittings' as including gas pipe work, valves, regulators, meters, and fittings apparatus and appliances designed for use by gas consumers for the purposes of heating, lighting, cooking or other reasons (except for the purpose of an industrial process undertaken on industrial premises). The definition does not include disposable gas cylinders or cartridges, gas storage vessels or any part of a distribution main or other up-stream pipe or service pipe.

Employer Responsibility

1.
Employers are required to ensure that any gas appliance, flue or installation pipe work installed at a place of work they control is maintained in a safe condition.

 2.
An employer or person responsible for any premises must not permit the use of any unsafe appliance.

Employee Responsibility

1.
All employees must ensure that any gas faults and hazards are reported immediately to their line manager or the safety co-ordinator. If the safety co-ordinator is unavailable then the line manager must contact the approved gas contractor and request immediate attendance.

 2.
Once a faulty piece of equipment is identified it must not be used under any circumstances and if possible (without risk to personal safety) it should be isolated from the mains supply. If there is any likelihood of the equipment being reconnected by mistake then the control tap must be either locked off or if not possible a sign affixed to the tap warning of a hazard and instructing people not to reconnect the supply.

3.
All gas equipment owned by The Montessori Place must receive regular maintenance tests and any defects must be rectified before being approved for use.

4.
Routine visual inspections of the site should be made. .
5.
No person is to attempt to repair any faulty gas fitting or appliance or carry out any work on gas fittings or appliances.  Only employees who are CORGI registered and have management authority may work on gas equipment. Where necessary a permit to work may be required before work can begin.

6.
A record must be kept of all formal inspections and repairs carried out to gas equipment or installations.

In the event of an emergency

1.
Shut off the gas supply at the emergency control point (LOCATED IN THE CHILDREN’S HOUSE STORE UNDER THE MAIN FRONT STEPS IN HOVE; LOCATED OUTSIDE THE BOILER ROOM IN EASON’S GREEN) in the event of an escape of gas, and ventilate accordingly;

2.
If gas continues to escape after the emergency control has been closed, clear the area and contact the gas supplier emergency service (the number should be on the emergency control point). Do not smoke, and extinguish all sources of ignition;
3. Do not re-open the emergency control, until all steps have been taken to prevent the re-escape of gas.

The National Freephone Emergency Service telephone number is: 0800 111999
Under no circumstances must gas equipment be used if a fault is recognised and the site gas contractor or a nominated “qualified” gas fitter must only carry out repairs. 

Requirements for Gas Appliances

All gas appliances on the premises or premises owned by The Montessori Place must be logged together with details of routine inspections.

Any employee intending to purchase a gas appliance or gas fitting must get the purchase approved by the safety co-ordinator or nominated deputy. This is to ensure that it will comply with the following criteria:

1.
Appliances and fittings must be safe when properly used, presenting no danger to persons, domestic animals or property;

2.
When purchased they must be accompanied by comprehensive technical instructions for the installer;

3.
There must be provided instructions and all necessary information for safe use and servicing by the user;

4.
The appliance and all packaging must carry appropriate warning notices that must emphasise the need for sufficient ventilation at the point of installation;

5.
Materials must be capable of withstanding the stresses imposed during foreseeable use;

6.
The manufacturer or supplier must guarantee that the properties of materials used are designed to ensure safety;

7.
Appliances must be constructed in such a way as to ensure safety during normal use;

8.
It is an offence to supply an appliance or fitting that does not have a valid EU type-examination certificate (CE Mark) or a corresponding certificate of approval.

A CE mark is confirmation that an appliance conforms to all relevant Directives, and is of a type for which a type-examination certificate is in force. The CE mark must be affixed to each appliance in a visible form, and must be legible and indelible. A data plate is acceptable provided that it cannot be re-used. A certificate of conformity must accompany all of the Organisation’s gas fittings.

A competent person employed by the approved gas contractor must inspect all gas equipment and installations annually.
Gas Fires and Water Heaters

Any person ordering any gas fire, gas space heater or water heater with more than 14 kilowatt heat input must ensure it is not installed in a room intended for sleeping accommodation unless the appliance is a room sealed appliance. This requirement came into effect on 1/1/96. A similar prohibition that relates to the types of appliances mentioned, which have a heat input of 14 kilowatt or less, also came into effect on 1 January 1996. However, for this lower rated equipment there is an accepted alternative to the requirement to install a room sealed appliance provided the appliance that is installed has integral safety controls to shut down the appliance before there is a build up of dangerous combustion gases in the room.

Gas Meters

The Gas Safety (Installation and Use) Regulations 1998 require that gas meters must be sited so as not to impede any emergency escape from the premises. When meters are replaced they must be housed in fire resistant compartments and protected from risk of damage by electrical apparatus. They must be readily accessible for inspection and maintenance and must be tested for gas tightness immediately after installation.

Where a gas meter is attached to an outside wall, escaping gas must disperse to external air. Flammable materials must not be stored in a meter box or meter compounds. If the meter box/compound is lockable there must be a readily accessible and labelled key. Where a primary meter is installed or adapted and is sited more than 2 meters away from the nearest upstream emergency control, a notice must be displayed on the meter indicating the procedure to be followed in the event of an escape of gas. (Example below)

GAS EMERGENCY CONTROL
· Shut off gas supply at main emergency control (Lower ground floor under the main entrance steps in Hove, outside the boiler room in Eason’s Green)
· If gas continues to escape notify gas supplier immediately.
· Do not reopen supply until a competent person has taken a remedial action.
· Gas Supplier's name, address & telephone number should be available at the meter.

· Date notice first displayed.
Installation Pipe work

The Gas Safety (Installation and Use) Regulations 1998 lay down provisions prohibiting the installation of pipe work:

1.
Where they cannot be safely used e.g. proximity to other pipes or electrical apparatus;

2.
In a wall or on or under a wall or building, unless it is protected against failure by the movement of those structures;

3.
In a shaft, duct or void, unless adequately ventilated;

4.
Unless it is immediately tested for gas-tightness and purged of air;

5.
Unless areas of pipe work accessible for inspection are marked to indicate their content.

Miscellaneous

The Safety Co-ordinator must ensure, that in any premises under the control or owned by The Montessori Place, records of gas appliances and installation pipe work are maintained and kept as appropriate.

No gas fittings must be installed, unless their construction, material, strength and size ensure their safety; in particular, pipes/pipe-fittings made of lead, lead alloy or non-metallic substances should not be fitted. Neither the work itself, nor the installation should endanger users and, in particular, gas storage vessels should not be installed in a cellar or basement.

Emergency Controls

The supply of gas must be accompanied by provision of emergency controls and access to them. Emergency controls should be sited:

1.
In premises to be supplied with gas:

· as near as possible to the point where the supply pipe enters the premises, and

· if supply pipe enters the premises at a place outside the building, as near as possible to the point of entry;

2.
If there is no dwelling in the building, as near as possible to the point where the pipe enters the building.

Emergency controls must contain a key/lever securely attached to the operating spindle, and a person installing an emergency control (which is not part of a primary meter) must prominently display near the control apparatus, the words 'Gas Emergency Control'. 

The emergency control apparatus should also carry:

· Name of gas supplier;

· Emergency telephone number of gas supplier;

· Date when notice was first displayed.

Requirements for Gas Fitters

To assist with checking the 'Competence' of gas contractors, or employees who have authority to work on gas fittings/appliances, the following criteria must be met. In addition to being CORGI Registered Gas fitters must know:

· Where and how gas pipes and fittings (including valves, meters, governors and gas appliances) should be safely installed;

· How to site and install a gas system safely, with reference to safe ventilation and flueing;

· How to install and test associated electrical work (e.g. appropriate electrical power supply circuits, over-current and shock protection from electrical circuits, earthing and bonding);

· How electrical controls appropriate to the system being installed are maintained and repaired;

· How to check the system adequately before it is commissioned;

· How to commission the system leaving it safe for use.

· That no gas fitting should be left unattended, unless all gas-ways are sealed so as to be gastight, or the gas fitting is otherwise safe.

· That following disconnection of a fitting, pipes must be sealed off.

· Know that he/she must not smoke when carrying out gas-fitting work; and that sources of ignition must not be used in an endeavour to locate a gas escape.

Gas Appliances

Gas fitters must understand how various types of gas appliances (water heaters, cookers, space heaters, central heating boilers, etc.) should be safely installed, maintained and used; and should be trained to the standard appropriate for the type of appliance they are working with.

Servicing Maintenance and Repair

Gas fitters should be able to service, maintain, repair, disconnect and reconnect appliances in use, including:

· Proper knowledge of servicing techniques for gas appliances in question;

· Maintenance requirements;

· Basic fault-finding;

· Ability to follow manufacturers' instructions, fault diagnosis charts and wiring diagrams.

In addition, they should know how to recognise and test for conditions that might cause danger and how to take remedial action, and be able to show pupils how to use any equipment they have installed or modified, including how to shut off the gas supply in an emergency. They should also alert customers to the significance of inadequate ventilation and gas leaks and the need for regular maintenance and servicing.

GAS FUELLED CATERING APPLIANCES

Gas appliances, both new and second-hand, should be installed in accordance with the relevant British Standard BS 6173:2001. This means they should have: 

· Flame supervision devices and appropriately upgraded gas controls

· A single manual means of isolating the gas supply on each appliance to allow for servicing and cleaning

· 25 mm between gas pipes and the wall in order to assist cleaning

· Interlocking mechanical ventilation system and gas supplies (also a requirement of the Gas Safety (Installation & Use) Regs. 1998) particularly  for appliances designed for use with a flue, e.g. deep fat fryers and some types of convection ovens.

Installation of gas catering appliances, by a registered Confederation for the Registration of Gas Installers (CORGI) technician.

Each gas appliance should be installed in a well-lit and draught free position. Ventilation, whether natural or mechanical, should be provided to ensure an adequate supply of fresh air, otherwise the gas will not burn completely and poisonous carbon monoxide will be produced. The outlets should never be covered or added to, and air inlets should be kept free of obstruction.

Gas appliances, flues, pipe work and safety devices must be maintained in a  safe condition. They should be inspected by a competent person in accordance with the manufacturer's recommendations. As a general rule annual inspections should be a minimum frequency.

It is common practice to install a gas shut off valve in the kitchen that isolates the gas supply to all the appliances in the kitchen in an emergency. Staff should know where this gas valve is situated or where the main gas valve at the meter is situated, so that in an emergency they can turn off the gas supply to the kitchen. The appliance gas control taps should be turned off at the end of each working period.

In addition to the appliance gas control taps there should be a gas shut off valve installed in an accessible position close to the appliance to allow gas to be shut off for routine maintenance or in an emergency.

If the gas has been turned off at a main gas valve in the kitchen, or at the meter, only a trained member of staff should re-light the appliances or pilot lights after the gas is turned back on.

Ignition jets and pilot lights should be kept clean and regularly serviced.

If an integral ignition device fails repeatedly to ignite the gas it should be reported for maintenance and not used until properly repaired.

Appliances with manual ignition should always be re-lit with a taper.

The ventilation ductwork, particularly above open flame gas appliances used for flambéing, flame-grilling and stir-frying should be regularly cleaned, possibly as frequently as every 3 months, to prevent build-up of grease and fat which can cause serious fires.

7. HIV/AIDS POLICY

Purpose of Section

To set out The Montessori Place’s policy regarding AIDS/HIV.

General Guidance
The virus that causes AIDS is delicate and does not readily survive outside the body.  It is not transmitted like colds, flu or other contagious diseases.  There are understood to be only three methods of transmission:

· Unprotected sex

· Transfer of blood, or blood products, e.g. transfusion or from sharing needles and syringes

· From mother to unborn child, possibly also by breast feeding

There are no special precautions that need to be taken in the workplace.

It is also generally accepted that there are no high-risk groups of people, only high-risk activities.  However AIDS is prevalent in some countries in which prostitution plays a significant part.  In western countries there has been a perception that homosexuals are at greater risk but, world wide, this is not borne out.  Drug abusers are also perceived to be high risk.

There is no evidence of transmission via drinking vessels, cutlery, toilets, swimming pools, towels, handshakes, coughing, sneezing, crying, use of the telephone or even kissing.

What is HIV/AIDS?
Human Immuno-deficiency Virus (HIV) is a virus usually transmitted via unprotected penetrative sex, semen, vaginal and cervical mucous and blood, from an infected person.  It takes about 10 to12 years before an infected person develops AIDS.

Acquired Immune Deficiency Syndrome (AIDS) is not a single disease but is a collection of specific infections and cancers.  AIDS develops because of the years of damaging effects of the HIV virus on the body's defence system.

As yet there is no cure.

Statement of Policy
The Montessori Place recognises its responsibilities for the health and welfare of its employees.  

We undertake to ensure that employees who develop HIV infections or AIDS:

· Are treated in the same way as employees with any serious illness and that all reasonable steps will be taken to safeguard that person's employment and welfare;


· Are not required to inform The Montessori Place.  If the fact becomes known to management that the employee has the virus, strict confidentiality will be maintained;

· Receive sympathetic and fair treatment in respect of their employment. The Montessori Place will ensure that all policies and practices do not prejudice the well- being of employees who are infected with HIV or AIDS.

Furthermore we recognise the value of education and the need to make employees aware that the risk of infection through workplace contact is negligible. In general, the risk is likely to arise only from accidents and their treatment and all staff should be aware of the hygiene practices to be adopted. 

General Guidance

CONFIDENTIALITY

There is NO obligation on individuals to disclose their infection to their employer.  Where an employee advises the Organisation of his/her condition the knowledge will be treated in the strictest confidence and disclosed to others only with the employee's express permission.

EMPLOYMENT MATTERS

There are no grounds for discriminating against HIV+ or AIDS infected employees.  In all matters relating to employment such individuals should be treated no differently from anyone suffering from a serious illness.

Termination of Employment
There are no grounds for dismissing an employee solely because he/she is HIV+ or AIDS infected. Such employees should be enabled to carry on working as long as they are medically fit to do so.

If an employee's working performance deteriorates, the same provisions as are normally used in other cases of ill health will be applied.

A dismissal is likely to be unfair unless the employer has taken reasonable steps to discover the true medical position, has discussed the problem with the employee and in appropriate cases attempted to find a suitable alternative post for the employee within the organisation.

Redeployment 

Any redeployment or change in duties should be undertaken only in consultation with the infected employee at his/her direct request.

Absence

The Montessori Place’s normal rules concerning sickness, absence and reporting will apply. In such cases, infected employees will be entitled to all benefits available to employees generally.

Recruitment

Applicants should not be required to take the HIV antibody test. However, where it becomes known that the applicant is HIV+ or AIDS infected this factor will be taken into consideration as part of the normal selection procedure.

PRESSURE FROM OTHER EMPLOYEES/CUSTOMERS/PUPILS

Dismissal of infected employees or those suspected of being infected because of such pressure is likely to be contrary to the Employment Protection (Consolidation) Act 1978, as amended.

COUNSELLING

The Montessori Place recognises the important role of counselling for HIV+/AIDS infected employees.

For reasons of confidentiality and impartiality this service is best provided by an external organisation although where expertise exists within The Montessori Place it may be utilised.  The employee should be granted reasonable time off in order to take advantage of such services.

It may be appropriate to extend counselling facilities to managers and fellow workers with the express agreement of the infected individual.

EDUCATION

It is recognised that fears and prejudices in relation to AIDS are best allayed by education. Guidance notes will be prepared for staff and managers and should be issued as part of the induction process. In addition, guidance notes for First Aiders will be issued where appropriate. It is also essential that First Aiders have been adequately trained and are aware of the appropriate safety precautions. Mouth pieces for mouth-to-mouth respiration are available for use only by properly trained persons.

Reference to AIDS/HIV should be included wherever possible in training sessions related to health and safety and it is recommended that appropriate government publications be made available to staff.

8. LEGIONELLOSIS

Purpose of Section

It is recognised that there is a need to take all reasonable measures to prevent the organism Legionella pneumophila from coming into contact with employees, non-employees or members of the public in a potentially hazardous manner.

