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1 STATEMENT OF INTENT 

 
The Board of Trustees, Governing Boards, Headteachers and Senior Leadership Teams are fully 
committed to ensuring the health and safety of all employees, pupils and any other person who could be 
affected by its activities. 
 
This policy document has been prepared in accordance with the requirements of the Health and Safety at 
Work Act 1974, and related legislation and is issued for the direction, guidance and information of all 
employees, pupils, parents, service providers and members of the public to whom it may apply. 
 
The objectives, aims and targets of the policy are based on the following principles:- 
"All injuries can be prevented and all accidental losses can be controlled”. 
 
This policy document covers the following sites:- 
 
Sandringham School 
The Ridgeway 
St Albans 
AL4 9NX 
 
Ridgeway Academy 
Herns Lane  
Welwyn Garden City 
AL7 2AF 

 
Verulam School 
Brampton Road 
St Albans 
AL1 4PR 
 
Wheatfields Junior School 
Downes Road 
St Albans 
AL4 9NT 
 
Wheatfields Infants’ and Nursery School 
Downes Road 
St Albans 
AL4 9NT 

 
This policy also applies to situations where employees are required to work, visit or supervise activities on 
other sites. 
 

 
2 TRUST ARRANGEMENTS 
 

This policy has been developed at Trust level and therefore covers policy that is relevant and followed by 
all the schools within the Alban Academies Trust.  The appendices contain specific school level 
documents and detail of any differing procedures if applicable and relevant to this policy. 
 
 
 

 

AAT  HEALTH & SAFETY POLICY  

Last reviewed:  March 2021 Next Review: March 2022 

 



 

3 ROLES & RESPONSIBILITIES 
 
The Health & Safety at Work Act 1974 places ultimate and overall responsibility for health and safety with 
the Alban Academies Trust Board of Trustees. However, each academy, supported by the Alban 
Academies Trust central team, will manage its own Health & Safety procedures which fully integrate with 
this Policy. Headteachers are responsible and accountable for the implementation and compliance of this 
policy within their academy although health and safety roles and responsibilities can be delegated to 
other academy staff. Management and monitoring mechanisms are in place to provide an overview of 
statutory compliance. 
 
All persons within the academies must know the lines of communication and levels of responsibilities that 
exist to ensure that health and safety matters are dealt with efficiently. 

 
3.1 Academy Competent Person 

H&S consultants from Hertfordshire County Council have been appointed to the role of competent 
person and are responsible for advice and overall strategies for health, safety and welfare within 
the academy. They will provide advice to the Academy Trust as required in particular: 

 
3.1.1 Advice on interpretation of legal requirements 
3.1.2 Assistance with strategy for implementation of the policy 
3.1.3 Provide investigations of serious accidents 
3.1.4 Revise the policy in the light of experience or legal change 
3.1.5 Advice upon the visit of an Enforcement Officer 

 
3.2  Board of Trustees 

The Board of Trustees is responsible for ensuring that high standards of corporate governance 
are maintained. The overall aim is to ensure a positive health and safety culture is established 
and maintained across the Trust. The Board of Trustees delegate this responsibility to the Trust 
Resources Committee. This committee must ensure that all reasonable steps have been taken to 
reduce the possibility of accident or injury to staff, pupils and/or visitors. Their responsibilities are 
to: 

 
3.2.1 Ensure that each Member of the Board of Trustees accepts their individual role in 

providing health and safety leadership for the Trust. 
3.2.2  Ensure that it formally and publicly accepts its collective role and responsibility in 

providing health and safety leadership for the Trust. 
3.2.3 Ensure that its decisions reflect its health and safety intentions, as articulated in the Trust 

Health and Safety Policy statement. 
3.2.4 Provide strategic direction in health and safety matters. 
3.2.5 Ensure that a proportionate and prioritised risk management system for the Trust is 

implemented and monitored. 
3.2.6 Ensure systems and processes and in place to ensure the Trust is compliant with its 

obligations in the management of fire risk, asbestos, legionella, electrical safety and other 
areas of health and safety. 

3.2.7 Ensure there is an effective business continuity and emergency plan in place. 
3.2.8 Confirm there have been no instances of material irregularity, impropriety, lack of integrity 

or negligence of health and safety statutory instruments. 
3.2.9 Ensure effective safeguarding of children is in place across the Trust. 
3.2.10 Ensure that adequate resources are committed to the management of health and safety. 
3.2.11 Consider and make recommendations regarding individual health and safety issues which 

have not been resolved at management level.  
 
 
 
 

3.3  Chief Operations Officer/Chief Executive Officer 
The Chief Operations Officer/Chief Executive Officer are responsible for ensuring that systems 
are in place and adhered to in order to minimise the likelihood of enforcement action, penalties 
and prosecutions, including: 

 



 

3.3.1 Ensure that sufficient resources are allocated and authorised within the organisation’s 
budget to meet statutory procedures and standards for health and safety in the 
academy. 

3.3.2 Consider the impact of health and safety in all strategic and operational decision 
making. 

3.3.3 Implement ways of reducing the likelihood of people being harmed by Trust activities. 
3.3.4 Monitor findings from Health and Safety audits, compliance audits, inspection audits, 

reporting of Injuries Diseases and Dangerous Occurrences (RIDDOR) reports, and to 
implement changes to policy and procedures where required. 

3.3.5 Implement and monitor an informed, proportionate and prioritised risk management 
system for the Trust operations. 

3.3.6 Ensure there is an effective accident reporting and investigation procedure across the 
Trust. 

3.3.7 Ensure that the Trust and its constituent academies have adequate business continuity 
plans in place, including emergency plans and procedures for the safe evacuation of the 
Trust’s premises. 

3.3.8 Agree a programme of health and safety inspections and report these to the Board of 
Trustees annually. 

3.3.9 Ensure the development and implementation of the overall health and safety strategic 
plan. 

3.3.10 Be the point of contact with the Trust’s appointed Health & Safety consultant and ensure 
that the arrangement is fit for purpose and represents good value for money. 

3.3.11 Report to the EFA any hazards which the establishment is unable to rectify from its own 
budget. 

 
3.4  Governing Bodies 

Responsibility for monitoring of health and safety standards and for ensuring or assessing 
relevant resource requirements, including: 

 
3.4.1  Ensure that suppliers and contractors have been appropriately vetted for health and 

safety standards. 
3.4.2  Inspection of reports on health and safety. 
3.4.3  Ensure health and safety actions are taken and prioritise resources and report to the 

Headteacher and the COO.  
3.4.4 Review the schools health and safety performance annually via annual visit using the 

section System Implementation on the Herts County Council (HCC) Health and Safety 
(H&S) Guidance Document (Appendix 1) and report outcomes to the SBM, the 
Headteacher and the COO.  

3.4.5 Report to the COO any hazards which the establishment is unable to rectify from its 
own budget.  

3.4.6 Promote a positive H&S culture and high standards of health and safety within the 
establishment.  

3.4.7 Ensure the nominated H&S Lead on the Governing Board attends the termly Health & 
Safety Staff Committee meetings where possible (secondary only)..  

 
3.5  Headteachers 

Each Headteacher is responsible and accountable for the implementation and compliance of this 
policy within their academy, ensuring that a positive health and safety culture is encouraged and 
developed within the academy, and that all staff and pupils understand their responsibilities and 
adhere to the Alban Academies Trust Health and Safety Policy. 
 
The Headteacher shall have overall responsibility for ensuring the effective management of health 
and safety across the establishment and, in particular, shall:  

 

3.5.1 Be responsible for ensuring full compliance with this policy in all areas of the 
establishment and all relevant activities.  

3.5.2  Ensure that a system for the management of health and safety is in place whereby all 
risks to health are identified and those risks eliminated or controlled.  

3.5.3 Produce a plan for the continual management of health and safety as part of the 
establishments’ objectives which will be regularly monitored, reviewed and developed.  



 

3.5.4  Ensure that training needs regarding health and safety are identified and such training is 
carried out at the earliest opportunity.  

