INDUCTION TO SITE FORM
GREAT SMEATON ACADEMY PRIMARY SCHOOL

Welcome to Great Smeaton Academy Primary School. We hope the following information is of use to visitors and contractors.  If you have any suggestions as to how we can improve these details please let us know before you leave and we will endeavour to accommodate them.
COVID19

If you are displaying any COVID symptoms, please do not enter school premises.

 On entering school, please sanitise your hands with the hand gel provided.

Using your own pen, please sign our sanitised visitors book.

 Please observe social distancing rules whilst you are in school. 
Fire Alarm – Tested on a Tuesday morning
If the fire alarm sounds (1 continuous loud ring) please stop immediately, power down any tools, and leave by the nearest fire exit. The assembly point is on the playground next to the school fence. Please assemble there with the staff and children so that you can be accounted for. Do not re-enter the building at all unless the Head Teacher tells you it is safe to do so.

Asbestos
This building contains ASBESTOS. Please ensure before you have started any work that you have inspected the Asbestos Register and a Refurbishment and Demolition asbestos sur vey has been carried out if required in connection with your work. An Authorisation to Work on Site (ATWS) form must be completed prior to commencement of work.
Legionella

Systems are in place for the management of legionella on these premises. 

Toilet Facilities

Toilet facilities are located next to the caretaker’s cupboard, please ask for directions. Under no circumstances must pupil toilets be used. 
First Aid
Basic First Aid facilities are situated on the wall next to caretaker’s cupboard, (plasters, plastic gloves etc.) If a serious first aid eventuality occurs, please go straight to the office and telephone for an ambulance then report your actions to a member of staff and, if available, the Head Teacher. We will endeavour to assist you where practically possible. 

Accidents/Incidents
Please report accidents/incidents to the school reception/office.
Traffic Management
Please ensure you have parked your vehicle in the school car park without blocking any other vehicles. If the car park is full, please park sensibly on the road outside the school avoiding the yellow lines or use the village green.

If for any reason you need to drive your vehicle closer to the school building, please check with the Office Manager before doing so and ensure that you drive slowly and with due care and attention for anyone on the property.
Please do not move your vehicle at all during the times listed at the end of this document.

Please note the school bus is in and around school grounds between 08.40 and 09.00 and 15.15 and 15.45 daily, thus blocking access into and out of the car park.

Supervision of tools and equipment

Completion of Authorisation to Work on Site (ATWS) Form is required before any work commences. 
Please do not leave any tools/materials lying about unsupervised at all at any time during the day. The times below are indications of when children and adults will be present outside the school building and all tools/materials must be secured during these times. You will need to provide your own equipment including ladders.

We respectfully request that you take your break times at the same time as children and staff.

Security

All visitors/contractors must sign in and out at the School Office.

All visitors/contractors must at all times wear badges issued by the School Office.

No photography is allowed unless with the permission of the Head Teacher.

Smoking

This is a non-smoking site and smoking is prohibited.

Environment

These premises are committed to protecting and preserving the environment. You are expected to remove all waste materials and debris generated from your work from our site.

Please ensure that there is no spillage of any material from any vehicles in your control.   All spillages must be reported to the school office.

School Day

Start:  09.00
Morning Play: 10.50-11.10
Lunch:  12.30-13.15
Afternoon Play: 14.10- 14.20
Finish:  15.30

Thank you for your co-operation in helping to maintain Great Smeaton Academy Primary School as a safe and secure environment for everyone. 
This information accompanies ATWS Form.                                                Reviewed: 05/10/2021                                     