Legislation

The Health and Safety at Work etc. Act 1974 places an obligation upon employers to conduct their undertakings in such a way as to ensure, so far as is reasonably practicable, the health, safety and welfare of their employees and that persons not in their employment (e.g. visitors, contractors, public, etc) are not exposed to risks to their health or safety.

The Control of Substances Hazardous to Health Regulations 1999 relate to the risk from hazardous micro-organisms, including Legionella and chemicals such as biocides and chlorine used in treatments against Legionella. Risk assessments must be made and appropriate precautions adopted by employers.

The Approved Code of Practice - The Prevention or Control of Legionellosis (including Legionnaires' Disease) updated in September 1999 has been superceded by a new one.  It is called Legionaires' disease: The control of legionella bacteria in water systems. It sets out further statutory requirements for dealing with the risk and covers the information in the 1995/1999 CoP and two other related documents, the technical guidance HSG(70) & MISC 150. It applies whenever water is stored and used in a way that may create a reasonably foreseeable risk of Legionellosis.

The new items in this consolidated document relate to obtaining competent advice, duties on suppliers of gods and services, a CoP for the water treatment industry, and a recommendation that cooling towers be sampled on a quarterly basis and what to do if Legionella is detected by the sampling.

There is also a leaflet Legionaires' disease: A guide for employers (AC27 (rev2)) available from HMSO.

The Notification of Cooling Towers and Evaporative Condensers Regulations 1992 require those having control of premises to notify the local authority of certain equipment that could pose a risk of Legionellosis.  

Under these regulations:


"Cooling tower" is defined as a device for cooling water by direct contact with an air stream.


"Evaporative condenser" is defined as a device for cooling a fluid by passing it through a heat exchanger, which is itself, cooled by contact with water passed through an air stream.


"Heat Exchanger" is defined as a device for transferring heat between fluids not in direct contact with one another.

OTHER DOCUMENTS

The Control of Legionellosis Including Legionnaires' Disease HSE  (1999 version)

Minimising the Risk of Legionnaires' Disease - Chartered Institute of Building Services Engineers (HMSO)

A Code of Practice: The Control of Legionella by the Safe and Effective Operation of Cooling Systems - British Association of Chemical Specialities (HMSO)

GENERAL GUIDANCE

Legionnaires' disease is the name commonly given to Pneumonia caused by the organism Legionella pneumophila. The organism is found in most parts of the world, including the United Kingdom, in water supplies, particularly air conditioning cooling towers and plumbing systems.

It is thought that the organism gains nutrient from the sludge in the bottom of calorifiers and cooling tower ponds and gains access to the respiratory system of a susceptible person, by inhalation of the droplets in water vapour.

The disease cannot be contracted through drinking contaminated water.

Risk Assessment
Systems that are believed to be susceptible to colonisation by Legionella and may cause its 'distribution' require identification and assessment.

Risk assessment should include all routine operation and use of the system, plus commissioning, maintenance, breakdown, and unusual circumstances.

The Risk Assessment must include:

· the potential for droplet formation

· water temperatures

· the likely risk to those who inhale water droplets

· means of preventing or controlling risk

Once the risk has been identified and assessed, a scheme should be prepared for preventing or controlling it. The main objectives however, must be to avoid conditions that permit Legionella to grow and be transmitted by aerosol.

Growth and transmission may be prevented by:

· avoiding water temperatures between 20°C and 45°C,

· avoiding water stagnation,

· avoiding the use of material in the system that provide the conditions for bacterial growth,

· keeping the system clear of sediments, etc,

· proper and appropriate water treatment, and

· ensuring that the system operates is properly maintained and in optimum working condition.

Action to be taken

The actions recommended below will produce clean systems and reduce the risk of an outbreak.

A.  New Installations

· All newly installed pipe work, including hot water supply and cold water system, must be sterilised before being brought into use by filling with water containing up to 20ppm free residual chlorine for at least two hours, or as recommended in the manufacturer's instructions.

· This is a one-off treatment on commissioning new plant and must be written into the contractor's specification.

(Legionella may colonise storage tanks, calorifiers, pipe work and water softeners, filters and taps, showers and other appliances wherever conditions for growth occur.)

B. Cold Water Storage Systems and Tanks 
1.
Water storage tanks should ideally be divided or duplicate tanks installed in such a manner that a through flow of water is obtained and stagnation does not occur.

2.
Light coloured non-metallic tanks such as fibreglass are recommended. Where gaskets are required, a "Neoprene" type must be used.

3.
Existing metallic tanks should be painted in a light colour on the interior surface with a bituminous paint suitable for use in water supply.

4.
All tanks should be fitted with lids, adequately insulated and arrangements made to prevent birds etc., entering the overflow or vent pipes by fitting fine wire mesh or wire balloons to the outlets.

Tanks should be installed so as to afford easy access for inspection and routine cleaning.  After cleaning, tanks must be refilled and chlorinated as described in A above.

5.
Cleaning must take place at least annually, preferably before the beginning of April, to precede the bird-nesting season.

6.
Arrangements should be made by lagging, shading or any other means to ensure the temperature of cold water storage tanks is maintained below 20oC at all times wherever possible.


Water temperatures in tanks should be checked and recorded monthly during the summer months.

7.
Where water softeners are in use, any chlorination must be on the outlet side to ensure that the chlorine does not adversely affect the resin base.

8.
It is recommended that any showerheads on the site be made from stainless steel and be removable. The heads should be removed and soaked in a chlorine solution and thoroughly rinsed on a regular basis. Where brass showerheads are used these should be sanitised by immersion in boiling water for 5 minutes.


On sites with numerous shower units it is advised that spare shower heads be obtained so that, on a routine basis a given number of 'clean' shower heads can replace an equal number to be chlorinated.  This cycle can be on-going and should be designed to achieve total treatment of the site over not more than a 6-month period.

9.
Shower pipes should be of the fixed variety, flexible ones should be phased out.

10.
Tap washers of the "Vacca" type should be replaced by a Water Research Council approved type, such as "Protus 80."

11.
Dead-legs to pipe work to be removed, by redesign if necessary.

12.
Records and plans of plumbing systems should be maintained and should include layout plans and details of work carried out together with disinfection records.

C.  Hot Water Systems

1.
Dead-legs to pipe work to be removed, by redesign if necessary.

2.
The temperature at the hot water generating source to be 65oC with a fall of not more than 10oC to 55oC at the furthest outlet. Care will be needed at taps to prevent scalding.

3.
The lagging of all hot water pipes to be carried out to ensure these temperatures are achieved. Hot water temperature checks must be carried out and records kept.

Closed-off areas of the premises must be run off before re-commissioning, such as after a refurbishment or seasonal shut down.

Routine Inspection and Maintenance
The system should be routinely checked and inspected, and should be well maintained. The frequency of inspection and maintenance will depend on the system and the risk it presents.  For most systems the checks should be made;

· water temperatures in calorifiers (monthly)

· water temperatures at taps after 1 minute running

· conditions of tanks, for the presence of organic materials, vermin etc.

· conditions in calorifiers for organic materials and any build up of scale (annually)

Records
For most hot/cold water services that present a risk of legionnaires disease records should be simple and identify those responsible including:

· a simple description and plan of the whole system identifying key plant

· details of any risk assessment

· implementation procedures for controlling risk following risk assessment

· inspection procedures 

· actions, including cleaning, disinfection, inspection, treatment and temperature recording.

Means of Control
Temperature Regime
Hot water should be stored at 60°C and distributed so that, after 1-minute of running, the water is at least 50°C at taps. Cold water storage and distribution to be at 20°C or below.

At water temperatures of 43°C and above there is a risk of scalding. Where a significant scalding risk has been identified the use of thermostatic mixer taps at baths and showers should be considered to reduce the water temperature, especially in residential care homes.

The following should be considered:

· water temperatures at calorifiers

· water temperature at taps

· cleanliness of tanks

· condition of calorifiers

· condition of pipe work and its insulation

· condition of any thermostatic mixer taps

Ionisation
Ionisation is the term given to the electrolytic generation of copper and silver ions for use as water treatment.  If these ion concentrations can be maintained at 400ug/l and 40ug/l respectively, the technique can, if properly managed be effective against planktonic Legionella in both hot/cold water systems.  This system demands very careful monitoring and expert advice.

Chlorine Dioxide
Chlorine Dioxide levels of 0.5mg/l can be effective against planktonic Legionella in both hot and cold water systems.  This system also demands very careful monitoring and expert advice.
9. LONE WORKING
Purpose of Section

The Montessori Place recognises that lone working can impair the safe performance of individuals whilst at work. It can also affect sickness absence, susceptibility to verbal abuse and violence, and lead to high staff turnover. 

Monitoring lone working is a continuing process to which The Montessori Place management is fully committed. Appropriate steps will be in place to reduce any adverse effects of lone working.

Legislation

All employers have a legal duty under section 2(1) of the Health and Safety at Work etc. Act 1974 to ensure, so far as is reasonably practicable, the health, safety and welfare at work of their employees. This duty can extend to protecting employees from the effects of lone working. It is implied in section 2 of the Act that the employer should consider the potential effects on employees of physical and mental health or welfare.

The Management of Health and Safety at Work Regulations 1999, requires the employer to carry out a risk assessment covering both risks to employees and to those who are not employed but may be affected by the Organisation's undertaking.  The employer must identify the preventative measures needed and record the significant findings of the assessment and any group of employees identified as specifically at risk. Clearly the risk assessments made under these regulations cover risks arising from lone working.

General Guidance

The Montessori Place accepts its duty to organise and ensure the safety of solitary workers. Employees have responsibilities to take reasonable care of themselves and other people affected by their work and to co-operate with their employers in the discharge of their legal obligations.

People who are likely to have to work alone

People who work by themselves without close or direct supervision may be found in a range of situations. These may include:

· Caretakers and porters

· Security staff

· Ground-keepers

· People, including contractors, who work outside normal hours: e.g. cleaners, maintenance or repair staff

· Contractors who carry out construction work, plant installation, maintenance electrical repairs, lift repairs, painting and decorating, cleaning etc., on Organisation premises

Law relating to lone working

There is no general prohibition on working alone, but some specific legislation stipulates that at least two people must be involved in the work and specifies those safe systems of work to be followed.  In some cases exemptions are available which permit lone working.  In others the law stipulates the standard of supervision to be provided (e.g. for young people undergoing training) and limits the extent to which people may work on their own.

Any specific legal requirements applying to the activities of The Montessori Place staff are detailed in the relevant sections of this 'manual'. Any necessary equipment, information, instruction, training and supervision will be provided to ensure that these requirements are met.

Safe systems of work for lone work

Where there is no specific legal prohibition on working alone, the senior member of staff will carry out an 'area risk assessment' exercise (see Risk Assessment section) and identify any potential hazards or risks associated with the work.  Where risks or hazards are identified the safety co-ordinator will devise and implement safe systems of work to ensure that the risks are either eliminated or adequately controlled.  When it is not possible to devise arrangements for the work to be done safely by one person, alternative arrangements providing help or back up will have to be agreed.   

In the majority of instances when employees are required to work alone the job will have been assessed as being capable of control by one person and that the employee concerned will not be exposed to significantly more risks than employees who work together.

Safety Precautions For Lone Workers

The Montessori Place staff visiting other premises

· All Montessori Place staff, when leaving their normal place of work to visit non Montessori Place premises, should follow the following procedure.

· Inform a director where you are going and how long you expect to be

· If you have not returned within an hour of your expected return the alarm will be raised and steps taken to determine your whereabouts

· If there is any doubt about personal safety then you should take either a mobile telephone and/or a colleague

Care must be taken at all times and you should never knowingly place yourself in any danger. If the nature of your work means that you may be at risk of violence from members of the public, visitors to the premises, etc. You should be familiar with the Organisation's policy regarding violence. 

Familiarise yourself with the emergency procedures for any other Organisation or large building you are visiting.

Maintenance staff and contractors

· Avoid lifting heavy objects - if in doubt do not lift, wait and seek help

· If using ladders - you may require another person to foot a ladder, do not attempt to use a ladder unless it can be secured or footed by a second person - (see section on Prevention of Falls From Heights)

· If you are to undertake work away from your usual workstation in a remote area, inform someone of what you are doing, where you will be and what time you expect to be finished

· Where contractors are working on site they must be have completed the Conditions for Contractors forms and be familiar with the Organisation emergency procedures for premises

· Regular checks must be made whilst lone contractors are on site to ensure their safety. This is particularly important when lift engineers, electricians and other maintenance workers, are carrying out work

Precautions to be taken by all lone workers

You must ensure that you are medically fit and suitable to work alone. Routine checks by doctor may be appropriate to ensure that you have no medical conditions that make you unsuitable for working alone. You must consider both routine work and foreseeable emergencies that may impose additional physical and mental burdens on you. Don't put yourself at risk.

If you know you are suffering from a medical condition that could put you at increased risk you are obliged to inform The Montessori Place medical adviser or head of department responsible for your work in order that it may be taken into consideration. This does not necessarily mean that you will be unable do carry on doing the job,merely that additional precautions may be taken where necessary.

Specific training may be required to ensure proficiency in safety matters.This is particularly important in work activities where there is limited supervision to control, guide and help in situations of uncertainty. It may be critical to avoid panic reactions in unusual situations.  As a solitary worker you need to understand fully the risks involved in the work, the necessary precautions and be sufficiently experienced. There should be established, clear, safe systems of work to set the limits to what can and cannot be done while working alone.  These safe systems should specify how to behave in circumstances that are new, unusual or beyond the scope of training, e.g. when to stop work and seek advice from a supervisor.

Although as a solitary worker you cannot be subject to constant supervision, it is still The Montessori Place's duty to provide appropriate control of the work. Supervision complements information, instruction and training and helps to ensure that you understand the risks and precautions associated with work and that is carried out. It can also provide guidance in situations of uncertainty.

The extent of supervision required will depend on the risks involved and your proficiency and experience to identify and handle safety issues. If you are a new employee undergoing training, doing a job that presents special risks, or dealing with new situations you may need to be accompanied at first.  

The extent of supervision required is a decision that will be made by your departmental head.  It should not be left to you to decide that you require assistance. Safety supervision will generally be carried out when visits are made to check the progress and quality of your work and may take the form of periodic site visits coupled with discussions in which safety issues are assessed.

Illness, accident and emergency situations may arise and as a solitary worker you should be capable of responding correctly. Emergency procedures are established within The Montessori Place and all employees are trained to implement these procedures. Information about emergency procedures should be fully understood and you must ensure you know the location of and have access to adequate first-aid facilities. If you are a mobile worker you should carry a first-aid kit suitable for treating minor injuries.

10. MANUAL HANDLING OPERATIONS

Purpose of Section

Manual handling of loads is one of the most common causes of injury at work and every effort must be made to prevent this.  The back, neck, shoulders and upper limbs are particularly at risk. Injuries include backache, slipped discs, upper limb disorders, tenosynovitis, pain, numbness, swelling and tingling in the hands and wrists. Over a third of all accidents reported each year to enforcement authorities arise from manual handling.  

Legislation

The Manual Handling Operations Regulations 1992 provide a structured approach to minimising the risk of injury associated with this common work activity.  

The HSE Approved Code of Practice relating to the regulations and more recent research (2003) on safe manual handling techniques, has been used as a guide in the preparation of this section. 

General Guidance

Manual handling includes pushing and pulling, lifting and lowering, carrying and holding, loading and unloading, holding and restraining, reaching and holding, grasping and throwing, and operating levers and controls where force is required.

The regulations require employers to consider manual handling as follows:

Assess all manual handling activities and consider whether they are likely to cause injury to the individual(s) concerned with the job. In addition consider whether the task can be avoided completely, e.g. by mechanisation, use of wheeled equipment, etc.

For those tasks that present a risk of injury, and cannot be avoided, there must be a written risk assessment and subsequent safe system of work. 

The requirements to identify 'hazards' and 'assess risk' are merely an extension of those within the more general Management of Health and Safety at Work Regulations 1999. The need for more detailed assessments of this area is due to the high number of workplace injuries caused by manual handling.   