3.5.5 Ensure that all accidents and incidents causing injury or damage to health, or with the 
potential to do so, are fully investigated and any required action quickly taken to prevent 
a recurrence.  

3.5.6 Review safety reports from the SBM and/or outside agencies and to consider the action 
to be taken to address any issues or concerns raised.  

3.5.7 Consider any health and safety concerns or recommendations raised by an employee 
or employee representative.  

3.5.8 Ensure that Heads of Department are involved in safety inspections and investigations 
within the areas under their control.  

3.5.9  Ensure, to the best endeavours that all relevant health and safety legislation and rules 
are adhered to.  

3.5.10 Ensure adequate staffing levels are provided or maintained, where required for health 
and safety reasons.  

 
3.6  School Business Managers 

The School Business Managers will support the Headteachers in the management of health and 
safety and will ensure there are suitable and adequate management systems in place at each 
academy for health and safety. The School Business Manager shall, in particular, ensure that:  

 

3.6.1  All risk assessments are maintained up-to-date and regularly monitored and reviewed.  

3.6.2 All staff receive a copy of the policy and any amendments.  

3.6.3 Ensuring all staff receive adequate health and safety training. 

3.6.4  The correct accident recording and reporting procedure is carried out.  

3.6.5  Regular evacuation drills and fire alarm tests are carried out.  
3.6.6 The SBM shall also act as The Safety Coordinator and shall be responsible for 

providing suitable advice and assistance on health and safety matters to the 
Headteacher and SLT. In particular he/she shall:  

3.6.7  Be responsible for overseeing the implementation of the health and safety policy and 
monitoring the application of the policy.  

3.6.8 Devise and implement business continuity plans, including emergency plans and 
procedures for the safe evacuation of the school’s premises.  

3.6.9 Ensure that there is a system in place for the management of health and safety 
whereby all risks to health and safety are identified and measures taken to eliminate or 
adequately control them.  

3.6.10  Establish and maintain a system of communication and consultation of health and 
safety information.  

3.6.11 Organise annual H&S Audit by the nominated H&S Consultant or LGB representative 
and report on findings to the Headteacher and COO/Trust Board in the summer term. 
  

3.6.12 Periodically inspect all parts of the site and relevant operations and prepare a report to 
the Headteacher regarding the findings of the inspection.  

3.6.13  Periodically report to the Headteacher on all aspects of health and safety within the 
establishment.  

3.6.14 Ensure that the SLT are kept up to date with current health and safety legislation and 
best practice.  

3.6.15  Ensure that the quality of health and safety training is of a suitable standard.  

3.6.16  Ensure that on a regular basis, emergency procedures and drills are carried out at the 
premises.  

3.6.17  Regularly inspect the premises to ensure compliance with the policy and suitable 
standards of health and safety are being achieved.  

3.6.18   Ensure that information on hazards and precautions relevant to materials and plant is 
available and communicated to employees as necessary.  

3.6.19  Ensure that the necessary prescribed notices, records and registers are maintained 
and/or displayed.  

3.6.20  In conjunction with each department, develop safe working procedures for all 
operations or activities that may constitute a risk to the health and safety.  



 

3.6.21  Evaluate investigations of accidents, recommendations to prevent recurrence and 
actions taken. An additional investigation shall be conducted where it is considered 
the initial investigation / action is insufficient.  

3.6.22  Set up a Health and Safety Committee (secondaries only) and provide information and 
statistics for meetings as required.  

3.6.23  Liaise with employees on all matters concerning health and safety at work to the 
benefit of all employees and the establishment.  

3.6.24 Ensure adequate numbers of staff are trained in first aid procedures and to co-
ordinate the work of the First Aiders 

3.6.25  Ensure any equipment or materials purchased meet appropriate safety standards.  

3.6.26   Ensure that adequate first aid facilities are made available.  

3.6.27 Where construction work is being carried out within the premises ensure that relevant 
duties as the ‘client’ under the Construction (Design and Management) Regulations 
2007 are fully met, including, appointment of a CDM Co-ordinator and Principal 
Contractor for the project, where appropriate.  

 
3.7  Heads of Department (Secondary academies only) 

Will support the Headteacher via the Senior Leadership Team to ensure that the policy is 
adhered to in their department or area of responsibility. Heads of Department shall be 
responsible for ensuring the day-to-day management of health and safety within their 
department or area of responsibility and, in particular, shall:  

 
3.7.1  Familiarise themselves with the Health & Safety Policy and how it applies to their area 

of responsibility.  

3.7.2 Shall, in conjunction with the SBM, identify all risks to health and safety within their 
department or area of responsibility and take measures to eliminate or control such 
risks.  

3.7.3 Ensure that persons in their department or area of responsibility are fully trained for 
the task(s) they are to perform in order to ensure that they are not exposed to unsafe 
working procedures or practices.  

3.7.4 Ensure that all employees in their department or area of responsibility know what to do 
in the case of fire/explosion or similar incident, and know the location of firefighting 
equipment provided.  

3.7.5 Ensure that all employees in their department or area of responsibility know the 
whereabouts of first aid facilities and the names of first aiders.  

3.7.6 Continually develop safe practices in their department or area of responsibility to 
ensure maximum safety for all under their supervision.  

3.7.7  Ensure that adequate supervision is available at all times, particularly where young or 
inexperienced workers are concerned.  

3.7.8  Investigate all accidents promptly to discover their cause and take immediate action to 
eliminate a recurrence.  

3.7.9  Complete incident report forms for all incidents involving injury, damage to 
establishment property or lost time.  

3.7.10  Ensure that any safety equipment / safety devices are always used, properly adjusted 
and maintained.  

3.7.11  Ensure that all defects in their department or area of responsibility are promptly 
recorded and rectified. Where the defect involves the safety of machinery / office 
equipment, it is immobilised until repaired.  

 
3.8  Teaching and Support Staff 

All teaching and support staff are responsible for ensuring the health and safety of themselves 
and pupils under their immediate care and supervision. In particular they shall:  

 

3.8.1  Be aware of their legal health and safety responsibilities regarding their own health 
and safety and those that could be affected by their acts or omissions under the 
Health and Safety at Work etc. Act 1974. This includes taking reasonable care and 
generally co-operating with their employer regarding health and safety.  

3.8.2  Be aware of their legal responsibility under the Management of Health and Safety at 
Work Regulations 1999 to use equipment, substances etc in accordance with any 
instructions or training provided to them and to report any situations of serious danger 
or other shortcoming in health and safety to their employer.  



 

3.8.3 Familiarise themselves with and conform to the company’s Health and Safety Policy at 
all times.  

3.8.4 Generally, conform to the establishments rules and regulations made in the interest of 
health, safety or welfare.  

3.8.5 Do not misuse any equipment issued in the interest of health, safety or welfare, e.g. 
goggles, hearing protection, protective clothing, safe systems etc.  

3.8.6 Ensure that accidents and incidents are reported promptly and fully to the Head of 
Department as applicable and First Aid.  

3.8.7 Ensure that their work area is kept clean and tidy.  

3.8.8  When supervising trainees ensure they are capable of undertaking any task they are 
asked to do, and to instruct them in general health and safety matters.  

3.8.9  Ensure that any agreed adequate level of supervision is available and that appropriate 
health and safety arrangements exist in conjunction with the appropriate policy prior to 
taking school parties off site.  

 
3.9  Premises Manager/Caretaker  

The Premises Manager/Caretaker is responsible for managing health and safety arrangements 
pertaining to buildings and grounds – including building works, maintenance and compliance in 
such areas as fire protection, asbestos management, electrical inspections and control of 
legionella. 

 
The Premises Manager/Caretaker is responsible to the Head Teacher via the SBM and SLT. 

Duties include: 
3.9.1  Arranging for the removal from service of any item of furniture, apparatus or 

equipment which has been identified as unsafe. 
3.9.2 Taking appropriate action when necessary to prevent injury to others on the site, who 

might otherwise be exposed to unnecessary dangers, for example, erect barriers etc. 
3.9.3  Participating in completion of health and safety checklists, for example, building 

structure, services, access to/egress from the school etc. 
3.9.4 On opening up the premises, undertake a visual inspection to ensure no potential 

hazards exist. 
In the absence of the Premises Manager/Caretaker, a member of the Premises Team will be 
responsible for the above named duties. 

 
3.10 First Aid Co-ordinator 

The First Aid Co-ordinator, when on duty, is responsible for supporting health and welfare 
issues within the school and in particular:  

 
3.10.1 To be responsible for attending to and monitoring student or visitor illness/injury and 

to refer pupils to their own doctor or hospital as appropriate  
3.10.2 To maintain the school medical room and equipment  
3.10.3 To monitor student health records prior to entry and to report/advise the 

Headteacher or delegate of illnesses that need to be brought to the attention of 
specific staff (e.g. epilepsy)  

3.10.4 To assist in the monitoring of first aid equipment and boxes on school site  
3.10.5 To assist in the development and health promotion activities at the School  
3.10.6 To ensure the necessary records are maintained relating to accidents associated 

with the work of the School  
 

3.11 All Employees 
To take adequate care of themselves, pupils and others who may be affected by their actions. 
All employees of the Trust have a responsibility to: 

 
3.11.1  Take reasonable care for the health and safety of themselves and others in 

undertaking their work.  
3.11.2 Comply with the Trust’s Health and Safety Policy and procedures at all times. 
3.11.3 Report all incidents and accidents in line with the reporting procedure.  
3.11.4 Co-operate with school management on all matters relating to health and safety.  
3.11.5 Not to intentionally interfere with or misuse any equipment or fittings provided in the 

interests of health, safety and welfare.  



 

3.11.6 Report all defects in condition of premises or equipment and any health and safety 
concerns including near misses, immediately to their line manage and enter such 
defects and concerns onto the relevant school log.  

3.11.7  Ensure that they only use equipment or machinery that they are competent to use or 
have been trained to use.  

3.11.8 Make use of all necessary control measures and personal protective equipment 
provided for safety or health reasons.  

 
3.12  Pupils 

Encouraged to follow safe working practices and school rules and are expected to: 
 

3.12.1 Follow school rules and policies 
3.12.2 Use equipment only in accordance with instruction and their training. 
3.12.3 Refrain from using anything which may harm any other person or themselves, 

including not using equipment on which they have not been trained.  
3.12.4 Report any issues to the person leading the activity in which they are participating 

(secondary students) or tell an adult if they see anything they think looks dangerous 
(primary pupils). 

 
3.13  Trade Union Safety Representatives 

In accordance with the Safety Representatives and Safety Committee Regulations the TU 
safety representatives will, where appointed:  

 
3.13.1 Represent the employees in consultation with the employer and with his/her 

representative 
3.13.2 Investigate potential hazards and dangerous occurrences at the workplace and 

examine the causes of accidents at the workplace  
3.13.3 Investigate complaints by any employee he/she represents relating to health and 

safety and welfare at work  
3.13.4 Represent employees in consultations with inspectors of the Health and Safety 

Executive and of any other enforcing authority;  
3.13.5 Receive information from Enforcement Inspectors  
3.13.6 Attend meetings of safety committees to which he/she is elected  
3.13.7 Inspect the workplace if they have given the employer or his/her representative 

reasonable notice in writing of their intention to do so and have not inspected it in 
the previous three months. He/she may carry out additional inspections where 
there are substantial changes in work conditions.  

 
3.14  Contractors and visitors 

 
3.14.1 All contractors will be expected to comply with the Health and Safety Policy and 

must ensure their own Health and Safety Policy is made available whilst work is 
carried out. 

3.14.2 Any plant or equipment brought onto site by the contractors must be suitable and 
maintained in a safe condition. 

3.14.3 Contractor’s employees are not permitted to alter anything provided for their use or 
interfere with any plant or equipment on the site, unless told to do so. 

3.14.4 Information and assessment of noise levels by plant, equipment or operations 
brought on site by contractors must be provided before work commences. 

3.14.5 Any injury sustained, or damage caused by contractor’s employees, must be 
reported immediately. 

3.14.6  All visitors must report to reception and sign in on arrival. 
3.14.7 Visitors must report any injuries to their host. 

 
4 GENERAL BEHAVIOUR 
 

It is the responsibility of all employees, pupils and visitors to observe all health and safety policies, rules 
and procedures and to behave in a safe and reasonable manner whilst at work or otherwise present on 
school premises.  
 
Failure to comply with such policies, rules and procedures will render employees liable to action under the 
established disciplinary procedure.  



 

 
It should also be noted that a breach of relevant health and safety legislation by an employee is a criminal 
offence which may result in legal action against the individual.  
 
It is recognised that it is not possible to prepare in written form every safety rule laid down by the 
organisation since circumstances may vary depending upon the nature of work. However, employees and 
pupils are expected to always act in a sensible manner and adhere to verbal instruction given by 
management.  

 
 

4. 1  Consultation  
We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this policy cannot be achieved without the co-operation and 
commitment of employees at all levels, requiring the development and maintenance of 
effective means of consultation.  
 
We will endeavour to promote consultation and to comply with the relevant legal requirements, 
as contained within the Safety Representatives and Safety Committees Regulations 1977 and 
the Health and Safety (Consultation with Employees) Regulations 1996 and with the 
associated guidance issued by the Health and Safety Executive.  
 
Regular consultation and discussions with employees on health and safety matters is 
therefore given high priority in order to gain their continued support and co-operation.  
In particular the following rules and procedures will be applied in relation to this area:  

 
4.1.1 Employees and/or their representatives are encouraged to raise concerns about 

health, safety and welfare matters with their line manager and will receive positive 
feedback on any issues raised. Any unresolved issues can be raised at the next 
staff safety committee meeting and / or with the SBM.  

4.1.2 Suitable and adequate training and other information or resources will be provided 
for all safety representatives in order to allow them to take a full and effective part 
in consultations.  

4.1.3 Employees and/or their representatives will be consulted on all matters that affect 
their health, safety and welfare, including relevant changes in procedures, 
equipment and working methods or the introduction of new technology. The 
feedback arising from such consultation will be considered before any decisions 
are made.  

4.1.4 Employees and/or their representatives will be kept informed of risks associated 
with work activities and the measures required to be taken to control those risks, 
including copies of relevant risk assessments and safe systems of work or working 
procedures.  

4.1.5  The school will form a Health and Safety Staff Committee (secondary only)  with 
the following terms of reference and constitution:  

 
4. 2  Health and Safety Staff Committee 

The membership of the Health and Safety Committee (secondary only) will be subject to the 
agreement of the management and the respective employee representatives. 
 
However, the committee shall include a senior managerial representative nominated by the 
Head Teacher in order to ensure that there is adequate authority present to make decisions 
and with knowledge and expertise to provide accurate information to the committee on such 
matters as company policy, technical matters etc. 
 
The meetings will be held least 3 times throughout the year, unless the Committee decides it 
would be beneficial to change this frequency to a more regular basis. Areas on the agenda to 
be covered are as follows: 
 
4.2.1 Matters Arising (review of matters arising at previous meeting) 
4.2.2 Site Safety Matters 
4.2.3 Traffic Management Matters 
4.2.4 Reporting of Accidents, ill health and sickness absence 



 

4.2.5 Accident investigations and subsequent action 
4.2.6 Risk assessments 
4.2.7 Health & Safety training 
4.2.8 Emergency procedures 
4.2.9 Changes in the workplace that affect the health, safety and welfare of employees 
4.2.10 Strategies to improve the health, safety and welfare of employees 
4.2.11 Any Other Business 

 
Each member of the committee will receive a copy of the minutes within two weeks of the 
meeting and a copy will be forwarded to the senior leadership team and the Trust Board.  
The terms of reference of the committee will include: 
4.2.12 School walkabout  
4.2.13 Departmental safety inspections 
4.2.14 Development and monitoring of safety rules and safe working procedures 
4.2.15 Monitoring of the adequacy of health and safety communication systems. 
4.2.16 The person within the school responsible for implementing and monitoring the rules 

and procedures in this area and associated activities will be the SBM. 
 