As with the general risk assessment procedure, it is best to approach the work on an area basis wherever possible, utilising the knowledge of staff who carry out the work

The first step is to carry out a general assessment of all areas to identify any tasks that pose a significant risk of manual handling injury. This general assessment can be the carried out as part of the general risk assessment exercise given in the 'Risk Assessment' section of this 'manual' or as a stand-alone exercise under this section of the 'manual'. 

The next stage is to carry out a more detailed risk assessment of the identified hazardous tasks.

You may now have a range of improvements to make to working practices that will reduce the risk of injury from manual handling to an acceptable level. Where the risks are easily controlled the assessment process need go no further, although a safe system of work may still need to be prepared.  

In certain cases there may be a need for a more comprehensive assessment to give more details of the control measures necessary to reduce the risks of injury to an acceptable level. This is in fact the same procedure contained in the 'Risk Assessment' section but, in this case, is related specifically to manual handling.

The last stage of the process is to draw up a "Manual Handling Safe Systems of Work" for all hazardous tasks so that staff training can make reference to the potentially hazardous tasks and required control measures.     

Ensure that any control measures are introduced, implemented and maintained.  There will, almost inevitably, be a training requirement at this stage. The training notes in this section, together with the safe systems of work, are a useful basis for safety training.

Keep copies of all written risk assessments, safe systems of work and training records.

Training 

When designing your training programme consider the following:

· Excessively bending the back can increase the load on the body by as much as two and a half times that exerted when lifting without bending the back (knees bent).

· A load carried at arms length exerts a five-fold increase in strain as against a load held close to the body.

· Lifting above shoulder height cuts a safe load to three-quarters of that at lower levels.

· Frequent lifting can reduce a safe load to as little as one quarter of that for a single lift.

MANUAL HANDLING TRAINING NOTES

Every measure should be taken to reduce the risk of manual handling injuries. As it is usually impossible to eliminate all manual handling tasks one of the best ways of preventing manual handling injuries is to train people to lift and carry loads correctly. 

The following notes outline the correct techniques to follow when undertaking manual handling tasks, and it is the responsibility of managers and supervisors to make their staff aware of these procedures.

If a member of staff feels the task set is beyond their capability they must bring this to the attention of their Directress who must in turn provide the necessary assistance; or when necessary request appropriate equipment through the safety co-ordinator. No such request should be unreasonably refused.

Practical Guidance for Two-Handed Symmetrical Lifts:

· DON'T LIFT OR HANDLE MORE THAN YOU CAN EASILY MANAGE

There is a difference between what you can lift and what you can safely lift. If in doubt seek advice or get help.

· THINK BEFORE YOU LIFT 

Plan the lift. Where is the load going to be placed? Use appropriate handling aids if possible. Do you need help with the load? Think about the best way of lifting the load. For a long lift - such as floor to shoulder height - consider resting the load mid-way on a table or bench in order to change grip. Ensure your vision over the top of the load will not be obstructed. Try the object for weight first by lifting one corner slightly. Determine which side is heaviest.

· CHECK THAT THE AREA TO WHERE YOU INTEND TO MOVE THE LOAD IS CLEAR AND NOT OBSTRUCTED 

Remove obstructions such as discarded wrapping materials. Open any doors on your route. Ensure there is a safe place to put the load down once you arrive at your destination.

· ADOPT A STABLE POSITION

Stand close to the object with the feet 12 - 15" apart and with one leg slightly forward to help maintain balance (alongside the load if it is on the ground). Be prepared to move your feet during the lift to maintain a stable posture.

· ENSURE A GOOD HOLD ON THE LOAD 

Use the whole of the hand and not just the fingertips. If possible hug the load as close to the body as possible. 

· AT THE START OF THE LIFT, MODERATE FLEXION (SLIGHT BENDING) OF THE BACK, HIPS AND KNEES IS PREFERABLE TO FULLY FLEXING THE BACK (STOOPING) OR THE HIPS AND KNEES (SQUATTING)

The latest research advises slight flexion of the spine, hips and knees - a major change from the previous  'straight back' advice. Extreme flexion of any joints, e.g. as in a full squat should be avoided.

· KEEP THE LOAD CLOSE TO YOUR WAIST 

Keep the load close to your trunk for as long as possible. The distance of the load from the spine at waist height is an important factor in the overall load on your spine and back muscles. If a close approach to the load is not possible try sliding it towards you before attempting to lift it.

· DON'T FLEX YOUR BACK ANY FURTHER AS YOU LIFT

This can happen if you begin to straighten your legs before starting to raise the load.

· AVOID TWISTING YOR TRUNK OR LEANING SIDEWAYS, ESPECIALLY WHILE THE BACK IS BENT

Keep shoulders level and facing in the same direction as the hips. Turning (by moving feet) after lifting is better than twisting and lifting at the same time.

· KEEP YOUR HEAD UP 

Look ahead, not down at the load once you have grasped it and secured it.

· MOVE SMOOTHLY

Try not to jerk or snatch at the load as this can make it harder to keep control of the load and can increase the risk of injury.

· PUT THE LOAD DOWN FIRST, THEN ADJUST IT.

If precise positioning of the load is necessary, put it down first then slide it into the desired position. Use the same technique to lower the load as to lift it. Keep the movement as smooth as possible. 

Situations Where The Principles of Two-Handed Symmetrical Lifting Cannot Be Applied

In real life there will be many situations where the above lifting principles cannot be applied because:

· Of the system of work, e.g. repetitive one-handed lifting of small objects such as bricks,

· The characteristics of the load, e.g. hot liquids cannot be held close to the body, or live loads, such as people or animals, require special handling techniques,

· Environmental constraints, e.g. working with limited headroom, e.g. in a cellar, or in kneeling or lying positions

However the principles of 'Planning the task', 'Minimising the horizontal distance between the handler's lower back and the centre of gravity of the load' and 'Getting a secure hold' nearly always can, and should, be applied. In addition the following guidance should be followed:

One-Handed Lifting

If lifting in front of the body, two hands should ideally be used. If this is not possible, then lifting with one hand on that side is preferable to twisting to use both hands.

Large Bulky Loads

Keeping the load close to the body is more important than bending the knees, however it is important to avoid extreme flexion of all joints.

Large Flat Vertical Loads

Lifting the load with two hands at the side of the body involves twisting and lifting which should be avoided, even though it may allow the knees to be bent. Such loads should therefore be lifted in front of the body, stooping slightly if necessary. If the load is to be carried any distance, lifting in this manner and then moving the load round to the side is preferable to lifting at the side. 

Lifting From a Container

Getting the load as close as possible to the body is more important than avoiding all but complete flexion (stooping) or bending the knees. If safe to do so, leaning (bracing) against the side of the container will be beneficial. Bending the knees and twisting to the side is not to be advocated. Placing one foot in the container results in a period of standing on one leg whilst holding the load and should therefore be avoided.

Lifting in Places with Limited Headroom

Except in places where headroom is extremely limited and complete flexion is necessary, stoop lifting, following the other principles as much as possible is preferable to kneeling.

Lifting Whilst Seated

Because when seated movements such as twisting, leaning forwards or lateral bending all primarily involve the spine (unlike standing where for example some hip rotation is possible with twisting) adherence to the basic lifting principles is even more important. 

Lifting Light Loads From Low Down

Bending the knee to lift light loads,particularly in a repetitive manner, can place a disproportionate load on the knees in relation to the risk. The 'new' principle of moderate flexion in the back, hips and knees and the importance of avoiding extreme flexion of any joint should be followed.

Carrying Loads

Discomfort and local muscle fatigue, e.g. as a result of straps on shoulders, are a good warning sign of excessive local loading and potential risk of injury. Techniques which minimise discomfort, or systems of work that allow changes in carrying technique are therefore required.

Team Lifting 

Handling by two or more people may enable an object to be carried that is beyond the capability of one person. However team handling also introduces some additional risks, such as team members impeding each other’s vision or movement.

Planning the lift and having a good hold are important features in team lifting. Where the characteristics if the load and the working environment permits, adherence to the principles of two-handed symmetrical lifting will optimise this technique. However, where the nature of the load precludes the use of this technique, guidance appropriate to the nature of the load should be applied.

Pushing/Pulling A Heavy Object

· Ensure hands are not below knuckle height or above shoulder height

· Ensure footwear has good adhesion with the floor surface to reduce the risk of slipping
· Ensure the path you intend to push/pull across is clear and smooth.

· Tuck the chin in.

· Keep the back and arms as straight as possible.

· TO PUSH - Thrust with the front-foot and use the back-foot to maintain balance.

· TO PULL - Thrust with the back-foot and use the front to maintain balance.

WAYS OF REDUCING RISKS OF MANUAL HANDLING INJURY 

THE TASK

· Improving the task layout - improve flow of materials, ensure optimum position for storage.  Heaviest items should be stored around waist height.

· Changes to the layout or sequence of operations can remove the need for twisting, stooping, or stretching. 

· Using the body more efficiently - hold the load close to the body, place feet close to the load.  

· Replace lifting by controlled pushing or pulling.

· Improving the routine - consider changes to the frequency of handling, consider flexible break/rest periods, consider job rotation.

· Handling while seated - not a recommended practice other than for small, light loads

· Team handling - ensure adequate space, access and handholds, use a stretcher or slings where appropriate.

· Personal protective equipment - use gloves, aprons, overalls, safety footwear etc.  

· Consider alternative methods of handling if there is a risk from the contents. Ensure good maintenance and accessibility of equipment. 

· Ensure an efficient defect reporting system.

THE LOAD

· Making it lighter - consider products in smaller containers, sort the goods into weight categories, making them smaller.

· Make easier to grasp - consider handles, hand-grips, indents.

· Stability - containers holding liquids or powders should be well fitted, alternative means of handling should be considered.

· Loads should be clean.  

· Sharp corners, jagged edges etc should be avoided, use handling aids or personal protective equipment.  

· Consider risks from hot or very cold surfaces, equipment and products.

WORKING ENVIRONMENT

· Removing space constraints - make sure there is enough room.  Maintain high standards of housekeeping.

· Condition and nature of floor - it should be flat, well maintained and properly drained. Slip resistant surfaces should be considered.

· Clear away spillage promptly.  

· Working at different levels - transfer from one level to another by gentle slope.  Avoid manual handling on steep slopes.  Working surfaces should be at a uniform height.

· Temperature - maintain a comfortable working temperature.  Where this is not possible, personal protective equipment will be necessary.

· Lighting - sufficient lighting is essential.

INDIVIDUAL CAPABILITY

· Personal capacity - consider individuals' concerns regarding their suitability for manual handling duties, including age, sex, strength, pregnancy and any medical 'disability'.

· Knowledge and training - the handling operation should be designed to suit the individual.  Employees should be involved in the development and implementation of manual handling training and the monitoring of its effectiveness.

· Attention must be given to - recognition of hazardous loads, dealing with familiar loads, use of handling aids.  

· Use of personal protective equipment.  

· Working environment - importance of good housekeeping. 

11. PERSONAL PROTECTIVE EQUIPMENT 

Purpose of Section

The Montessori Place recognises that all employees must be provided with all appropriate personal protective equipment and hygiene wear for any task requiring it.

Legislation

The Personal Protective Equipment at Work Regulations 1992 controls the general provision and use of personal protective equipment. There are also specific requirements for the use of personal protective equipment contained in the HSE Approved Code of Practice that has been used in the preparation of this section and in the following regulations:

The Control of Lead at Work Regulations 1980;

The Ionising Radiations Regulations 1985;

The Control of Asbestos at Work Regulations 1987;

The Control of Substances Hazardous to Health Regulations 1999;

The Noise at Work Regulations 1989;

The Construction (Head Protection) Regulations 1989.

General Guidance

The Management of Health & Safety at Work Regulations 1999 require employers to identify and assess the risks to health and safety present in the work place, so enabling the most appropriate means of reducing those risks to an acceptable level.  There is in effect a hierarchy of control measures, and PPE should always be regarded as "the last resort" to protect against risks to safety and health; engineering controls and safe systems of work should always be considered first.

There are a number of reasons for this approach.  Firstly, PPE protects only the person wearing it, whereas measures controlling the risk at source can protect everyone at the work place.  Secondly, theoretical maximum levels of protection are seldom achieved with PPE in practice; and the actual level of protection is difficult to assess.  Thirdly, PPE may restrict the wearer to some extent by limiting mobility, visibility, etc.

Employers should, therefore, provide appropriate PPE and training in its usage for their employees wherever there is a risk to health and safety that cannot be adequately controlled by other means.

PPE must be suitable for the purpose for which it is to be used.  It must be maintained in good condition and replaced as and when necessary.  Employers are required to provide suitable information, instruction and training for their employees, to enable them to make effective use of PPE.

· The managers and supervisors should list all jobs or tasks within their areas which may require the provision of personal protective equipment and record this information on the 

· The safety co-ordinator should then check to make sure that the tasks couldn’t be carried out in an alternative, safer way that would not require the use of any PPE for no further action. 

· Following the assessment a decision will be required on what personal protective equipment is required to provide sufficient protection to the employee(s) carrying out the task.

· PPE should not be issued unless the task for which it is intended is clearly identified.

· No PPE should be purchased for the first time without written authorisation by the safety co-ordinator

· PPE must conform to the relevant British Standard or European CU standard and be of the appropriate grade for the task specified, e.g. the correct grade of safety goggle for the task; the correct respirator or respirator filter for the task, etc. 

12. STRESS

Purpose of Section

Work related stress can impair the safe performance of individuals whilst at work. It can also affect sickness absence and lead to high staff turnover. Dealing with stress at work is a continuing process to which The Montessori Place's senior management team needs to be fully committed. 

Definitions

The Health and Safety Executive's defines stress as:

'the adverse reaction people have to excessive pressures or other types of demands placed on them', or
'a process that can occur when there is an unresolved mismatch between the perceived pressures of the work situation and an individual's ability to cope.'

Stress is a person's natural reaction to excessive pressure - it isn't a disease. But if stress is excessive and goes on for some time, it can lead to mental and physical ill health, e.g. depression, nervous breakdown, and heart disease.

Legislation

There is no specific law on controlling stress at work, but broad health and safety law applies. All employers have a legal duty under section 2(1) of the Health and Safety at Work etc. Act 1974 to ensure, so far as is reasonably practicable, the health, safety and welfare at work of their employees. This duty can extend to protecting employees from excessive or sustained levels of work related stress. It is implied in section 2 of the Act that the employer should consider the potential effects on employees of physical and mental health or welfare.

The Management of Health and Safety at Work Regulations 1999, requires the employer to carry out a risk assessment covering both risks to employees and to those who are not employed but may be affected by The Montessori Place's undertaking.  The employer must identify the preventative measures needed and record the significant findings of the assessment and any group of employees identified as specifically at risk. Clearly the risks arising from work-related stress should be included in The Montessori Place's Risk Assessment, and reasonable care should be taken to ensure that employee's health is not put at risk through excessive or sustained levels of stress caused by the way work is organised, or the day-to-day demands placed on the workforce.

The Management of Health and Safety at Work Regulations 1999 also require employers to provide employees with health surveillance if the risk assessment shows that there is a reasonable likelihood that ill health caused by stress could result from the work an individual is undertaking.

The Working Time Regulations 1998 limit the average an employee can be required to work to 48 hours per week. Excessively long working hours are one cause of increased stress levels.

The Health and Safety (Display Screen Equipment) Regulations 1992 require employers to assess the risks from the use of display screen equipment/visual display units. Stress is one of the hazards associated with the use of DSE/VDUs.

General Guidance

Stress at work is a legitimate problem and is likely to become more evident as a result of the increasingly competitive environment in which companies find themselves. Although some groups of people report more stress-related problems than others (managers, professionals, road transport workers and security personnel), feeling stressed at work is not confined to particular occupational groups or levels within organisations. Stress can be a problem for people in jobs that are unsatisfying and repetitive as well as high-powered executives with excessive workloads.

There is no easy solution to stress in The Montessori Place’s environments due to the wide variations in staff and management personalities, leadership styles, management philosophies and work cultures. The Montessori Place should, however, fully investigate and analyse all reported incidents of stress arising from work pressure. It should attempt to identify the underlying causes for the stress and, in consultation with the affected member of staff, agree a stress control strategy and personal action plan.