5 RISK MANAGEMENT 

 
5.1  We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes ensuring that all significant risks arising from activities are 
adequately managed. 

 
We will endeavour to comply with the relevant legal requirements, as contained within the 
Management of Health and Safety at Work Regulations 1999 and other applicable legislation, 
and with the specific Approved Code of Practice (L21) and guidance notes (HSG65) issued by 
the Health and Safety Executive. 

 
In particular the following rules and procedures will be applied in relation to this area: 
 
5.1.1 We will implement a programme of hazard identification and risk assessment of all 

activities in order to eliminate, reduce or control, so far as is reasonably 
practicable, any harm or danger to employees or other affected persons. 

5.1.2 All risk assessments will be fully documented and recorded. 
5.1.3 All risk assessments will be reviewed regularly. 
5.1.4 All risk assessments will be monitored on a regular basis at a frequency 

determined by, and stated within, the assessment. 
5.1.5 All relevant employees or other persons will be informed of the significant findings 

of risk assessments that relate to their work activities or otherwise affect them. 
 

5.2  Definitions 
 

Hazard: A “hazard” is something that has the potential to cause harm. 
 
Risk: “Risk” is the likelihood of the harm being realised. The risk, therefore, reflects both the 
likelihood that harm will occur and its severity. It will generally be recorded as insignificant, 
low, medium or high. 
 
Control Measures: Where work activities, items or areas with significant risks are identified the 
risk assessment will contain details of the measures that must be applied or actions that must 
be taken in order to eliminate, reduce or control the risks in question and therefore allow the 
activity etc to be carried out safely. These required measures or actions are referred to as 
‘control measures’. 

 
5.3  Hierarchy of Control Measures 

  
The following principles will be applied to adopting control measures: 
5.3.1 Avoiding the risks altogether 
5.3.2 Evaluating the risks which cannot be avoided 
5.3.3 Combating risks at source 
5.3.4 Adapting the work to the individual 



 

5.3.5 Adapting to technical progress 
5.3.6 Replacing the dangerous with the non-dangerous or less dangerous 
5.3.7 Developing a coherent overall prevention policy 
5.3.8 Giving collective protective measures priority over individual protective measures 
5.3.9 Giving appropriate instructions to employees 
 

5.4  Review and Revision 
 

The risk assessments must be kept up-to-date and be reviewed and modified, where 
necessary. If changes take place which mean that the current risk assessment is no longer 
valid or that it can be improved, the assessment must be reviewed. In all cases, risk 
assessments will be reviewed on a regular annual basis. Staff must be made aware of any 
changes to risk assessments relating to their work.  

 
5.5  Health Surveillance 

 
Health surveillance may be required by the Headteacher in order to detect adverse health 
effects to employees at an early stage. Examples may include: 
5.5.1 Where there is an identifiable disease or adverse health condition related to the 

work activity 
5.5.2 Where there is a reasonable likelihood that the disease or condition may occur 

under the particular conditions of work 
5.5.3 Where surveillance is likely to further the protection of the health of employees. 

 
5.6  Record Keeping 

 
All significant findings of risk assessments and subsequent monitoring must be recorded. The 
records must include: 

 
5.6.1 The significant hazards identified in the assessment – those which might pose 

serious risk to workers or others who might be affected by the work activity if they 
were not properly controlled 

5.6.2 The levels of risk associated with the hazards 
5.6.3 The existing or required control measures 
5.6.4 The people who may be affected by the risks or hazards, including any groups of 

employees who are at special risk 
5.6.5 Decisions taken as a result of the assessment 

 
 
 

5.7  Information and Training 
 
All employees will be provided with relevant information regarding the risks to their health and 
safety as identified by the assessment, including information on the required control 
measures. Any additional training necessary in the use of safety equipment, personal 
protective equipment and clothing which may be introduced as a result of the risk assessment 
must also be provided. 
 
Employees will also receive information when: 

 
5.7.1 There are changes to work procedures or working patterns 
5.7.2 New machinery, tools and equipment are being procured 
5.7.3 There are changes as a result of new or revised legislation 
 
Employees involved in conducting risk assessments will be given appropriate training and any 
additional information applicable to the particular working environment or activities that they 
may be assessing. 
 
Appropriate information will also be provided to non-employees regarding the results of risk 
assessments and subsequent control methods that may affect them. 
 

 



 

6 SAFE SYSTEM OF WORK AND WORKING PROCEDURES 
 

6.1 We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes ensuring that safe systems of work and/or safe working 
procedures are developed, understood and followed. 

 
We will endeavour to comply with the relevant legal requirements, as contained within the 
Management of Health and Safety at Work Regulations 1999 and other applicable legislation, 
and with the specific Approved Code of Practice (L21) and guidance notes issued by the 
Health and Safety Executive. 

 
In particular the considerations that will be applied in relation to the preparation and 
development of safe systems of work and safe working procedures will include: 

 
6.1.1 The work or tasks being carried out 
6.1.2 The associated potential hazards 
6.1.3 Any existing instructions or procedures 
6.1.4 Who is doing the work? 
6.1.5 The skills and abilities of the people 
6.1.6 The level of control and supervision required 
6.1.7 The tools or equipment that are required 
6.1.8 The personal protective equipment required 
6.1.9 The associated training requirements 
6.1.10  Any isolation or locking-off requirements 
6.1.11 Any permit to work requirements 
6.1.12 Other activities being carried out concurrently 
6.1.13 Communication requirements 
6.1.14 Emergency planning issues 
6.1.15 Handover procedures upon completion 
6.1.16 Monitoring requirements 
6.1.17 Review and updating requirements 

 
6.2 The following rules and procedures will be followed in relation to this area: 

 
6.2.1  All safe systems of work and safe working procedures will be developed by the 

relevant manager / supervisor in conjunction with the SBM. 
6.2.2 All safe systems of work and safe working procedures will be documented in risk 

assessments.  
6.2.3 All safe systems of work and safe working procedures will be brought to the 

attention of all employees and other persons that they affect. 
6.2.4 Regular monitoring of compliance with, and the effectiveness of, all safe systems 

of work and safe working procedures will be carried out. 
6.2.5  All safe systems of work and safe working procedures will be reviewed and 

amended, where necessary, on an annual basis or when significant changes in 
the activities or other matters to which they relate occur. 

6.2.6  All safe systems of work and safe working procedures will be reviewed and 
amended, where necessary, following an accident or incident arising from the 
related activities, or when the results of monitoring reveals problems of 
compliance or effectiveness. 

 
6.3  Information, Instruction and Training 

 
We recognise that we have responsibility to provide a safe and healthy working environment 
and acknowledge that this includes ensuring a competent workforce through the provision of 
suitable and adequate information, instruction and training. 
 
We will endeavour to comply with the relevant legal requirements, as contained within the  
Management of Health and Safety at Work Regulations 1999 and other applicable legislation,  
and with the specific Approved Code of Practice (L21) and guidance notes issued by the  
Health and Safety Executive. 
 



 

In particular the following rules and procedures will be applied in relation to this area and 
associated activities: 

 
6.3.1  We will not require any employee to perform any work activity or task unless 

he/she has received suitable and adequate information, instruction and training, 
or is working under the supervision of a trained and competent employee. 

6.3.2 We acknowledge the importance of providing information, instruction and training 
to all new staff as soon as is practicable after commencement of employment. 

6.3.3 We recognise that instruction and training may also be necessary for existing 
employees to act as a reminder and to accommodate any changes in their work 
practices or environment. 

6.3.4 We also accept our responsibility for ensuring that all temporary employees are 
also given basic health and safety information, instruction and training 
appropriate to their work activities and environment. 

6.3.5 The training needs for all employees (or groups of employees) and their related 
work activities will be evaluated and the results of the evaluation will form the 
basis of a training needs schedule. This will be reviewed periodically and updated 
as required. 

6.3.6  Records will be kept of all training provided to employees and any relevant 
outcomes. Records to be held centrally by School Business Manager to co-
ordinate training needs and to ensure refresher training is undertaken within the 
prescribed time limits.  