Employee's personal circumstances can combine with pressures at work to make people more vulnerable to stress. Employers have no legal duty to prevent ill health due to stress that is not associated with work, but a sympathetic response may be in The Montessori Place’s best interest if it helps the employee cope better with work pressures.

Signs of Stress

The symptoms of stress can manifest themselves in a range of unpleasant emotions such as tension, frustration, anxiety and depression. Those suffering from stress may also exhibit behavioural changes and physical symptoms, for example they may suffer from disturbed sleep and complain about their health, for example frequent headaches. Many of the signs of stress should be noticeable to managers and colleagues. The consequence of these symptoms can lead to the affected individual loosing interest in their jobs which in turn leads to loss of performance and reduced job satisfaction.

The paragraphs below shows the affects that stress can have on work performance, work relationships and personal appearance.

Work Performance
· Loss of concentration and lapses of memory

· Regularly overworking and a failure to delegate

· Drop in work performance levels, uncharacteristic errors in work

· Inability to make decisions

· Difficulties with training and/or examinations

· Increased incidence of absenteeism and poor time keeping

· Customer complaints

Work Relationships
· Increase in irritability and aggression towards staff and management

· Withdrawing from work colleagues and becoming unsociable

· Resentment of advice or constructive criticism

· Reduced willingness to participate or co-operate with colleagues

Personal Appearance and Habits
· Deterioration of personal appearance, unhappy appearance, shuffling walk

· Increased consumption of coffee, cigarettes, alcohol or drugs

· Changes in eating habits. Large loss or gain in weight

· Emotional & irrational behaviour - crying, sulking

· Inability to rest or vice versa

· Insomnia and early waking

· Feeling inadequate and constant tiredness

· Obsessive behaviour

· Recurring health problems, e.g. colds, headaches and stomach disorders

Stress may also affect the individual's health with symptoms such as headaches, indigestion and muscle tension. Over a longer period it may give rise to chronic health problems such as high blood pressure, heart disease and stomach ulcers

Risk Assessment

A risk assessment for stress should include:

· Looking for pressures at work which could cause high and long-lasting levels of stress

· Deciding who might be harmed by these, and

· Deciding whether enough is being done to prevent that harm, e.g. flexible work schedules and well-defined responsibilities

If necessary, companies must then take reasonable steps to deal with those pressures.

Causes of Stress

A person's experience of stress at work is affected by:

· The level of control they have over the pressures of work

· The support they receive from others in meeting those pressures

· The strategies they use to respond to work pressures

The information below outlines the work related factors that individually or collectively can contribute to stress amongst individuals and groups of workers.

Relationship with colleagues
· Lack of communication

· Personality conflicts

· Inequitable distribution of work

Relationship with subordinates
· Inappropriate workers to work load ratios

· Actual or potential fear of violence

· Uncertainties about limits of discipline

· Working with inexperienced or untrained staff

Management issues
· Management style, e.g. autocratic

· Change in management style

· Quality of supervisory support

· Low level of input in decision making process

· Conflicting demands from supervisors/managers 

· Unclear responsibilities

· Poor communication

· Job design, e.g. continual physical or intellectual demands, frequent contact with the public, repetitive or monotonous tasks 

· Dealing with unfamiliar subjects (outside comfort zone)

· Introduction of new, unfamiliar technology
· Poor physical working environment, machinery or equipment

· Career development difficulties, over/under promotion

· Work overload, e.g. excessive workload due to absent colleagues

· Long hours of work at home seldom acknowledged and rewarded

· Attitudes and behaviour of staff, e.g. prolonged confrontation between individuals, including sexual or racial harassment and bullying

Societal issues
· Poor perceived status and organisation ethos

· Role ambiguity, uncertainty about limits of authority vested in job

· Changing societal expectations and concern about role of the Organisation

· Dealing with anxious, aggrieved or aggressive customers/pupils/visitors

Personal perspective
· Unrealistic expectations

· Sense of injustice/bitterness
Identifying if Stress is a Problem in the Workplace

In order to identify whether or not stress is a problem in the workplace, employers should:

· Take steps to discover if staff are disillusioned with their work. This may manifest itself as an increase in absenteeism (especially frequent short spells of sickness), lateness, disciplinary problems, staff turnover, or a reduction in output or quality of product or service.

· Talk and listen to employees. Discuss issues such as responsibilities, relationships with colleagues, working conditions, management attitudes, balancing work and home. Ask employees to describe the three 'best' and 'worst' aspects of the job, and whether these put them under uncomfortable pressure.

· Use the information gleaned to identify common and persistent pressures, and people who might be harmed by them.

During this process employers should: 

· Respect the confidentiality of employees

· Tell employees what will be done with the collected information 

· Involve employees as much as possible in subsequent decisions

· Involve any safety representatives in plans and decisions

· Document key findings as part of the risk assessment

Stress Control Strategy

The Montessori Place should recognise and advise staff that pressure of work can trigger illness and that stress and illness can be related. In their turn, employees must inform their employer if they are suffering from work related stress, or make it obvious that there is impending harm to their health. Stress related illness should not be seen as an indication of weakness, laziness or incompetence and all reported cases should be taken seriously. Most people who suffer from mental ill health recover if they are treated correctly. The Montessori Place should recognise that stress at work must be approached from both an individual basis and also an organisational basis. 

Individual Approach

People respond to stress in various ways depending on factors such as expectations, past experience, personality, vulnerabilities and resources. A situation perceived as threatening by one person may be seen as challenging, or of no significance, by another. One person may also respond to similar circumstances in different ways at different times.

People also differ in the way they cope with stress; no single approach works for all people, and no single approach helps all situations. Flexibility is the key to effective coping; the greater the range of strategies someone can call upon, the more likely they are to cope effectively.

Individuals may be able to control their stress levels better if they are aware of:

· Their personal sources of stress

· The symptoms stress produces in themselves

· Their own stress levels so they can take action if it is getting out of control

· The importance of relaxation and a method that works for them (exercise, reading, breathing exercises)

Steps that individuals can take to reduce individual stress levels may include:

· Identifying personal causes of stress and taking steps to control it

· Learning new skills, e.g. how to use new technology, managing people, etc

· Prioritising jobs and pacing yourself

· Sharing and delegating work where possible

· Scheduling breaks, e.g. for lunch away form your desk

· Talking to your manager about work related stress

· Seeking support - from work colleagues, family and friends

· Positive thinking

· Improving your lifestyle - eat healthily, stop smoking, avoid excessive drinking, reduce caffeine intake, keep physically active, use relaxation techniques, give yourself time for fun

Organisation Approach

The Montessori Place should approach stress control as an ongoing process in which whole organisation debate will be encouraged and commitment at the highest levels given. Directors should adopt a positive policy towards health at work, including mental health, and should:

· Providing additional training support for existing and/or new staff

· Revising  work practices, e.g. reallocating workloads, increasing flexibility, providing help with disruptive staff

· Reviewing job roles, e.g. by annual appraisals and performance monitoring. Matching responsibility with ability

· Reviewing job descriptions, making clear what the role, responsibilities and goals of each job are

· Making improvements in the physical work environment e.g. improving  ventilation, humidity, temperature, lighting, noise levels or work place layout and hygiene

· Reviewing immediate or company management style if perceived as causing stress

· Ensuring good two-way communication, especially at times of change.

· Not tolerating harassment or bullying. There should be a disciplinary and grievance procedure to deal with incidents of unacceptable behaviour

· Ensuring fair and consistent treatment of all employees

· Facilitating professional stress counselling if necessary

· Ensuring that people returning to work after a stress related illness are brought back gradually and, if possible, not to the situation that caused the stress in the first place

· Reviewing external factors such as local political or racial issues

Where stressful situations are identified the safety co-ordinator, together with the department head in consultation with the affected employee, should draw up action plans to help control the situation. These plans may include:

· Additional training support for existing and/or new staff on induction

· Revision of work practices i.e. reallocation of workloads, increased flexibility, help with disruptive staff, etc.

· Reviewing job roles, e.g. by annual appraisals and performance monitoring

· Improvements in the physical work environment e.g. improved ventilation, or improved work place layout if computers or machines are used

· A review of immediate or organisation management style if perceived as causing stress

· Ensuring good two-way communication, especially at times of change.

· An intolerance of harassment or bullying

· Fair and consistent treatment of all employees

A review of external factors such as local political or racial issues

It may require a systematic assessment and analysis of work tasks similar to the risk assessment process. This assessment should be aimed at management tasks that, if not well managed, can increase stress. Staff should be encouraged to identify changes, whether minor or major, which will both improve the quality of management and be beneficial to individuals. Whole organisation debate should be encouraged on these issues.

Where there are any areas of doubt, consideration should be given to obtaining professional help from occupation health specialists. Occupational health professionals, such as psychologists, nurses and doctors can increase awareness of stress both in individuals and organisations as a whole. The Montessori Place medical adviser will be the first point of reference if professional advice is required. Staff will be encouraged to seek confidential advice from The Montessori Place medical adviser who may refer them to specialists or give advice on treatment through family doctors.

Bullying and Harassment at Work

Workplace bullying is recognised as one of the leading causes of stress. The HSE defines 'bullying' as: 

'persistent unacceptable behaviour (or a single, grossly unacceptable act) by one or more individuals working in the organisation against one or more employees'

Harassment is defined as:

'unwanted conduct based on sex (including transgender status), race, colour, religion, nationality, ethnic or national origin or disability that affects the dignity of people at work.' 

There is no specific legislation covering bullying at work, however employers have a legal duty to ensure that employee's health is not put at risk through bullying or harassment in the workplace. Companies should introduce anti-bullying/harassment policies that cover interpersonal conflict, bullying and sexual and racial harassment. The policies should include a formal procedure for reporting grievances and investigating complaints of bullying.

Statement of Intent

The Montessori Place is fully committed to introduce measures for combating stress to its employees whilst engaged on organisation business and/or on organisation premises. The Montessori Place will give full support to any staff that report mental or physical suffering as a result of work related stress.
Any reports of stress will in no way be seen as an adverse reflection on an individuals' ability to perform his/her duties satisfactorily even though stress is in part defined as an inability to cope. All reports made will be treated in the strictest confidence unless otherwise directed by the individual concerned. 
For all confirmed cases of stress, The Montessori Place will provide local support help towards the employee's recovery and make available means for professional counselling if required.

Signed: 

Position: 

Date: 
13. TRAINING

Purpose of Section 

It is recognised that The Montessori Place has a legal responsibility to instruct and train their staff on health and safety issues, including safe systems of work, in order to ensure their health, safety and welfare and of that of other people affected by their work, e.g. contractors and members of the public.

This section outlines the main legal requirements regarding training, gives guidance on the types of training that should be undertaken and gives examples of training record cards.

Legislation
The requirement to train employees in health and safety matters is contained in s.2(2)(c) of the Health & Safety at Work etc. Act 1974. This requires information, instruction, training and supervision to be provided to all staff (permanent, full time, part time, and temporary staff) to ensure the health and safety at work of employees.

The Management of Health & Safety at Work Regulations 1999 requires employers to provide sufficient and appropriate health and safety training to employees when they are recruited into the work place. They should also be provided with additional training if they become exposed to new or increased risks on a change of job, when new equipment or technology is introduced or existing equipment is modified, or if a new working system is introduced. The regulations also require employers to take into account the individual capabilities of their employees with regard to health and safety issues.

The Health and Safety (Training for Employment) Regulations 1990 amend the meaning of 'work', 'at work', 'employee' and 'employer' as contained in the original Health & Safety at Work etc. Act. The result is that trainees are now treated as the employees of the person providing the training and account must be taken of their probable youth, inexperience, carelessness, imprudence and possible irresponsibility.

General Guidance
All staff must be given induction training on general health and safety issues, fire safety, first aid and personal conduct before commencing work. 

All full time staff must have regular safety training at their normal places of work. Statutory training should be given every 12 months and on-going refresher training at regular intervals or when legislation or circumstances change. 

All training should be recorded on the employee's training record card and/or personnel file 

Training takes place in a number of different ways, sometimes with particular groups of employees, and sometimes with the entire staff. A number of groups of people and approaches to training are referred to below: 

Induction Training
Induction training is a critical area of training particularly when new employees have not worked in similar environments before or have not worked with the hazards in the present one. The following questions can be used to check existing induction training. (The list of questions will need to be adapted to the needs of the Organisation).

· How is safety induction training given to employees? 

· Does it explain the organisation's health and safety policy?

· Does it reflect the job safety training analysis?

· Has the emergency evacuation procedure been clearly explained?

· Are safety rules published and explained?

· Is the work of the staff consultative committee explained?

· Are health provisions explained?

· Are reporting procedures made clear?

· Is the responsibility of the individual stressed in terms of statutory provision, organisation rules and regulations, and fellow employees?

· Where appropriate is the importance of protective clothing and the use of guards explained?

On the Job Training

In addition to basic induction training it is generally recognised that 'on the job' training makes an important contribution to health and safety, since if work is performed safely, accidents are minimised.

'On the job' training usually makes reference to established safe systems of work. Some points worth considering include:
· Are the safety points clearly identified - in a different colour or underlined?

· Are they up to date, or have changes been made?

· Do instructors stress safety points?

· Who wrote the safe system of work and how long ago - was the line manager, person doing the task and the safety co-ordinator involved?

· Does the line manager or supervisor see himself as responsible for the process?

· What checks are made that the system is working?

· Legislation - specific regulations (if any) appertaining to task or duties

· Organisation rules or regulations - specific for duties performed

Training on machine operation should include:

· setting up procedures

· starting up and stopping

· isolation procedures

· safety procedures for cleaning down equipment

· isolation and locking-off procedures for maintenance

· test run procedures, i.e. after setting up, cleaning or maintenance

· operation of unguarded machinery, i.e. during or after maintenance

· action in event of clothing or body caught up in machine, either self or other person 

· action in event of machine fire or safety related malfunction

· types of fire extinguisher to be used on various parts of machine, e.g. CO2 on an electric motor or drive shaft bearing

· correct wearing of appropriate protective clothing

· Machine area:

· storage or stacking of materials

· correct procedures for handling material spillage's

· correct procedures for handling oil spillage's

· importance of good housekeeping practices

· danger of 'horse-play'

Management and Supervision

The attitude, involvement and training of managers and supervisors plays an important part in safety training, therefore all levels of management should receive and promote such training.

Staff frequently 'relax' safety standards in the face of workload pressures therefore a system of simple checks, carried out systematically and regularly is likely to produce the desired objective, i.e. fewer accidents and a positive attitude towards total safety at work. 

Responsibilities for safety should be written into job descriptions in precisely the same way as operating procedures must reflect the need for safe working.

Safety Training in Specialist Jobs

There is often a need for specialist training in safety either for particular job holders or for employees who have additional responsibilities such as first aiders. The following list suggests some roles and activities where specialist training should be considered:

· First aiders

· Lifting and handling

· Hygiene

· Job specific activities

· Ground-keepers 

General Training

Despite the types of training referred to above it is often necessary to give information to everyone in The Montessori place or advise a whole department of new provisions or procedures. 

If a fundamental change in behaviour is required the work of the safety co-ordinator and staff consultative committee can be supported by a safety campaign - information sheets, notices, posters, etc. To have greatest impact these should be seen continually and must be constantly updated.

Detailed Assessment of Training Needs

Undertaking a detailed assessment of training needs should ensure that the essential training that each member of staff should receive is identified. This may actually reduce training time as it will become obvious that not all staff need training on all safety issues. 

A safety training assessment should do two things:

· Identify job specific training needs, as opposed to general safety training

· Give an indication of the priority and frequency of this job specific safety training.

The following steps should be followed when carrying out a safety training assessment:

· Draw up a list of all the basic job titles given to employees on the site. Consultation with your personnel officer may be useful at this stage. It will probably be possible to group some titles under a more general description based on the similarity in the duties carried out by the employees, e.g. department heads, manager, administration assistant, etc. could, if appropriate, all be called administrators.

· Carry out a job analysis include the post holder's basic job description. Scrutinise the job description to identify key work activities, e.g. work with electrical equipment, dangerous equipment or manual handling; and list them. The analysis should be carried out in conjunction with a responsible post holder so that as many of the work tasks as possible are identified. Representatives on the staff safety committee could also scrutinise the job analysis.

· Assess the frequency that employees undertake the tasks listed on the form in an average week using the categories below:

SCORE                    FREQUENCY OF TASK

     1                         Rarely carries out the task

     2                         Occasionally carries out the task

     3                         Regularly carries out the task

     4                         Frequently carries out the task

     5                         The task is the main part of the job.

Consider the likelihood of an injury arising from the work activity using the categories and scores below.

SCORE                     RISK OF INJURY

     1

       Improbable - no known occurrence

     2

       Possible - one known occurrence (maybe elsewhere)

     3

       Occasional - a fairly frequent occurrence

     4

       Likely - Regular occurrences

     5

       Certain - Almost a certainty

· Multiply the frequency and risk scores together to give a final training priority score.

TASK FREQUENCY




5
4
3
2
1



5
25
20
15
10
5

INJURY


4
20
16
12
 8
4

RISK


3
15
12
  9
 6
3




2
10
  8
  6
 4
2




1
  5
  4
  3
 2
1

· Scoring analysis:

Scores between 1 and 8 will need only general on going safety training.  

Scores between 9 and 12 will require annual specific training using safe systems of work.

Scores between 16 and 20 may need 6 monthly specialist training and will need to be subjected to a full risk assessment procedure. Staff should not be allowed to carry out these tasks until trained.

A score of above 20 would indicate that the task is too hazardous to be carried out by anyone other than an expert with appropriate training and safety equipment.

Accurate Safety Training Assessments will give training/personnel officers a basic training plan for new employees. Much of the training information should be contained within the Organisation's safe systems of work compiled following the general risk assessment exercise. 

Additional Advice
In order to fulfil their general duties under the Health & Safety at Work etc. Act 1974, i.e. to provide instruction, training and supervision, employers should undertake the following:

· Introduce comprehensive safety rules and procedures

· Provide induction training programmes for all new recruits.

· Provide repeat (refresher) training (either on the job or theory equivalent) at regular intervals.

· Ensure employees promoted or transferred to other jobs receive sufficient training to carry out the work without risk to health and safety.

· Ensure safety representatives are adequately trained (although this may be the responsibility of any trade union if involved).

· Ensure training is provided for those who return to work after long absence.

· Ensure accurate records of all training are maintained.

Staff Consultative Committee

The training of staff consultative committee members is referred in more detail in the staff consultative section of this manual.

14. VIOLENCE AND ASSAULT

Purpose of Section

The Montessori Place recognises that work related incidents of violence, including bullying and harassment, can impair the safe performance of individuals whilst at work. It can also result in increased sickness absence, low staff morale, a poor organisational image, high staff turnover and recruitment problems. To help combat work related violence towards staff The Montessori Place has produced a written statement to outline its commitment to the identification and control of violence towards its employees (see the end of this section). 

Dealing with violence at work is a continuing process to which the senior organisation management is fully committed. The Montessori Place accepts that the written policy statement alone cannot ensure problems of violence will be alleviated. It will, however, be an important step towards legitimising debate on the subject and encouraging support by staff at all levels for the victims of these problems.

Definitions

The Health and Safety Executive's working definition of violence is:

"Any incident in which an employee is abused, threatened or assaulted in circumstances relating to their work." (This can be by a, colleague, contractor, customer or other member of the public.)

Legislation
All employers have a legal duty under section 2(1) of the Health and Safety at Work etc. Act 1974 to ensure, so far as is reasonably practicable, the health, safety and welfare at work of their employees. This duty can extend to protecting employees from verbal abuse and assaults at work. It is implied in section 2 of the Act that the employer should consider the potential effects on employees of physical and mental health or welfare.

The Management of Health and Safety at Work Regulations 1999, requires the employer to carry out a risk assessment covering both risks to employees and to those who are not employed but may be affected by the Organisation's undertaking.  The employer must identify the preventative measures needed and record the significant findings of the assessment and any group of employees identified as specifically at risk. Clearly the risk arising from work-related verbal abuse and violence should be included in The Montessori Place's Risk Assessment,

The Protection of Harassment Act 1997 makes it a criminal offence for anyone to pursue a course of conduct that amounts to harassment to another, or causes alarm or distress in circumstances where a reasonable person would feel harassed. It is also an offence to put another person in fear of violence. This includes threats of bullying from colleagues and managers.

Risk Assessment

When assessing risk it is important that all grades of staff are considered and that the hazards take into account activities such as looking after premises, working alone, working off-site, evening working, handling money, etc. 

Any preventative or protective measures identified by the risk assessment should be implemented on the basis of:

· avoiding risks

· evaluating the risks which cannot be avoided

· combating the risks at source

· replacing the dangerous by the non-dangerous or less dangerous

· developing an overall prevention policy that covers technology, organisation of the work, working conditions and social relationships

· giving appropriate instructions to employees

General Guidance

Whilst physical violence is not considered to be a major problem within the workplace and incidents are rare, some employees may occasionally feel threatened or under great stress. The Montessori Place accepts that violence can include any of the forms below and can emanate from superiors, peers, juniors or third parties.

· Verbal abuse and threats (with or without a weapon)

· Physical force against a person

· Rude gestures

· Sexual or racial harassment

This section of the 'manual' indicates who may be at risk of violence, how to identify whether there is a problem, steps to be taken to reduce the risk, and monitoring of the situation.

AT RISK EMPLOYEES

Employees who are most likely to be at risk are those who interact with the public. Differences in people's cultural backgrounds will play a significant role in how they interact and the understanding they have of one another. Certain behaviour (gestures, speech and voice patterns and body language) may be acceptable to members of one culture, but may cause offence or be misinterpreted by others of a different culture. Where employees are likely to interact with people from different cultural backgrounds (colleagues or customers), they should be given guidance on cultural differences in order that they can communicate clearly and understandably with one another.

Contact with people who are under the influence of drugs or alcohol can increase the risks of violence if misunderstandings arise.
INCIDENTS
Detailed records of all incidents and "near misses" should be kept in order that any problems can be identified and dealt with. The report form should have details of what happened, where, when, who was involved, and any possible causes. The completed form must be forwarded to the safety co-ordinator and a copy kept on the individual's personal file. A summary of the incident without names of persons involved should be kept in an appropriate file.

All incidents must be analysed so that particular trends, patterns and factors can be detected and preventative strategies determined.  Analysis should be carried out by the safety co-ordinator.

When analysing incidents the following headings should be considered:

1. Result of incident
· Involving physical contact

· Fatal injury

· Major injury

· Injury requiring first aid, out patient treatment, counselling, absence from work (record number of days)

· Involving serious or persistent threats or verbal abuse

· Emotional shock requiring counselling or absence from work (record the number of days) 

· Feeling or being at risk or under great stress 

2. The assailant

· Do the reports help to identify

· The age 

· The gender 

· How well known the assailant is to the employee 

· Whether the assailant is under the influence of alcohol, drugs, etc?

3. The employee
· Is the frequency of incidents higher in particular occupations? Is age, gender, disability, race or sexuality a factor?

· How much experience and training has the employee had?

· Is the particular employee experiencing many violent incidents?

· Is the employee more likely to report incidents than other employees?

· Is the employee working alone?

· Does the employee have to carry cash, valuables, etc?

4. The interaction
· What type of interaction was taking place, e.g. money transaction, controlling/disciplining staff, etc?

· At what stage in the interaction did the violent incident take place?

5. The work environment
· In the period leading up to the incident were there long delays and arguments?

· Significant noise?

· Long queues?

· Difficulties regarding overcrowding?

· Inadequate supervision to refer difficulties to?

· Were there language difficulties?

6. The outcome
· What happened?

· How did senior staff deal it with?

· What support did the employee get?

· What follow-up action was taken?

· What are the possible long-term effects on employee?

· What are the possible long-term effects on colleagues?

The details on the incident report forms along with the analysis can be used to check for patterns - common causes, areas or times. The steps to be taken can then be targeted where they are needed most. For example, if a series of incidents occur at or around the same time of day, "security" could be increased at those times.

PREVENTIVE MEASURES

Where there is a perceived risk of violence to The Montessori Place’s employees the following precautions should be considered:

· Staff should try to limit one-to-one contact with potentially irate customers and try not to appear to adopt an "official" manner when dealing with them

· Where staff are called to deal with employees who are fighting they should not intervene directly without the support of colleagues

· If staff are visiting an area of the premises they know to be a risk area or where an incident has occurred in the past, they should not go unaccompanied

· Staff making lone visits to remote or other properties should ensure that their supervisor/manager knows of their visit and, if possible, they should carry a mobile phone

· Staff should never visit alone any premises where there is any likelihood of violence

· All staff should ensure that they are able to get home safely, particularly if they are working late. If there is any problem with transport then a lift or a taxi should be pre-arranged to collect the member of staff

· Training should be given to employees, where necessary, either to give them more knowledge and confidence in their particular jobs, or to enable them to deal with aggression generally, by spotting the early signs and avoiding or coping with it

Following the occurrence, reporting and analysis of an incident the following additional measures may be considered at particularly "high risk" locations:

· Installing alarm buttons in areas such as reception

· Providing additional 'coded' security locks on doors to keep customers and the public out of staff areas

· The provision of identity cards for staff and visitors

· The provision of personal alarms

Consultation with employees

As with all health and safety issues, employees should be consulted on any additional measures to be taken and how they should be put into practice.  A mix of measures will often work best as will a balance between the risks to employees against any possible side effects to the public. 

It will be necessary to consider procedures for the safety of those responding to activated alarms, particularly after dark.

Ensuring that measures work

Violence within the workplace should be monitored regularly to ensure that the steps that have been put into practice are working. If violence proves to be a problem in a particular area or building, the matter should be considered and further measures taken as necessary.

Victims

Anyone who is a victim of a violent attack should be given the full support of The Montessori Place.  Victims may need counselling, time off, or help with compensation and legal advice and The Montessori Place should assist wherever possible.  Colleagues should be encouraged to give evidence in court, where necessary, and to talk about problems and be sensitive to the victims' feelings and give them support.

Reporting Violent Incidents

Under the Reporting of Injuries, Diseases & Dangerous Occurrences Regulations 1995 (RIDDOR) employers must notify their enforcing authority in the event of an accident at work resulting in death, major injury or incapacity for normal work for more than three days. This includes any act of non-consensual physical violence done to a person at work, provided that the violence suffered or arises out of or in connection with work. For further information see the 'Accident Reporting' section of this 'manual'.

Statement of Intent

The Montessori Place is fully committed to introduce measures for combating violence to its employees whilst engaged on organisation business and/or on organisation premises. The Montessori Place will give full support to any staff that report mental or physical suffering as a result of work related verbal abuse or physical violence.
Any reports of verbal abuse or violence will in no way be seen as an adverse reflection on an individuals' ability to perform his/her duties satisfactorily. All reports made will be treated in the strictest confidence unless otherwise directed by the individual concerned. All reports will be fully investigated by a senior member of staff.

Where cases of threatening behaviour or verbal abuse are reported the perpetrators will, where possible, be warned in writing and advised that legal action may be taken against them if a breach of the law occurs. 
Cases of physical violence towards staff will, with the consent of the victim, be reported to the police. Where legal action is taken against the perpetrator of the violence the Organisation will provide support and guidance to the injured employee.
For all cases of violence at work, The Montessori Place will provide local support help towards the employee's recovery and make available means for professional counselling if required.

Signed: 

Position: 

Date: 
15. VISUAL DISPLAY EQUIPMENT

Purpose of Section

It is recognised that that visual display equipment may affect users and employers therefore must identify how many genuine VDU "Users" there are. To assess the risks to the health and safety of those "Users" from the use of visual display equipment; and to assess the workstations and identify all necessary ergonomic preventive and protective measures needed.

The HSE Approved Code of Practice on the Health and Safety (Display Screen Equipment) Regulations 1992 as amended (L26) has been used as the basis for this section.

General Guidance

All workstations, whether or not they are new, must now comply with the requirements of the Schedule to the Regulations where it is relevant. 

1.
The first stage is to carry out an initial assessment of all staff that use visual display equipment as part of their job. This assessment is to ascertain whether they are classified as a "User" as defined in the Health & Safety (Display Screen Equipment) Regulations 1992. This takes less than five minutes.

2.  If the initial assessment defines the employee as a "User", then a second, detailed assessment will be necessary

3.
In order to ensure that all staff that use a VDU screen are assessed, a log of all VDU units on the site should be drawn up. (Reference should also be made to the "Electrical Equipment Register" drawn up under the Electrical Safety section of this manual).

4.
Assessments should be reviewed whenever work circumstances change, e.g. new equipment, relocation of workstation, new work practices, or new members of staff.

5.
If deficiencies are identified in work practices or arrangement of workstations then corrective steps must be taken and the assessment not signed off until these steps are taken.

6.
Where appropriate, VDU "Users" should be given a training session on the safe use of VDU equipment using the training notes following this section.

DEFINITIONS

"Display Screen Equipment" - any display screen showing graphics, numbers or letters using any technology to present the display, e.g. cathode ray, liquid crystal, etc.

Covers VDU terminals, computer generated graphics and text.

Does not cover screens used mainly for showing television or film pictures. None of the following are included:

· Window typewriters

· Calculators, cash registers or other equipment having only a small data or measurement display.

· Portable systems, e.g. laptop computers - unless they are in prolonged use at a workstation.

"Workstation"- all of the equipment and immediate work environment concerned with the operation of display screen equipment, e.g. desk, chair, telephone, modem, printer, keyboard, etc.

"User" - is someone who habitually uses such equipment for a significant part of his/her normal work. It is up to the employer to determine which of his employees are "users" within that definition. 

Workstation Analysis

1.
The risks associated with the use of Display Screen Equipment are:


Physical, e.g. muscle strain,repetitive stress.


Visual fatigue, e.g. eye strain, headache


Mental stress

2.
An employer must analyse workstations to assess whether any of those risks are likely to affect any particular "user" as a result of working at any particular workstation. All workstations, whether or not they are new, must now comply with the requirements of the Schedule to the Regulations where it is relevant. 
3.
If it is shown that any risks do exist, then the employer has to take steps to reduce that risk as far as possible.

4.
The assessment should be carried out either by the user with reference to this section or by a supervisor or manager in association with the user. 

Workstations

1.
It should be noted that from 1 January 1993, any workstation when first brought into use must have met the requirements of the schedule to the regulations. If the workstations comply with BS7179 or any subsequent CE or ISO standard, they will automatically be deemed to comply.

2.
Workstations in existence before 1 January 1993 now have to meet the requirements of the schedule i.e. since 31 December 1996. Modifications and improvements may be needed.

3.
Guidance on the environmental considerations and workstation design criteria is given below; and the "Workstation Design Criteria" below can be used to establish the current situation.

USER

A number of provisions exist with respect to "Users".

· Daily work activities need to be planned to prevent fatigue. This will depend on the type of work activity being done. In most cases, breaks occur naturally as a consequence of the inherent organisation of work but, where this is not the case, deliberate breaks or pauses must be introduced.

· Eye and eyesight testing must be offered, as of right, to intended users before employment; and to all existing user. It is recommended that all such persons be actively encouraged to take up such testing to ensure no pre-existing eye conditions are present which may be made worse by using display screen equipment.

· It should be noted that where a user is found to need eyesight correction for the normal viewing distance of the screen, the employer is responsible for paying for that corrective appliance and enquiries should be directed to the appropriate personnel officer.

· Employers must provide users with information about what measures they are taking to protect users from (or to reduce) risks; and what provisions are made for taking breaks.

· In addition to training all users in how to operate display screen equipment, employers must provide adequate, specific, health and safety training.

· This health and safety training must be carefully documented and updated as necessary to reflect changes in technology, the working environment or the nature of the task being undertaken.

Further General Guidance

Environmental considerations

1.  Space

Legal minimum standards dictate minimum of 3.7 square meters (40 sq/ft) of floor space, not counting the space taken by office machinery and furniture other than the desk or chair, should be sufficient to move around freely, allow postural changes, have adequate clearance for thighs, knees, lower legs and feet, and with a choice of sitting away from VDU.