 
 

 
6.4  Training Arrangements 

In order to safeguard the health and safety of employees, so far as is reasonably practicable, 
the following general provisions for training have been recognised: 

 
6.5  Induction Training 

Health and safety induction training for new employees will take place on or prior to the first 
day of employment, but where this is not possible it will commence as soon as practicable 
after joining. 

 
It will include: 
6.5.1 Presentation of the health and safety policy and how it affects employees 
6.5.2 Accident reporting procedures 
6.5.3 Fire prevention and emergency evacuation procedures 
6.5.4 General safety rules and procedures 
6.5.5 First aid facilities 
6.5.6 Specific safety systems and procedures 
6.5.7 Identification of particular hazards which exist at the workplace 
6.5.8 Health and safety legislation appropriate to the organisation and the employee’s 

obligations 
6.5.9 How to obtain advice or report any concerns regarding health and safety 

practices 
6.5.10 Identity of responsible person(s), first-aiders, fire warden etc. 
6.5.11 Welfare provisions 

 
6.6 Job Specific Training 

Detailed and specific departmental health and safety training will be provided to all new 
employees to supplement their general induction training and will include: 

 
6.6.1 The relevant work activities / processes 
6.6.2 The work environment 
6.6.3 The work equipment 
6.6.4 Any particular risk(s) associated with their department work activity and/or processes. 

 
6.7 Function Specific Training 

It is recognised there are certain functions or responsibilities carried out by some employees 
that require specific training. These include: 

 



 

6.7.1 First aiders 
6.7.2 Lead First Aiders 
6.7.3 Fire Marshalls 

 
6.8 Contractors 

Steps will be taken when selecting contractors to ensure that they have a programme of 
training and that all relevant employees have received suitable and adequate information, 
instruction and training. 
 
 
 
 

 
7     PERSONAL PROTECTIVE EQUIPMENT 
 

We recognise that we have a responsibility to provide a safe and healthy working environment and 
acknowledge that this includes the provision, use and maintenance of personal protective equipment 
(PPE). 
 
We will endeavour to provide and maintain such personal protective equipment as required or deemed 
necessary and to comply with the relevant legal requirements, as contained within the Personal 
Protective Equipment at Work Regulations 1992, and with the specific guidance (L25), issued by the 
Health and Safety Executive. 

 
In particular the following rules and procedures will be applied in relation to this area: 
 
7.1 We acknowledge that, as a means of hazard elimination, the use of PPE is the last 

consideration. 
7.2 Where it has been established that PPE is the only means, or is required to supplement other 

control measures, we will ensure that adequate supplies of suitable PPE are available and 
maintained. 

7.3 The Premises Manager/Caretaker will maintain a list of all tasks requiring PPE and specify the 
standard of the PPE required. 

7.4 Registers of PPE will be kept, including details of any inspection, maintenance or replacement 
requirements and relevant records. 

7.5  Where appropriate, all PPE will conform to the applicable British Standard, and/or the  
relevant ‘Certificates of Approval’ issued by the Health and Safety Executive, or will be 
required to have the appropriate CE marking. 

7.6 Where required, suitable and sufficient storage accommodation will be provided for PPE when 
not in use. 

7.7 All persons required to wear PPE will receive suitable and adequate information, instruction 
and training in its use, maintenance, cleaning and storage, and the relevant risks it will avoid 
or limit. 

7.8  All persons required to wear PPE must use it in accordance with the training and instructions 
provided and report any defects or loss to their manager. 

 
8     FIRE SAFETY AND OTHER EMERGENCY   

 
8.1 We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes ensuring that procedures are developed and followed in 
respect of fire and other emergencies. 
 
We will endeavour to control the associated risks and to comply with the legal requirements 
relating to fire safety and other emergencies, as contained within the Regulatory Reform (Fire 
Safety Order) 2005 and the Management of Health and Safety at Work Regulations 1999, and 
with the specific guidance notes issued by the Health and Safety Executive and Fire Authority. 
 
In particular the following rules and procedures will be applied in relation to this area: 

 
8.1.1 We will take such general fire precautions and will ensure, so far as is reasonably 

practicable, the safety of all employees, pupils and other persons that may be 
affected by its activities. 



 

8.1.2 Risk assessments will be completed for all parts of the premises for the purpose of 
identifying the general fire precautions required to be implemented. 

8.1.3 The significant findings of the assessments and details of any groups of persons 
identified as being especially at risk will be recorded and brought to the attention of 
relevant employees and other affected persons. 

8.1.4 All relevant risk assessments will be subject to periodic monitoring at a frequency 
prescribed by the assessment. 

8.1.5 All relevant risk assessments will be subject to periodic review at a frequency 
prescribed by the assessment or when they are no longer valid or significant 
changes have occurred. 

8.1.6 Where flammable substances may be present in or on premises, the risk 
assessment will take account of any relevant special hazards with a view to 
eliminating or reducing the risks so far as is reasonably practicable. 

8.1.7 All parts of the premises will be equipped with appropriate fire-fighting equipment 
and with fire detectors and alarms where considered to be necessary, as determined 
by the risk assessment. 

8.1.8 All non-automatic fire-fighting equipment will be easily accessible, simple to use, and 
their location will be indicated by signs. 

8.1.9 Suitable and sufficient emergency routes and exits will be designated for all 
company premises and selected in order for employees and any other persons to 
evacuate as quickly as possible. 

8.1.10 All emergency routes and exits will lead to a place of safety and will be indicated by 
signs. 

8.1.11 All emergency exits and the routes to emergency exits from premises must be kept 
clear at all times. 

8.1.12 All emergency exit doors will open in the direction of escape and allow easy and 
immediate opening. 

8.1.13 All emergency exit doors must remain unlocked and unfastened at all required times. 
8.1.14 All emergency exits and routes requiring illumination will be provided with suitable 

emergency lighting. 
8.1.15 Fire and evacuation procedures are detailed and posted in each classroom and 

common use area. 
8.1.16 All fire alarms will be maintained in efficient working order, good repair, serviced at 

required intervals and tested at regular intervals, as determined by the risk 
assessment. A suitable record of such tests will be kept and maintained. 

8.1.17 Fire drills / emergency evacuations will take place at required intervals. A suitable 
record of such drills shall be kept and maintained. 

8.1.18 All employees will be provided with suitable and sufficient instruction and training on 
the appropriate precautions and actions required to be taken by them in case of fire 
or other emergencies. This training will be provided at induction and repeated 
periodically and/or when required. 

8.1.19 All visitors to company premises, including contractors, will be provided with suitable 
information and will be required to record their details in a register, including times of 
arrival and leaving. 

8.1.20 We will appoint ‘Competent Persons’, who will be responsible for ensuring that all 
preventative and protective measures for fire and other emergencies are in place. All 
such appointees will be provided with adequate information, training and other 
resources in order to carry out his/her role and duties effectively. 

8.1.21 We will also appoint a sufficient number of fire marshals in order to implement and 
manage the emergency evacuation procedures. Duties of fire marshals will be as 
detailed below. 

8.1.22 We will prepare and publish a Fire / Emergency Plan as detailed below: 
 
 

8.2 Fire / Emergency Plan 
 

8.2.1 Any person discovering a fire shall raise the alarm and then notify the fire marshal 
or appropriate manager / supervisor. 

8.2.2 The safe evacuation of persons is a priority. Staff may only attempt to deal with 
small fires, if it is safe to do so without putting themselves at risk, using portable fire 
equipment.  



 

8.2.3 The fire marshal shall ensure that the relevant emergency services are phoned 
giving the following information: 
8.2.3.1 Name of person making the call 
8.2.3.2 School address 
8.2.3.3 Telephone number 
8.2.3.4 Nature of incident (if known) 

8.2.4 The Receptionist shall remove the visitor’s book and registers and vacate the 
premises by the nearest available exit. 

8.2.5 All personnel should vacate the premises calmly and quickly by the nearest 
available emergency exit and assemble at their nominated point on the school site. 