2.  Arrangement of furniture

Any aisle or passageway must be wide enough to allow people of all sizes, including the very pregnant and if necessary wheelchair users, to move comfortably.

VDU's should be at right angles to windows and far enough away as is necessary to eliminate glare.  Use of screens or curtains may assist with glare.

Never place a VDU with a window immediately in front or immediately behind.

The angle of view of any window should be greater than 50 degrees from the operator.

3.  Furnishing fabrics

Windows should be fitted with curtains or blinds.

Walls should have non-reflective surfaces.

Floors should preferably be carpeted. Carpets of natural fibres minimise build up of static electricity. Pile should be short to allow chairs to move easily across the surface.

Partitions to be located with care. Do not block off views, create isolation, or restrict walkways.

4.  Lighting

Lighting should be appropriate to the tasks performed at workstations, e.g. reading from screens, keyboard work, reading printed text, writing on paper, etc. General lighting - by artificial or natural light, or a combination - should illuminate the entire room to an adequate standard. Any supplementary individual lighting provided to cater for personal needs or a particular task should not adversely affect visual conditions at nearby workstations.

Lighting must be diffused and a minimum level should be between 300 and 500 lux. High illuminances can render screen characters less easy to see but improve the ease of reading documents. Where a high illuminance environment is preferred for this reason or other reasons, e.g. shared workspaces, the use of positive polarity screens (dark characters on a light background) has advantages as these can be used comfortably at higher illuminances than can negative polarity screens.

Reflections and glare can lead to visual fatigue and stress. Measures to minimise these problems include shielding, replacing or repositioning sources of light (as with windows, light sources should not be placed within a viewing angle of less than 500 from the operator); rearranging or moving work surfaces; modifying background colours; or as a last resort providing anti-glare screen filters.

5.  Ventilation, Heat & Humidity

Legal minimum temperature in offices is 160C after the first hour at work.  Recommended temperature for VDU working areas is 19-230C. 

Relative humidity should ideally be between 40-50% although this can be difficult to measure. Electronic equipment can be a source of dry heat that can modify the thermal environment at the workstation. Ventilation and humidity should be maintained at levels that prevent discomfort and sore eyes.

6.  Noise

Noise from equipment such as printers at display screen workstations should be kept to levels that do not impair concentration or prevent normal conversation (unless the noise is designed to attract attention, e.g. to warn of a malfunction).  Noise can be reduced by replacement, sound proofing, e.g. acoustic hoods or repositioning of the equipment; sound insulating partitions between noisy equipment and the rest of the workstation are an alternative.

Where possible sound absorbing materials should be used on walls, floors and ceilings.
16. WASTE DISPOSAL

Purpose of Section
The Montessori Place recognises that, as a producer of waste, it is under a duty to deal properly with all waste produced. The Montessori Place also recognises that there may be occasions when employees have to handle and dispose of potentially hazardous waste. This section outlines our policy on the safe handling and disposal of waste.

Legislation

The Environmental Protection Act 1990 imposes a duty of care on anyone producing, importing, transporting, keeping, treating or disposing of controlled waste, or brokers having control of such material, to ensure their waste is disposed of by a licensed body. They must also prevent waste escaping and provide a written description of the waste to the transferor. The only exceptions to this are householders, and the waste they produce in their own homes.

The Environmental Protection (Duty of Care) Regulations 1991 (EP(DC)R 91) require a transfer note to be completed, signed and kept by the parties involved if waste is transferred - any breach of this condition being regarded as an offence. 

The Health & Safety at Work etc. Act 1974 Section 2 requires employers to provide systems of work which are safe and without risks to health in the use, handling, storage and transportation of articles and substances.

The Control of Pollution Act 1974 requires employers to ensure that waste is disposed of in a controlled manner and in such a way that the environment is not affected.

The Control of Pollution (Special Waste) Regulations 1980 apply to controlled wastes that are dangerous to life or have a flash point of < 21oC by virtue of containing or consisting of, one or more of the substances listed in Schedule 1, part 1 of the Regulations. Prescribed medicines are also classified as special wastes. They require the use of consignment notes at each stage of the disposal and signed at each transfer stage. The local Waste Regulation Authority must be notified before any special waste is disposed of.  

The Collection and Disposal of Waste Regulations 1988 contains specific requirements for the storage and disposal of clinical waste.

The Control of Substances Hazardous to Health Regulations 1999 (COSHH) requires employers to carry out a risk assessment exercise on all substances hazardous to health and either eliminate the hazards or provided safe systems of work for controlling the hazards.

General Guidance

The Duty of Care regarding controlled waste producers requires that they:

1.
Secure waste in suitable containers with all loose material covered;

2.
Use contractors for the removal and disposal of waste that are legally authorised i.e. a registered carrier;

3.
Provide a general description of the waste;

4.
Formally record the removal of waste on a Waste Transfer Note;

5.
Retain copies of transfer notes for a two-year period.

DOCUMENTATION   

The EP (DC) R 91 require The Montessori Place and their registered carriers to complete sign and retain a copy of 'Waste Transfer Notes' which contain information about the waste and the parties to the transfer of the waste.

In the case of weekly or daily collections of waste, or the removal of a large volume of waste by multiple lorry trips - a single 'Annual Transfer Note' can be drawn up. This can be used to cover multiple consignments of waste transferred at the same time or over a period (NOT exceeding a year) provided that the description and all the other details on the transfer note are the same for all consignments.

A single transfer note cannot cover a series of transfers between different holders nor can it cover transfers of wastes of different descriptions.

Transfer notes and description of waste must be retained for two years in The Montessori Place.

Even if the local authority collects and disposes of the waste The Montessori Place still needs to complete a waste transfer note.
OPERATING PROCEDURES

Contractors can be registered to carry waste only, licensed to dispose of waste only or carry and dispose of waste.

If anyone states that they are exempt, they must state the exemption that they come under. It is the responsibility of the organisation producing the waste to check that any waste disposed of via an exempt contractor comes under the scope of the exemption.

Procedure to be followed:

1.
Check the licence of both the carrier and the waste disposer where the transport and disposal of waste is split between two contractors. (This is not a legal requirement. The carrier is responsible for the onward transfer of the waste.)
2.
Check the original licence, not a photocopy.

3.
Check with the issuing Waste Regulation Authority that the registration is still valid even if it appears to be so.

4.
A Transfer Note describing type, quantity and how the waste is transferred and how it is produced must be completed and signed by all parties involved in the transfer.

5.
If there is any reason to suspect that the Carrier is failing to exercise his duty of care over the waste then the local Waste Regulation Authority, usually the County Council in England and Wales should be notified as soon as possible.

Disposal of Hazardous Waste

Staff involved in the disposal of potentially hazardous waste, e.g. housekeeping or cleaning staff, etc, should adopt the following advice.

1.
Bodily Waste and Fluids

Protective gloves, and where appropriate protective clothing, should be worn when disposing of bodily waste and fluids.

Urine and faeces should be disposed of down a toilet in the usual manner. After use, commodes and potties should be washed and disinfected then either air-dried or dried with disposable paper towel. 

Soiled waste, e.g. incontinence pads, nappies, sanitary towels should either be burnt or:

· small quantities should be double bagged in sealed plastic bags. Before closing the bag a small solution of 1:10 bleach/water or other sterilising chemical should be added. The bag should then be sealed by knotting and they can then be disposed of in the main refuse system provided this is not easily accessible to wildlife.

· Where there are significant quantities of waste or regular smaller amounts of waste then the services of a specialist collection service should be sought.

2.
Hypodermic Needles, Syringes, etc.

Used syringes, needles, razor blades, etc. must be placed in a suitable "sharps" container, substantial

enough to withstand a needle puncture and disposed of as follows:

· Large numbers of hypodermic needles and syringes should be disposed of using a special collection service.

· Where health authority staff gives injections, the district health authority is responsible for disposing of the equipment.  

· Small quantities may be placed in stout containers, tightly sealed and disposed of via the normal refuse collection arrangements.

· Purpose made "Sharps" containers can be purchased, but if not available then stout plastic or metal containers with screw tops can be used. No attempt should be made to bend, break or re-sheath needles or any other sharp instrument after use. "Sharps" should not be put down carelessly because they may find their way into plastic waste sacks or laundry bags and could result in injury and infection.

· Local hospitals or doctor's surgeries may be able to assist with the disposal of sharps.

3.
Waste from Processes
Any toxic or otherwise potentially harmful or offensive waste should be disposed of in accordance with the guidelines of the local waste disposal authority or its approved contractor. An assessment of the risks associated with this waste should be undertaken to ensure that its handling and disposal does not pose any risks to staff, waste contractors or the environment.

4.
Waste from Catering Departments
It is unlikely that the catering department will generate any hazardous waste but they may generate a great deal of general waste.  All catering waste must be stored correctly in the bins provided and any liquid waste such as oil must not be disposed of down the drain.  In the case of waste oil the catering manager must ensure that a registered carrier of waste is used to dispose of the oil and that waste transfer notes are obtained for each disposal.

17. OUTDOOR PLAY EQUIPMENT / PLANTS
Purpose of Section

The purpose of this section is to provide the safety co-ordinator with guidance regarding the outdoor play equipment and play area at the school and to ensure that The Montessori Place meets its legal requirements.

It seeks to identify the key points to consider including a programme of inspections, maintenance and repair. 

Introduction

Unfortunately accident statistics show that there has been a rise in accidents associated with outdoor play equipment. This is probably due to inexperience or incomplete planning.

Legislation and Guidance

The Health and Safety at Work etc. Act (HSWA) 1974 

The Management of Health and Safety at Work Regulations 1999

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995

Control of Substances Hazardous to Health Regulations (COSHH) 1999

The Occupiers Liability Act 1957 and 1984

British and European Standards

Definitions

BS EN1176 (Playground Equipment) is published in seven parts and describes methods of testing, construction and performance of equipment.

BS EN1177 (Impact absorbing playground surfacing) covers testing for impact absorbing surfaces and is used to establish suitability of surfacing.

There is no legal requirement to comply with British and European standards but it is always advisable to follow them. Whilst following the standards will not necessarily create a safe playground it may prevent accidents from occurring and would form part of a defence in showing that “all reasonable precautions”  had been taken to avoid an offence being committed.

Factors to Consider 

Access - for children, disabled and staff.

Access routes – hard surfaces should be non-slip so that they are not affected by weather conditions.  The relationship to toilets and other facilities should also be considered.

Supervision – Suitable and adequate staffing levels must be maintained in the vicinity of the play equipment whilst it is in use.

Security – Such issues as protection from vandalism or improper use outside of school hours must be taken into account.

Topology – The play area should be level and have adequate drainage so as to reduce the risk of corrosion to equipment and surfaces.

Installation – equipment must be installed in accordance with manufacturers instructions and clearance distances around equipment adequate.

Zones – can be used to separate moving equipment from that which is static reducing the risk of accidental collision.

Routes – children will naturally take the direct route from one piece of equipment to another, this may create the risk of collision with other children on moving equipment. Therefore landscape should be used to direct them safely between equipment. Such features as thorny bushes or fencing with sharp edges should be avoided.

Emergencies – The layout of the play area should permit staff access to all areas in the event of emergency.

Maintenance – daily, weekly, monthly and annual checks should be carried out in accordance with the manufacturers recommendations.

Litter – like glass can cause injury, frequent checks should be made for glass in the play area.

Vandalism - vandalism of play equipment can be a problem. Making access difficult for an intruder is a sensible precaution. It is for consideration that if an intruder injures themselves on the equipment there is a degree of responsibility on the part of the school.

Animal faeces (diseases) – animal faeces can harbour a wide range of bacteria and viruses etc. that can cause serious illness in adults and children. For this reason the play area must be checked at least each day before use. Any faeces found must be removed and disposed of correctly.

Ice – ice is a slip hazard and should be checked for in winter months on a daily basis and the appropriate action taken.

Equipment Hazards

All equipment should have a suitable and sufficient risk assessment carried out on it. The following information should help in this assessment.

The following information states some of the equipment commonly found in play areas, hazards and safety requirements that shouldbe in place. The information is based on the BS EN1176:1998 Playground Equipment and BS EN1177: 1998 Impact absorbing Playground Surfacing.

Swings
Hazards
Hazards include falls from height, being hit by the swing, splinters from a damaged swing, collapse of equipment and being struck by debris.

Safety Requirement

· Design for use by seated children

· Two seats per bay – no mix of cradles and flat seat swings

· Cradles should be designed so children do not slip through the frame

· Swings for the very young should be sited separately from older children

· Site away from walkways and other pieces of equipment

Slides
Hazards
Include falls from heights, burns from hot metal on the chutes, cuts and splinters from poorly maintained equipment and the risk of entrapment.

Safety Requirements

· Maximum angle of chute should be 60o or an average 40o 

· Any angle changes over 150 should be curved

· Run outs of 300mm are required if less than 1.5m long

· Width of slides over 1.5m long should be either less than 700mm or more than 950mm

· Spiral and curved slides should have width less than 700mm

Rotating Equipment
Hazards

Hazards include the risk of falls and possible entrapment

Safety Requirements
· Maximum free height of fall 1m

· Maximum speed 5m per sec

· Hand grips should be provided

· Maximum diameter of 2m

· A minimum ground clearance of 400mm
· Platforms should be circular and enclosed

· All parts should revolve in the same direction

· All moving parts should be enclosed

· Free space horizontal all around of 2m

· Free space vertical sitting 1.5m standing 1.8m

Rocking Equipment

There are several types including, traditional single central pivot up and down seesaws, single spring rocker moving in one or more directions and multi pivot rocking equipment.
Hazards

Include the risk of falls, entrapment and being knocked by the item rocking back and forth.
Safety Requirements

· Gaps to all accessible parts should be under 12mm

· Footrests should be provided where ground clearance is less than 230mm

· Handgrips should be provided for each seat or standing position

· Foot rests and handgrips should be securely fixed and must not rotate

· There should be at least 1m between equipment

Sand Pits
Hazards

Include the risk of injury from foreign objects such as needles, glass and rubbish. Animal faeces present a disease hazard - Toxoplasmosis can be spread from cats to humans through dirty sandpits. Toxoplasmosis can harm an unborn child, but is usually a mild illness in children and adults. It causes a rash, swollen glands, fever and feeling unwell.  
The Montessori Place will only use sand that is suitable for play and purchased from a recognised source.  We will ensure that the sandpit has adequare drainage to prevent the sand from becoming waterlogged.  

Security Requirements

· Daily inspection for foreign objects and animal faeces

· Suitable cover when not in use

· Cleaning of the area as required

· Replacement of sand to appropriate level as required and to the appropriate grade.

· Provision of suitable drainage
· Children will be supervised whilst using the sandpit and guided as to how to keep the sand in and how to avoid it getting in their own and others eyes.
Surfacing

Hard surfaces are not recommended on play areas other than those between the play equipment. The type of surface selected will depend on the site, the equipment and the amount of maintenance required. 

Grass areas are not suitable surfaces as they can become as hard as concrete or alternatively slippery in certain weather conditions.

BS EN1177 standard recommends the use of impact absorbing surfaces where the fall height from equipment is greater than 600mm.  It is also recommended that the surface extends 1.75 metres beyond the edges of static equipment and 1.75 metres beyond the maximum travelling distance.

Impact absorbing surfaces include:

· Bark chipping to a minimum depth of 300mm

· Sand to a minimum depth of 300mm

· Pea gravel (rounded not angular) to a minimum depth of 300mm

· Purpose made synthetic materials

Loose fill surfaces must be regularly cleaned, maintained and replenished.
Plants
A register of plants will be kept and a risk assessment carried out in relation to the toxicology and physical characteristics of the plants

Inspection and Maintenance

In order to comply with current legislation all hazards must be promptly identified and immediate action taken to remove them. The Montessori Place will maintain a comprehensive and documented inspection programme at all times.

The three categories of inspection are:

· Daily checks

· More detailed checks every three months

· A full certified inspection at intervals not exceeding 12 months

All inspections should cover the whole play area and not just the play equipment. Facilities such as fencing, gates access etc. should be assessed.

Records of all inspections should be maintained in a register which will include:

· A site plan

· Full equipment details

· Documentation of the planning and development of the play area

· Inspection and maintenance requirements and programmes

· Details of responsibility for inspections and action on hazards

These records must be regularly reviewed. They will demonstrate compliance with legal requirements.

Training should be given to staff responsible for the inspections.
18. SAFETY INSPECTIONS 
Purpose of Section
As part of The Montessori Place's proactive monitoring system this section describes the procedures for ensuring that hazards are identified, measured, recorded and where applicable followed through for action.

Legislation
The Health and Safety at Work etc. Act 1974 requires all organisations to incorporate hazard-spotting routines into their work practices.

General Guidance
Staff becoming aware of a hazard or an unsafe incident must, without fail, report such observations and comments so they can be recorded in a risk assessement 

To assist in safety analysis, the safety inspection forms will be the basis for an internal review system, which together with the accident reporting and analysis section will provide a measurable indication of the The Montessori Place’s safety performance.  The safety inspection forms are to be evaluated. They allow staff practices to be assessed and premises maintenance and design shortcomings to be identified.  Organisation safety performance reports can then be extracted from the safety results.

It should be emphasised that safety is an on-going process and it is not sufficient to wait for an inspection before reporting and actioning defects.

The safety co-ordinator will record any significant hazard that is long term or permanent.  

Frequency 

The various safety inspection forms should be completed at least annually or more frequently where indicated. They are to be used during normal working conditions by the nominated person for the department/area. The safety co-ordinator can summarise the results in the organisation annual safety report.

Having discovered a hazard or when becoming aware of such a hazard or incident, staff must use the risk assessment form as soon as possible.  If the staff member deems the hazard to be imminently dangerous, the safety co-ordinator should be informed verbally, following which the hazard must be investigated without delay.

The risk assessments should be reviewed at least once half termly by lead assessor.
The Montessori Place recognises the value of encouraging staff participation in accident prevention. The risk assessment form is designed to provide a system where staff can record any hazards or incidents observed by them together with initial actions taken to remedy the reported problem. The Montessori Place can then ensure that action is taken to either eliminate, or where not reasonably practical, control the hazard before an incident occurs.

19. ACCIDENT REPORTING

Purpose of Section

There is a need to pay heed to accidents that occur during or due to work activities and to examine the cause of such accidents to prevent a recurrence. Furthermore, it is recognised that information regarding accidents is needed to provide comprehensive data about trends, the use of particular equipment or workplaces and certain practices. 

Legislation

The Health & Safety at Work etc. Act 1974

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

Social Security (Claims & Payments) Regulations 1979

A Guide to RIDDOR - HSE - 1999 - L73

Duty of Employer

All employers have a duty to report to the relevant enforcing authority by the quickest practicable method (e.g. by telephoning 0845 300 9923 Mon to Fri 08.30 to 17.00; faxing 0845 300 9924 or by email to riddor@natbrit.com) any injury or dangerous occurrence where:

· any person dies as a result of an accident arising out of or in connection with work;

· any person at work suffers a major injury as a result of an accident arising out of or in connection with work;

· any person not at work, e.g. a pupil or visitor, suffers an injury as a result of an accident arising out of or in connection with work and that person is taken from the site of the accident to a hospital for treatment in respect of that injury. Examples of accidents "arising out of or in connection with work" include those attributable to:
· the work organisation (e.g. the supervision of a field trip)

· plant and substances (e.g. lifts, machinery, experiments)

· the condition of the premises 

· any person not at work suffers a major injury as a result of an accident arising out of or in connection with work at a hospital; or

· there is a dangerous occurrence.

You can still send a written report using form F2508.xls within 10 days to the Incident Contact Centre, Caerphilly Business Park, Caerphilly, CF83 3GG. 

It is required that similar reporting takes place for any incident where an employee is incapacitated for work for more than three consecutive days (excluding the day of the accident but including weekends). This means in practice the report is made on the fourth day following the accident even if this includes a weekend. 

An accident as described above includes an act of non-consensual physical violence done to a person at work. This has the effect of making physical injuries arising from such acts reportable if they fall within the definitions given above. The act of violence is not, however, reportable if there is no death, major injury or over three days absence. The act of violence must be work related not a domestic dispute or a disagreement over non-work issues. An example of a work related act of violence would be an employee assaulted by a member of the public over a work related issue, e.g. a dispute about car parking.  Another example would be a member of staff assaulted by a colleague after being given feedback on work performance.  A member of staff assaulted by a member of the public or colleague over a private issue not connected with work would not be reportable, e.g. a husband assaulting a wife.

Employers also have a duty in law to investigate the circumstances of every accident reported (or entered into the accident book) which results in personal injury to one of its employees. 

This provision of the Social Security (Claims & Payments) Regulations 1979 (SI 1979 No628) imposes an additional duty on the employer to record any discrepancy between the circumstances found by him/her as a result of the investigation and the circumstances reported or recorded by the injured employee. This information must be furnished to an officer of the department of social security in the event that the injured person presents a claim for social security industrial injury or disablement benefit.

As well as the duty to report accidents and dangerous occurrences employers are under a duty to make a report to the relevant enforcing authority if:

· they receive, in respect of an employee, a written diagnosis (for example a medical certificate) of one of the occupational diseases given in column 1 of Schedule 3, Part 1 of the RIDDOR regulations; and

· the ill employee's current job involves the corresponding work activity specified in column 2 Part 1 of the schedule.

A summary of some of the occupational diseases that could arise is given towards the end of this section (C. Reportable Diseases).

Duty of Employees

Every employee, who is injured at work, must inform his/her employer as soon as possible after the accident took place. The employee will have complied with this duty if he/she enters the required particulars in the accident book (or by having a colleague or first aid attendant enter those particulars on his/her behalf).

If the injured employee neglects to report the accident in the manner described above, he/she may forfeit any subsequent right to social security industrial injury benefit.

The information below should be available to staff either by inclusion within the staff handbook/guidance or by being displayed next to the accident book locations.

Information to Employees and Third Parties

It is now necessary for employers to make information available (i.e. respond to requests for clear and relevant details of accidents) to employees and their representatives (e.g. solicitor) within 21 days of date of post-mark of the written claim.  
The basis for this, and a whole raft of detail regarding accidents and compensation claims, is to speed-up claims processing and make both employers and insurers take rapid action.

The process is now based on all parties being reasonable.  The most common process will be with regard to 'fast track' claims relating to compensation under £15,000.

In the event of receiving a claim you must react quickly and cause your insurers to do likewise.  The Judiciary is being required to be hard on any party who is unreasonable or fails to provide proper information within the various time limits set.
General Guidance

All accidents to staff, however minor, sub-contractor's staff or non-employees must be recorded in the relevant accident book held in the location(s).  All accidents to staff, however minor, should also be recorded on the appropriate "Report of Accident" forms and sent to the safety co-ordinator for analysis.

In the case of accidents that necessitate the injured person leaving the premises for treatment, the appropriate Directress and/or the safety co-ordinator using the “Accident Investigation” form must hold a formal investigation. 

Particulars that must be recorded in accident books include:

· Full name, address and occupation of injured person

· Date and time of accident

· Place where accident happened

· Cause and nature of injury

· Name and address of person giving notice, if other than the injured person

From 1 January 2004 all businesses must use a style of accident book that complies with the Data Protection Act. 

RIDDOR 1995

In the event that any person suffers an accident arising out of, or in connection with, work which results in that person being off work for more than three consecutive days (excluding the day of the accident) the department head will notify the safety co-ordinator on the fourth day.

In the event that any person, including a member of the public or a sub-contractor's employee, suffering an accident arising out of, or in connection with work, dies, or suffers any of the injuries listed overleaf (or where there is a dangerous occurrence which might have caused injury), the department head will immediately notify the safety co-ordinator.

Accidents described above include any act of non-consensual violence to a member of staff.

In the event of an accident/injury to a member of the public or any non-employee, all details must be taken and reported to the safety co-ordinator immediately. If the accident results in the member of public being taken from the premises to a hospital for treatment then the accident must be reported as indicated above.

In all these situations the safety co-ordinator will be responsible for completing RIDDOR Form F2508.  (Pads of F2508 forms are available from all HMSO bookshops). The safety co-ordinator must ensure that copies are sent to the Caerphilly address shown above and the contracted insurance company:

RIDDOR 'DEFINITIONS'
A. MAJOR INJURIES

· Any fracture, other than to the fingers, thumbs or toes.

· Any amputation.

· Dislocation of the shoulder, hip, knee or spine.

· Loss of sight (whether temporary or permanent). 

· A chemical or hot metal burn to the eye or any penetrating injury to the eye.

· Any injury resulting from an electric shock or electrical burn (including any electrical burn caused by arcing or arcing products) leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours.

· Any other injury:

· leading to hypothermia, heat-induced illness, or 

· to unconsciousness, or

· requiring resuscitation, or

· requiring admittance to hospital for more than 24 hours.

· Loss of consciousness caused by asphyxia or by exposure to a harmful substance or biological agent.

· Either of the following conditions which result from absorption of any substance by inhalation, ingestion or through the skin:

· acute illness requiring medical treatment, or

· loss of consciousness.

· Acute illness which requires medical treatment where there is reason to believe that this resulted from exposure to a biological agent or its toxins or infected material.

B.  DANGEROUS OCCURRENCES

The list below gives examples of the type of incident that qualifies as a "dangerous occurrence" whether any injury arises or not.

· The collapse of, the overturning of, or the failure of any load-bearing part of any - lift; hoist; crane or derrick; mobile powered access platform; access cradle or window-cleaning cradle; excavator; pile-driving frame or rig having an overall height, when operating, of more than 7 meters; or fork lift truck.

· The failure of any closed vessel/pressure system (including any boiler or boiler tube) or any associated pipework, in which the internal pressure was above or below atmospheric pressure, where the failure has the potential to cause the death of any person e.g. Stills water boiler, air receiver or CO2 cylinder.

· Electrical short circuit or overload attended by fire or explosion, which resulted in the stoppage of the plant for more than 24 hours or which has the potential to cause the death of any person.

· Any accident or incident that resulted or could have resulted in the release or escape of a biological agent likely to cause severe human infection or illness.

· Any incident in which breathing apparatus malfunctions:
· while in use, or

· during testing immediately prior to use in such a way that had the malfunction occurred while the apparatus was in use it would have posed a danger to health or safety of the user.

· Collapse or partial collapse of :
· any scaffold which is more than five meters high or erected over or adjacent to water

· the suspension arrangements (including outrigger) of any slung or suspended scaffold which causes a working platform or cradle to fall.

· Collapse of any building or structure.

· An explosion or fire occurring in any plant or premises which results in the stoppage of that plant or as the case may be the suspension of normal work in those premises for more than 24 hours.  An example would be a fire that caused a classroom to be out of use for 24 hours or more.
· The sudden, uncontrolled release inside a building:
· of 100 kilograms or more of a flammable liquid

· 10 kilograms or more of a flammable liquid at a temperature above its normal boiling point, or

· of 10 kilograms or more of a flammable gas, or

· in the open air, of 500 kilograms or more of any of the substances referred to above.

The accidental release or escape of any substance in a quantity sufficient to cause the death, major injury or any other damage to the health of any person. Examples of these would be asbestos fibres, dangerous chemicals as a vapour, etc.

C.  REPORTABLE DISEASES

On receipt of a written diagnosis from a registered medical practitioner the following diseases become reportable under RIDDOR. As a guide those persons who may be at most risk from such diseases are also indicated.

Occupational Diseases
· Conditions due to the physical demands of work
.

· Any disease of skin, bone or blood arising from ionising radiation 
Those at risk: Staff working with radioactive material.

· Cramp of the hand or forearm due to repetitive movements - any person involved in long periods of handwriting, typing or other repetitive movements of the fingers, hand or arm. 

Those at risk: office staff, site maintenance staff, persons using lap top computers etc.

· Bursitis or subcutaneous cellulitis to the knee or elbow - any person involved in physically demanding work causing severe or prolonged friction or pressure to these joints. 

Those at risk: persons involved in loading/unloading/moving heavy items on a regular basis, etc.

· Traumatic inflammation of the tendons of the hand or forearm or of the associated tendon sheaths.

Those at risk: any person involved in physically demanding work with frequent or repeated movements, constrained posture or extremes of extension or flexion of the hand or wrist. Any persons involved in loading/ unloading/ moving heavy items on a regular basis and those engaged in frequent reaching.

· Carpal Tunnel Syndrome - Work involving hand held vibrating tools.

Those at risk: Maintenance staff and building workers.

· Hand vibration syndrome. - Work involving chainsaws, hand held circular saws, hand held rotary tools, holding of material being sanded or polished by rotary tools, hand held percussive metal working tools, use of hand held percussive tools.

Those at risk: production, maintenance and ground-keeping staff.

Conditions due to biological agents

· Avian chlamydiosis - Work involving contact with birds infected with chlamydia psittaci or remains of such birds.

Those at risk: Staff or others with responsibility for caring for any birds kept on the premises.

· Hepatitis - any person engaged in work that involves the handling of blood or material likely to be infected with blood containing this biological agent. 

Those at risk: employees working in first aid, and especially those involved with cleaning duties or the disposal of waste materials.

· Legionellosis  

Those at risk: anyone working on or near water based air cooling systems or hot water service locations. 

· Leptospirosis - work in places which are liable to be infested by rats, field mice, voles or other such rodents. Work at a kennels or on a farm.

Those at risk:  ground-keeping and maintenance staff. 

· Lyme disease - those exposed to ticks.

Those at risk: ground-keepers or countryside workers.

· Tetanus - Work involving contact with soil likely to be contaminated by animals or sharp objects.  

Those at risk: ground-keeping and maintenance staff.

· Tuberculosis - Work with persons, animals, human or animal remains or any other materials that might be a source of infection. 

Those at risk: persons working within first aid and especially those involved with cleaning duties or the disposal of waste materials. 

Conditions due to substances
· Poisoning by any of the following:

arsenic, benzene, cadmium, carbon disulphide, ethylene oxide, lead, manganese, mercury, methyl bromide, oxides of nitrogen, phosphorus.

Those at risk: Science and research staff.

· Mesothelioma, Lung cancer or Asbestosis caused by exposure to dust associated with a building, plant or machinery. Exposure may arise during maintenance or cleaning operations. 

Those at risk: are essentially specialist contractors involved with removal or maintenance of asbestos material.

· Occupational Dermatitis - arising from work involving any of the following; metalworking fluids, acrylates, epoxy resins, organic solvents, antibiotics, strong acids/alkalis (e.g. bleach), soaps and detergents, plants and plant derived material, and any other material which may cause sensitisation by skin contact.

Those at risk: employees within cleaning teams, maintenance departments and any other person exposed to such materials.

· Extrinsic alveolitis - exposure to moulds, fungal spores or heterologous proteins during work in loading/ unloading of mouldy vegetable matter. 

Those mainly at risk: are likely to be cleaners, ground-keeping and maintenance staff.

· Occupational Asthma - work involving exposure to isocyanates, fumes arising from use of hardening agents, fumes arising from use of rosin based soldering flux, animals including insects used for research, dusts arising from farm activities, wood dust, fumes from stainless steel welding or any other agent causing sensitisation through inhalation. 

Those at risk: are staff involved in production, science, groundkeeping and maintenance work.

21. ACCIDENT INVESTIGATION

Purpose of Section

The Montessori Place recognises the need to investigate all accidents.

General Guidance 

Accident investigation is the second element of the reactive side of safety performance measurement and loss control. Without complete reporting of accident losses and thorough investigation there can be no true knowledge of the extent and nature of incidents that reduce the efficiency of a business.

The fact that accidents occur is a strong indication that somewhere a wrong decision has been made.

The purpose of investigation, as far as health and safety is concerned, is to establish cause and to prevent recurrence. In order to determine facts, it is necessary to carry out the investigation as soon as possible after the incident to avoid incorrect deductions and false assumptions.