 
8.3 Duties of Fire Marshalls & Fire Marshall Lead 

 
The appointed Fire Marshall Lead will ensure that: 

 
8.3.1 All fire exits and fire escapes are kept clear at all times. 
8.3.2 Fire doors are unlocked during working hours or other periods of occupancy. 
8.3.3 Fire-fighting equipment is sited correctly. 
8.3.4 Fire-fighting equipment has been checked and serviced in accordance with 

requirements. 
8.3.5 Fire-fighting equipment used or found to be defective is reported immediately. 
8.3.6 An up-to-date list of personnel is maintained. 
8.3.7 All personnel are made aware of the fire / emergency plan and the action required 

in the event of a fire or other emergency. 
8.3.8 Fire drills are carried out at suitable intervals after obtaining authorisation from 

management. 
8.3.9 Fire and emergency records are maintained. 
8.3.10 Ensure there is a plan in place for P.E.E.P.s 

  
  Appointed Fire Marshalls will ensure that: 
 

8.3.10 Appropriate and effective action is taken if a fire occurs. 
8.3.11 Escape routes are available for use. 
8.3.12  Hazards in the workplace are identified. 
8.3.13 Any observations are recorded and reported.  
8.3.14 In the event of a fire, their allocated area is checked to ensure that everybody has       

left,  any doors are closed and that anybody with evacuation difficulties is being 
seen to 

8.3.15 In the event of a fire they report to the Fire Marshall Lead that the above actions 
in 8.3.14 have been taken 

 
GENERAL NOTE TO ALL CONCERNED 

Headteachers are responsible for ensuring the fire risk assessment is undertaken and 
implemented following guidance contained in the Education Health and Safety Manual.  

 
9    FIRST AID  

 
9.1 We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes ensuring the provision of adequate numbers of trained first 
aiders and adequate first aid equipment and facilities. 

  
We will endeavour to provide and maintain suitable and adequate first aid facilities and to 
comply with the relevant legal requirements, as contained within the Health and Safety (First 
Aid) Regulations 1981, and with the specific Approved Code of Practice (L74) issued by the 
Health and Safety Executive (HSE). 
 
Each school shall have an up-to-date First Aid Policy, which should be adhered to by all staff, 
pupils, visitors and contractors.  
 
In particular the following rules and procedures will be applied in relation to this area: 

 



 

9.1.1 We will ensure that adequate and appropriate equipment, facilities and personnel 
are provided at all workplaces to enable first aid to be given to employees and 
other persons if they are injured or become ill at work. 

9.1.2 The level of provision of first aid facilities at each workplace will be determined by 
an assessment of the particular circumstances and risks involved. 

9.1.3  When carrying out an assessment to determine the level of provision of first aid 
facilities the factors that will be considered will include: 
a. Any significant risks present as identified within a risk assessment 
b  Any specific risks present, for example, hazardous substances, dangerous 

machinery 
c. Areas where different levels of risk have been identified 
d. Records of accidents or ill health 
e Numbers of employees and pupils 
f.  Pupils / employees with special problems or disabilities 

9.1.4  Suitable and sufficient first aid boxes will be provided in all workplaces and work 
situations. 

9.1.5 All first aid boxes will be stocked in accordance with the outcomes of the first aid 
assessment. Where no significant risks or other factors are revealed by the 
assessment, boxes will contain a minimum stock of the items recommended by 
HSE guidance. 

9.1.6  First aid boxes will be located in conveniently accessible positions around the 
school premises and these locations will be clearly marked. 

9.1.7  We will ensure the appointment of suitable and adequate appointed persons and 
first aiders, as determined by The Health and Safety (First-Aid) Regulations 1981. 

9.1.8  The numbers of appointed persons and first aiders in each workplace will be 
determined by the first aid risk assessment and in accordance with HSE 
guidance. 

9.1.9  A list of current first aiders and appointed persons will be displayed on all 
company notice boards or otherwise brought to the attention of employees. 

9.1.10  All first aiders will receive suitable and sufficient training in accordance with HSE 
guidance and will receive appropriate refresher training as and when required. 

9.1.11  The duties of first aiders will be as indicated below: 
 
 
 

9.2  Duties of First Aiders 
 

9.2.1  To ensure the first aid facilities are available and boxes are stocked according 
to the issued instructions. 

9.1.2  To maintain records in all of the cases that they treat. 
9.1.3  To inform the SBM of any matter relating to the provision of first aid that they 

deem necessary. 
9.1.4  To maintain a current first aid certificate. 
9.1.5  To take charge of situations where someone is injured or falls ill. 
9.1.6  To call an ambulance and/or other emergency service. 
9.1.7 To give any emergency first aid treatment to the level for which they have been 

trained. 
 
 

9.3 Training 
Selected staff will be trained in First Aid at Work or Emergency First Aid at Work or Pediatric 
First Aid (as required) 
  
All first aiders will receive refresher training at least once every 3 years. 
 
Headteachers will ensure that First Aiders have a current certificate and that new persons are 
trained should first aiders leave. 

 
9.4  Administration of Medicines 

9.4.1 The school has a separate MAT policy on the local arrangements for the 
administration of medicines and staff should make themselves familiar with the 



 

content of that document titled “Supporting Students With Medical Conditions 
Policy”. 

 
9.4.2 As a summary, the Lead First Aider will oversee the administration of 

medicines and keep a record that they have been given. Pupils should not 
attend school/college if they are unwell and if at all possible, pupils should 
receive their medication at home.  

 
9.4.3 For all medicines to be administered parents should complete a consent form. 

Each time there is a variation in the pattern of dosage a new form should be 
completed. A new form should be completed for each medicine to be 
administered.  

 
9.4.4 The smallest practicable dose should be brought into school in individual 

original containers, which should be clearly labelled with the pupil’s name and 
dosage instructions. It is recommended that a primary school pupil should never 
carry medicine to and from school and medicines should be handed to the office 
administrator or named staff member by the parent on arrival at school. 

 
9.5  Health Care Plans 

9.5.1 Parents / carers are responsible for providing the school with up to date 
information regarding their child’s health care needs and providing appropriate 
medication.  

 
9.5.2 Individual health care plans (IHCP) are in place for those students with 

significant medical needs e.g. chronic or ongoing medical conditions such as 
diabetes, epilepsy, anaphylaxis etc. The IHCP is developed with the pupil 
(where appropriate), parent/carer, designated named member of school staff, 
specialist nurse (where appropriate) and relevant healthcare services.  These 
plans will be completed at the beginning of the school year / when child enrols / 
on diagnosis being communicated to the school and will be reviewed annually 
or when mediation changes..  

  
9.5.3 All staff are made aware of any relevant health care needs and copies of health 

care plans are available.   
  
9.5.4 Staff will receive appropriate training related to health conditions of students 

and the administration of medicines by a health professional as appropriate.   
 

10    INCIDENT REPORTING AND INVESTIGATION  
 

10.1 We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes ensuring that all incidents are reported and investigated. 

 
We will endeavour to comply with the relevant legal requirements, as contained within the 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) and 
the Management of Health and Safety at Work Regulations 1999, and with the specific 
guidance (INDG453) issued by the Health and Safety Executive. 

 
In particular the following rules and procedures will be applied in relation to this area: 
10.1.1  All employees are required to report all incidents to their manager as soon as 

possible. 
10.1.2 For these purposes an incident is defined as any unplanned event which may 

give rise to injury, ill health, property or plant damage or any other potential loss, 
including near misses. 

10.1.3 All incidents involving injury must be recorded in an Accident Report. This 
record can be made by the relevant first aider, injured person or other suitable 
person e.g. manager, colleague or other appointed person and is a legal 
requirement if an employee is incapacitated for more than 3 consecutive days. 

10.1.4  All incidents must be recorded by the appropriate manager on the Incident 
Report Form (IDOR) and countersigned by the Headteacher. 



 

10.1.5  The completed incident report form must be forwarded to the SBM for further 
analysis or investigation. 

10.1.6  All incidents must be investigated by the appropriate manager and recorded on 
the incident Investigation Form. 

10.1.7  If the incident is reportable under RIDDOR the required notification procedures 
as detailed below must be followed by the nominated person/s within the 
school. 