Investigation

Not every accident justifies a full, complex and formal investigation process. For many incidents, an informal investigation and, where necessary, correction of fault will suffice.

Formal Investigation

It is essential that the types of accidents that will be the subject of formal investigation be clearly defined. The final decision on which accidents need to be investigated formally should be made by the safety co-ordinator.

It is however recommended that formal investigation process be applied to the following:

1.'Major injury' and 'Dangerous Occurrences' - as defined in RIDDOR (see Accident Reporting section).

2. Injuries arising from machinery in motion or the use of power tools.

3. Where the severity of injury necessitates the person concerned being sent home to recover or to hospital for treatment.

4. Accidents where the injured person has more than 3 days off work.

The Investigator

Whoever else may be associated with accident investigation (as safety representative or as someone with a specific contribution to make) the investigation should be conducted by a senior member of staff and /or the safety co-ordinator. As far as practicalities permit this person should be one with a responsibility for the place or activity to which the accident is related.

An investigation is often undertaken under difficult circumstances where fear, guilt, anger and hostility may exist. Those who may be called upon to investigate should have received basic training for the task.

Investigation Process

A major injury and dangerous occurrence are defined in regulations and REQUIRE IMMEDIATE (TELEPHONE) NOTIFICATION TO THE HSE or the local environmental health department. It is essential that this be done prior to any interference with the scene of the incident in case an officer of the HSE or local EHO requires conditions to be left untouched until his/her arrival.

Once an accident has occurred the severity should be assessed. If of such severity as to warrant a formal investigation, the following steps should be taken:

*Prepare brief description of accident.

*Obtain witnesses' signed statements.

*Investigate and establish both obvious and underlying causes for the accident.

*Make recommendations to prevent recurrence.

If the accident is not considered severe enough to warrant a formal investigation then an informal investigation should be carried out and any recommendations for safety should be made at the next available opportunity.

Description of Accident
This is no more than a brief account of what is thought to have taken place.

Witnesses' statements
These should be obtained from witnesses as soon as possible. The statement should consist of the witness's own description of what he or she saw or heard in simple terms, and be signed by the witness. There should be no attempt to influence a witness statement.

Investigation and determination of causes

In investigation, it is essential that the emphasis be upon a logical approach to the gathering of facts rather than opinions. It is also important to differentiate clearly between cause of injury and cause of accident - it is the latter that is being investigated.

The investigator needs to be able to get at the relevant facts quickly by asking the right questions; and to assist in this task four checklists have been designed to direct him or her to key aspects in respect of:

i.  People

ii. Plant/Equipment/Materials/Premises

iii. Environmental Factors

iv. Systems and Procedures.

Not all items referred to on the checklist will be relevant in every situation, but as the intention of the checklists is to cover as many likely contributory factors as possible, it is left to the investigator to be selective in the components he/she uses.  A 'NO' response to a particular component indicates the need to explore that area in greater depth.

Recommendation to Prevent Recurrences

On the basis of the investigation, recommendations to prevent a recurrence should be formulated.

It is possible in the course of the investigation that certain deficiencies are identified, which although not contributing directly to the particular accident being investigated are part of the underlying causes of the accident and could lead to another accident if not addressed. It is important that these are not lost, but are also the subject of recommendations for improvement.

Final Completion of Accident Investigation Form

The remaining sections of the form should be completed. The finalised document should be attached to other documents (statements, photographs, sketches, etc.)

21. ACCIDENT ANALYSIS

Purpose of Section
It is essential to the overall management of health and safety in any organisation that an effective system exists to collect, record and analyse its safety performance.  Without this information it is not possible to assess the effectiveness of health and safety policies, any planned safety training or preventative measures. This section of the 'manual' will provide a basic accident analysis system so that the safety co-ordinator can examine accident statistics, establish any recurring accident trends and advise on The Montessori Place's annual safety performance.

General Guidance
Accident records should be comprehensive and up to date. Every opportunity should be taken to put them to use by analysis to highlight problems, indicating where improvement is needed, and ensuring that action is taken.

While it is common for most organisations to keep records of accidents, it is also advisable to record 'near misses' - the accidents that nearly took place but were just avoided. These also indicate areas where safety needs to be improved.

Criteria for evaluating the effectiveness of records include:

· A means of getting important information which is likely to affect policy (or is of major concern in any way), to the attention of The Montessori Place's senior management (Including those persons identified in the organisation section).

· Statistics that are used and understood by the safety co-ordinator and the staff consultative committee.

· Summarised statistics for departmental heads, where appropriate.

· Systems and procedures reviewed as a result of the statistics.

· Equipment suppliers advised of problems of design that are clearly indicated by events.

· Lost time costing.

· Accident report forms designed to provide information for accident prevention analysis.

It must be emphasised that the references to records in this section exclude personal medical records as these should be completely confidential.

Accident Analysis Procedure
All accidents, no matter how small, should be reported using the procedure given in the Accident Reporting section.  

All accidents, as outlined in the section 'Accident Reporting' will be recorded in the accident book and the injured person's 'manager' will complete a report of, and if necessary, carry out a accident investigation. These reports must then be returned to the safety co-ordinator who will carry out the following analysis procedure:

· On receipt the safety co-ordinator will transfer the information on the report forms to a termly accident summary 

· Details of the costs of the accidents in terms of time off work and/or damage to equipment may be obtained from the report of accident forms and by follow up investigation.

At the end of 12 months the safety co-ordinator will be able to produce an annual accident report using the quarterly summery sheets and details of the costs of accidents. This report will be submitted to the Board and should include the measures taken as a result of the figures to reduce accidents, and any capital requests to make further improvements. The figures can be compared with previous year's figures.

22. AUDITING AND REVIEWING PERFORMANCE

In association with measuring performance the surest way of establishing actual performance across a whole range of activities is to audit them. Throughout this manual, individual sections have included a variety of check lists and self-audit forms to make this a relatively simple and straight forward procedure.

The results of specific and general auditing are the basis of the review procedure in order to remove the potential for complacency to creep into the system. They can also be effective in creating the information required for annual reports.

There are two types of auditing:

1. Self-audit/inspection

2. External audit

Each of these can be further divided in to two sections:

a. Vertical audits - dealing with one specific element of the policy, e.g. fire safety.

b. Horizontal audits - dealing with a particular process, e.g. training - examining its application across the whole range of topics.

The whole policy document enables self-auditing/inspection but the Management of Health & Safety at Work Regulations 1999 requires that employers to have access to competent assistance to enable them to fulfil their obligations under these regulations and other health and safety legislation. This allows organisations to appoint consultants and advisers to supplement their 'internal knowledge' rather than use direct employees for formal auditing. An advantage of this is the ability to carry out independent external auditing unencumbered by internal 'politics'.

23. AUDITING FOR SAFETY

Purpose of Section

The Montessori Place recognises that success in health and safety management can only be demonstrated if there is an effective system to review safety management performance. Self-auditing is an essential part of the review process and should ensure that The Montessori Place continues to effectively manage its health and safety responsibilities.

This section contains the general safety management review audit that should be carried out every 12 months by the Organisation safety co-ordinator in consultation with the senior manager responsible for health and safety (if different). This review is designed to give an in-depth 'horizontal slice' audit of health and safety management. It is unlikely that a score of 100 % will be achieved in the short term although this should be a long-term aim.

General Guidance

The annual audit is designed to test The Montessori Place's practical implementation of the health and safety policy. It covers the majority of the sections of the policy but reference should also be made to other active sections of this "manual". This may involve checking any records held in the individual departments and by discussing the appropriate sections of the policy with the departmental heads.

It is not intended as a fault-finding exercise, but is a means of assessing how effectively The Montessori Place health and safety policy has been implemented. The results of this review should be read in conjunction with the annual accident report that ideally will have been produced prior to the completion of this review.

The most important part of the review process is for The Montessori Place management to learn from the experience of the previous 12 months and to seek to improve overall performance by revisiting those areas shown to have shortcomings.

The review process will reflect the original aims of the planning and arrangements sections and is intended to secure:

a. the maintenance and development of the whole policy;

b. any improvements in the original organisation structure to improve its role in developing a positive 'safety culture' throughout The Montessori Place;

c. improvements needed to the planning and arrangements sections to ensure improved safety performance across The Montessori Place;

d. any improvements needed in the measuring and recording of safety performance in order to give better feedback to management and staff.

24. STAFF CONSULTATION

Purpose of Section

The purpose of this section is to outline the process whereby The Montessori Place seeks to actively involve its employees in the management of health and safety. Staff involvement is fundamental to the success or failure of any safety policy. The Montessori Place will either form a staff consultative committee to which it will invite appropriate staff representatives (elected if necessary) or, if acceptable to staff, incorporate consultation into every health and safety meeting.

Legislation

The Health and Safety (Consultation with Employees) Regulations 1996, requires employers to consult all of their employees, regardless of whether they are in a recognised Trade Union, concerning health and safety matters. (Previously employers only needed to consult trade union safety representatives appointed under the Safety Representatives and Safety Committees Regulations 1977).

Consultation should be carried out on all matters concerned with employee health and safety, including:

· any change which may substantially affect their health and safety at work, for example work procedures, equipment or methods of working;

· the employer's arrangements for appointing competent people to help them satisfy health and safety laws;

· the information that employees must be given on the likely risks and dangers arising from their work, the measures to reduce or remove these risks and what they should do if they have to deal with a risk or danger;

· the planning of health and safety training; and

· the health and safety consequences of introducing new technology.

Section 2(6) of the Health & Safety at Work Act etc. 1974 imposed a broad obligation on employers to consult with worker representatives and section 2(7) made provision for safety committees if requested by staff safety representatives.

The Safety Representatives and Safety Committees Regulations 1977 enabled a Trade Union to appoint safety representatives from amongst the employees.

Regulation 17 of the Management of Health and Safety at Work Regulations 1992 introduced a new requirement to the Safety Committees Regulations 1977 (4A) which requires employers to consult safety representatives in good time, concerning:

· the introduction of workplace measures which may affect health and safety substantially;

· arrangements for appointing 'competent persons' to assist in complying with obligations under health and safety legislation 

· any health and safety information required to be supplied to employees;

· the planning and organising of any health and safety training; and

· health and safety consequences of introducing new technology.

General Guidance
Obtaining staff commitment to health and safety is often difficult.  The level of the commitment may depend upon a number of factors but if people are not or do not feel involved, they are unlikely to be enthusiastic.

Safety campaigns, competitions or suggestions schemes all have a part of play but often the effect is only for a short period to cover a special problem.

If a decision involving work equipment, processes or organisation could affect the health and safety of employees, the employer must allow time to give the employees or their representative’s information about what is proposed. The employer must also give the employees or their representative’s time to take account of these views before they reach a decision.

Employers may consult directly with every employee or through one or more elected representatives. If consultation through elected representatives is chosen then employees have to elect one or more people to represent them at safety committee meetings.

A variety of methods can be chosen by The Montessori Place to consult directly with employees.  In large companies staff briefing meetings allow feedback of informal staff representatives' or employees' views up the management chain. Similarly staff councils, notice boards, newsletters, electronic mail and surveys may also be used.  If the organisation is small then employers may want to talk directly to employees on a regular basis. 

Whether The Montessori Place forms a safety committee or consults directly it is important that employees, or their representatives, are made aware of:

· when their views are being sought about health and safety;

· how they can give their views to their employer; and 

· their right to take part in discussions on all questions relating to their health and safety at work.

Employees or their representatives must be given enough information to allow them to take a full and effective part in the consultation. Sufficient information should be provided to enable employees to understand:

· What the likely hazards and risks arising from their work are, or what changes to their work may be;

· The measures in place, or which will be introduced, to eliminate or reduce the risks; and

· What employees ought to do when encountering hazards and risks.

This information is in addition to what is required under the Management of Health and Safety at Work Regulations 1992, including:

· The risks to employees identified by the risk assessment process;

· The preventative and protective measures designed to ensure health and safety;

· The procedures to be followed in the event of an emergency; and

· The identity of the competent person (Safegard) nominated to assist in the implementation of health and safety procedures.

The difference between providing information and consulting is that consultation involves listening to the views of the employees and taking account of what they say before decisions are made.

Membership of the committee

· Is the committee/staff meeting representative of the entire organisation?

· Is there a balance between different departments or different functions?

· How do members report back to those they represent?

· When and how does the membership change? 

· How frequently, at what time and where are meetings/committees held?

· What allowance is made for members to perform their duties? Is this in work time and adequate?

Chairmanship

· Who is the chairman? How is he/she appointed?

· Does he/she have adequate time for the job?

Training

· What training do committee/staff meeting members receive regarding:

· their duties?

· the principles of safety?

Operation

· To whom does the committee/staff meeting make recommendations?

· How does it communicate its findings? Are there ways in which this could be improved?

· Are all agenda items serialised so that they are not overlooked?

· What specialist advice does the committee/staff meeting have available?

· What access does it have to current literature?

· Does the committee/staff meeting hold safety inspections and make reports?

· Does it follow up the items it raised?

· Does it review accident statistics?

Training

If members are not adequately trained they are unlikely to make a contribution, and will possibly consider the work of the committee/staff meeting to be unimportant or a 'political' forum. Therefore, employers should ensure that elected representatives receive the training they require to carry out their roles, give them the necessary time off with pay and remunerate any reasonable costs concerned with that training.

If a trade union is involved it can usually offer training. All representatives must be given time off with pay to take part in any training they require.

So that elected representatives can carry out their functions properly, The Montessori Place should:

· Provide representatives with the facilities and assistance that may be required. This could involve ensuring representatives have access to:

· lists showing the names and workplaces of employees they represent;

· communication, distribution and photocopying facilities for the representative to communicate with represented employees; 

· the employer or senior management to discuss health and safety issues whenever the representative might reasonably wish to do so; and

· give the representatives reasonable time off with pay, during normal working hours, as necessary to allow them to perform their duties under the regulations. Representatives should carry out their functions as part of their normal job and the employer should take this into account when deciding workload.

In time additional training may be required, for example, following changes in legislation, different working conditions or new hazards.

Functions of Safety Representatives

Under Safety Representatives and Safety Committees Regulations 1977 the roles of trade union safety representatives are:

· To investigate possible dangers at work, the causes of accidents and general complaints by employees on health, safety and welfare issues and to take these matters up with the employer;

· To carry out inspections of the workplace, particularly following accidents, diseases or other events;

· To represent employees in discussions with health and safety inspectors and to receive information from those inspectors; and 

· To attend meetings of the safety committee.

The employer must also establish a safety committee if two or more trade union safety representatives request one.

The Health and Safety (Consultation with Employees) Regulations 1996 give the representatives of employees' safety the following roles:

· To take up with the employer concerns about possible safety risks and dangerous events in the workplace which may affect the employees they represent;

· To take up with the employer general matters affecting the health and safety of the employees they represent; and

· To represent the employees in consultations with health and safety inspectors.

Much of the above may appear to be 'over-kill' but is shown as an illustration of how a safety committee may choose to operate. Most importantly, however, is the fact that it should be a positive, agenda led meeting and not be a general 'talking-shop' or a venue for 'airing grievances' or making 'political' points. The best safety committees meet regularly and briefly.

The Montessori Place recognises that the full and frank involvement of staff in improving health, safety and welfare whilst at work is essential to the success of the arrangements section of the safety policy. 

Functions of Safety Representatives

Representatives have functions not duties. This means that the failure of a representative to carry out the role is not a breach of any legal requirement. If the advice or recommendation of a safety representative is followed, and subsequently found to be defective, it is the employer who is accountable in law.
Functions are:

· making representation to, and consulting with, senior management;

· investigation of potential risks, dangerous occurrences and causes of accidents;

· Investigation of complaints by employees regarding health, safety and welfare matters;

· making representations to the employer on matters arising from the above, and on general matters of health, safety or welfare;

· carrying out routine workplace safety inspections (see Hazard Spotting section of this manual);

· representing employees in consultation with inspectors of the enforcing authority;

· receiving information from these inspectors about matters affecting the employees they represent (the inspector has to keep employees informed, by virtue of section 28(8) HSAWA 1974)

· attending staff consultation committee 
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