10.1.8  The SBM will be responsible for analysis and possible further investigation of all 
incidents and for the production of incident statistics and reports. 

10.1.9  Where an incident investigation reveals matters that are required to be 
implemented in order to prevent a recurrence, the required action must be taken 
immediately by the appropriate manager. 

10.1.10 Where an investigation reveals that immediate action is required to prevent a 
recurrence but circumstances dictate that it is not possible or feasible, any 
required interim measures to ensure the safety of the persons affected must be 
taken (e.g. disconnection of equipment). 

 
 

10.2 WHAT IS REPORTABLE UNDER RIDDOR  
 
Death or “Specified” Injury  
When an incident involves the following:  
10.2.1 An employee, or a self-employed person working on school premises is killed or 

suffers a  “specified” injury (including as a result of physical violence); or  
10.2.2  A non-employee such as a pupil or member of the public is killed or taken to 

hospital from the site of the incident;  
 
The relevant enforcing authority or Incident Contact Centre must be notified without delay (e.g. 
by telephone or by submitting an online form, available on the HSE website).  

 
Reportable “Specified” Injuries  
These include:  
10.2.3 fractures, other than to fingers, thumbs and toes;  
10.2.4 amputations;  
10.2.5 any injury likely to lead to permanent loss of sight or reduction in sight;  
10.2.6 any crush injury to the head or torso causing damage to the brain or internal 

organs;  
10.2.7 serious burns (including scalding) which:  
10.2.8 covers more than 10% of the body; or  
10.2.9 causes significant damage to the eyes, respiratory system or other vital organs  
10.20.10 any scalping requiring hospital treatment;  
10.2.10 any loss of consciousness caused by head injury or asphyxia;  
10.2.11 any other injury arising from working in an enclosed space which:  
10.2.12 leads to hypothermia or heat-induced illness or  
10.2.13 requires resuscitation or admittance to hospital for more than 24 hours.  

 
10.3 Over-seven-day Injuries  

10.3.1 If there is an incident connected with work (including an act of physical violence) 
and an employee, or a self-employed person working on the company`s 
premises, suffers an over-seven-day injury an online accident report form 
(F2508) must be completed on the HSE website.  

 
10.3.2 An over-seven-day injury is one which is not major but results in the injured 

person being away from work or unable to do the full range of his/her normal 
duties for more than seven days (including any days he/she wouldn’t normally 
be expected to work such as weekends, rest days or holidays) and not counting 
the day of the injury itself.  

 
10.4 Reportable Dangerous Occurrences  

Any type of incident that is classed as a dangerous occurrence must be reported immediately 
(e.g. by telephone) to the relevant enforcing authority and an online form completed on the 
HSE website.  



 

 
There are 27 different categories of reportable dangerous occurrences including:  
10.4.1 Collapse, overturning or failure of load-bearing parts of lifts and lifting 

equipment; 
10.4.2 Plant or equipment coming into contact with overhead power lines;  
10.4.3 Accidental release of any substance which could cause injury to any person.  

 
The full list of dangerous occurrences can be found in Schedule 2 to the Regulations and on 
the HSE website (https://www.legislation.gov.uk/uksi/2013/1471/schedule/2/made). 

10.5 Reportable Occupational Diseases  
If an employee reports diagnosis of an occupational disease, where it is likely to have been 
caused or made worse by their work, a report of the diagnosis must be sent using Form 
F2508A to the relevant enforcing authority without delay.  

 
These diseases include:  
10.5.1 carpal tunnel syndrome;  
10.5.2 severe cramp of the hand or forearm;  
10.5.3 occupational dermatitis;  
10.5.4 hand-arm vibration syndrome;  
10.5.5 occupational asthma;  
10.5.6 tendonitis or tenosynovitis of the hand or forearm;  
10.5.7 any occupational cancer;  
10.5.8 any disease attributed to an occupational exposure to a biological agent.  

 
10.6 The full list of reportable diseases, and the work activities they are related to, can be found in 

Regulation 8 of RIDDOR 2013 and on the HSE website.  
 

HSE Incident Contact Centre Details  
Telephone: 0845 300 9923 (Monday to Friday 8.30am to 5.00pm)  
Out of hours telephone contact number: 0151 922 1221  
Internet: www.riddor.gov.uk or www.hse.gov.uk/riddor  
 
The appointed person/s for reporting accidents/incidents under RIDDOR will be:  
The School Business Manager.  

 
11          MANUAL HANDLING  

 
11.1 We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes dealing with the risk of injuries and other problems 
associated with manual handling.  

 
The main injuries associated with manual handling include:  

 

11.1.1 Musculoskeletal disorders (MSDs) (back strain, slipped discs, pulled muscles etc)  
11.1.2 Hernias  
11.1.3 Lacerations, crushing of hands or fingers  
11.1.4 Repetitive strain injuries (e.g. tenosynovitis)  
11.1.5 Bruised or broken toes or feet  
11.1.6 Various other sprains and strains.  

 
11.2 We will endeavour to control the associated risks and to comply with the relevant legal 

requirements, as contained within the Manual Handling Operations Regulations 1992, and 
with the specific guidance note (L23) issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area and 
associated work activities:  
11.2.1 We will, wherever possible or feasible, avoid the need for potentially hazardous 

manual handling by providing mechanical means or other working systems.  
11.2.2 Where it is not possible or feasible to avoid potentially hazardous manual 

handling suitable and sufficient risk assessments of the tasks involved will be 

https://www.legislation.gov.uk/uksi/2013/1471/schedule/2/made


 

carried out with a view to reducing the risk of injury by the implementation of 
control measures.  

11.2.3 All manual handling assessments will be designed to look at all of the following 
areas:  

- The tasks involved  
- The individual capacities required  
- The loads involved  
- The working environment involved  

11.2.4 Suitable records will be kept of all manual handling assessments, which will be 
brought to the attention of all relevant employees.  

11.2.5 Suitable and sufficient instruction, training and supervision will be provided in the 
correct handling and lifting techniques to all employees involved in manual 
handling tasks.  

11.2.6 Suitable and sufficient required personal protective equipment will be provided to 
all employees involved in manual handling.  

11.2.7 Employees will not be required to lift or move any loads that are beyond their 
individual capabilities.  

11.2.8 Employees will be encouraged to seek assistance when lifting or moving loads 
from other employees when required.  

 
12         TRANSPORT SAFETY  
 

12.1 We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes ensuring the safe operation of vehicles within the 
Companies premises or under the control of the Company.  

 
The main problems associated with transport and vehicles include:  
12.1.1 Collisions with pedestrians  
12.1.2 Collisions between vehicles  
12.1.3 Reversing of vehicles  
12.1.4 People falling from vehicles  
12.1.5 Overloading of vehicles  
12.1.6 Overturning vehicles  

 
We will endeavour to comply with the relevant legal requirements, as contained within the 
Management of Health and Safety at Work Regulations 1999 and the Workplace (Health, 
Safety and Welfare) Regulations 1992, and with the specific Approved Codes of Practice (L21 
and L24) and guidance notes (HSG 136 and INDG 199) issued by the Health and Safety 
Executive.  

 
12.2 In particular the following rules and procedures will be applied in relation to this area and 

associated activities:  
12.2.1 All school vehicles will be safe and suitable for their purpose including:  

12.2.1.1 Proper maintenance according to a pre-planned maintenance 
programme  

12.1.1.2 Provision of safety features (e.g. seat belts, horns, lights)  
12.2.1.3 Daily driver safety checks using an appropriate checklist  

12.2.2 Every authorised driver must check his / her vehicle before use to ensure that it is 
safe to use and shall report all defects as soon as possible to the Premises 
Manager.  

12.2.3 Only personnel authorised and qualified to the appropriate standards will be 
permitted to operate any vehicle owned or leased by the school.  

12.2.4 Drivers will be subject to selection and training procedures relevant to their 
particular vehicle.  

12.2.5  Records will be kept of all driver training with copies of relevant licences, 
certificates or authorisations.  

12.2.6  All drivers shall report any incident irrespective of any injury / damage to their 
manager as soon as practicable.  

 
The person/s within the school responsible for implementing and monitoring the rules 
and procedures in this area and associated work activities will be the Premises 
Manager/Caretaker.  



 

 
13         WORK AT HEIGHT  
 

We recognise that we have a responsibility to provide a safe and healthy working environment and 
acknowledge that this includes ensuring that any work at height is avoided, if possible, or otherwise 
carried out safely by eliminating or reducing the risk of falling. We will endeavour to control the 
associated risks and to comply with the relevant legal requirements, as contained within the Working 
at Height Regulations 2005 and the Lifting Equipment and Lifting Operations Regulations 1998, and 
with the specific guidance issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area and associated 
activities:  
 
13.1  Where possible, work at height must be avoided as the first consideration in managing the 

risks in this area.  
13.2  Where work at height is unavoidable the risks of the relevant work must be assessed and 

appropriate work equipment will be selected and used before work commences.  
13.3  All work at height must be properly planned, organised, supervised and carried out in as safe 

a manner as is reasonably practicable.  
13.4  All equipment (including ladders and stepladders) used in connection with work at height must 

be properly inspected and maintained.  
13.5  All risks arising in connection with fragile surfaces must be properly controlled.  
13.6  All reasonable steps must be taken to prevent objects falling from height or reducing the risk 

of injuries arising from falling objects.  
13.7  When planning work at height account must be taken of emergency and rescue requirements.  
13.8  Work must not be carried out during weather conditions that could endanger health and 

safety.  
13.9  Employees and other people involved in work at height must be competent and, where 

necessary, trained in avoiding falling and how to minimise injuries in case of falls.  
13.10 Reports must be kept of all required inspections of equipment used for working at height.  
13.11  In interpreting the application of this part of the policy `work at height` is to be considered as 

any work where a person could be injured from falling, even if it is at or below ground level.  
 
14         SLIPS AND TRIPS  
 

We recognise that we have a responsibility to provide a safe and healthy working environment and 
acknowledge that this includes controlling the risks of slips and trips incidents. We will endeavour to 
comply with the relevant legal requirements, as contained within the Management of Health and 
Safety at Work Regulations 1999 and the Workplace (Health, Safety and Welfare) Regulations 1992, 
and with the specific Approved Codes of Practice (L21 and L24) and guidance notes (HSG 155) 
(INDG 225) issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area:  
 
14.1  All risk assessments must consider the hazards that could result in slips and trips and, where 

identified, measures must be taken to eliminate, reduce or control the risks involved.  
14.2  The selection of floor surfaces must include consideration of the slip resistant qualities and 

general suitability to the areas in question and the activities or processes carried out.  
14.3  Measures should be taken to prevent floors from getting wet or contaminated from activities or 

processes.  
14.4  Spillage procedures must ensure the rapid clean-up of any spillages or contamination by 

designated personnel without further endangering employees and other persons. Where floors 
are greasy a suitable cleaning agent must be used.  

14.5  Where necessary suitable warning signs and barriers must be erected during the removal of 
spillages.  

14.6  Steps and slopes on floors must have good foot and hand holds and have no sudden changes 
of level.  

14.7  Adequate levels of lighting must be provided and maintained in all areas and walkways.  
14.8 Where necessary suitable footwear will be provided for employees, taking into account the 

conditions, the work and the individual.  
14.9 Trailing leads must be avoided in all working areas and walkways.  



 

14.10 All incidents involving slips and trips must be recorded and investigated fully, with 
consideration being given to the underlying causes and required improvements to prevent a 
recurrence.  

14.11  When carrying out risk assessments, account must be given to access to areas by members 
of the public and possible vulnerable groups (e.g. older people and disabled).  

14.12  Suitable and adequate information, instruction and training must be provided to all employees 
regarding the avoidance of slips and trips accidents and in spillage removal and prevention.  

14.13  Employees must report all spillages immediately to The Premises Team together with any 
building defects or other problems that are causing floors to be wet, slippery or uneven.  

14.14 All maintenance work resulting in wet, slippery or uneven floors must be carried out as soon 
as possible, with barriers and warning signs being erected as a temporary measure.  

14.15  All areas must be kept clear of rubbish and other obstructions likely to cause slips and trips.  
 
15         DISPLAY SCREEN EQUIPMENT 

 
15.1 We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes ensuring the safe use of display screen equipment (DSE).  
 

The main health problems associated with the use of display screen equipment include:  
 

15.1.1 Aches and pains in the hands, wrists, arms, neck, shoulders or back  
15.1.2 Eyestrain or similar visual problems  
15.1.3 Headaches  
15.1.4 Stress and fatigue  
15.1.5 Skin irritation or rashes  

 
15.2 We will endeavour to control the associated risks and to comply with the relevant legal 

requirements, as contained within the Display Screen Equipment Regulations 1992 (DSE 92), 
and with the specific guidance (L26) issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area and 
associated work activities:  
 
15.2.1  We will carry out an analysis of work stations as legally required by the DSE 

regulations in order to assess and reduce the risks involved.  
15.2.2  Assessments will take place on the introduction of new DSE or on the movement or 

change of location of DSE.  
15.2.3  Assessments may be carried out by the individual “user” using the appropriate self-

assessment format in conjunction with adequate information, instruction and 
training.  

15.2.4 “Users” shall be entitled to request appropriate eye and eyesight test. Where 
“special” corrective appliances are needed; a special pair of spectacles for display 
screen work may be prescribed. Any costs arising from these tests and appliances 

will be borne by the Academy.  

15.2.5  Assessments will be reviewed on a regular basis and appropriate records will be 
kept.  

15.2.6 Matters to be taken into account during the assessment will include:  
15.2.1 The whole workstation including equipment, furniture and the working 

environment  
15.2.2 The job or tasks involved  
15.2.3  Any special needs of individual employees  

15.2.7  Where the assessments reveal equipment or other issues that do not meet the 
minimum legal requirements, appropriate action will be taken to rectify such 
matters.  

 
16         ELECTRICAL SAFETY  

 
16.1 We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes ensuring the provision, use and maintenance of safe 
electrical installations and equipment.  
 



 

The main hazards associated with electricity include:  
16.1.1 Shock  
16.1.2 Burns  
16.1.3 Arcing  
16.1.4 Fires  
16.1.5 Explosions  
16.1.6 Secondary injuries (e.g. falls from height following shock)  

 
16.2 We will endeavour to control the associated risks and to comply with the relevant legal 

requirements, as contained within the Electricity at Work Regulations 1989 and with the 
specific guidance (HSG 85/107/236 and HSR 25) issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area and 
associated work activities:  

 
16.3  Fixed Electrical Installations  

16.3.1 All fixed installations and systems will meet the required standard (e.g. BS 7671).  
16.3.2 All fixed installations will be maintained in a safe condition.  
16.3.3 All fixed installations will be routinely inspected.  
16.3.4 Adequate socket-outlets will be provided to avoid overloading or the excessive 

use of extension leads.  
16.3.5  Employees are required to report any defective electrical installations or systems.  

 
 

16.4  Portable Electrical Equipment  
16.4.1  All portable electrical equipment will be safe and suitable for the particular work in 

which it is used.  
16.4.2  All portable electrical equipment will be maintained in a safe condition.  
16.4.3  All portable electrical equipment will be subject to a system of visual inspection 

and testing.  
16.4.4 All portable electrical equipment brought on to Company premises or sites by 

employees (e.g. heaters, fans etc.) and contractors must be tested before use.  
16.4.5  Employees are required to report any defective equipment and to remove from 

service if considered to be detrimental to safe usage.  
 

16.5  Information and Training  
16.5.1  Adequate training and information will be provided to all employees regarding the 

safe use of electrical equipment.  
16.5.2 All employees will be provided with copies of risk assessments and safe working 

procedures that are relevant to electrical installations, systems and equipment in 
their area or work activities.  

16.5.3  We will only permit suitably competent persons to carry out any work on electrical 
installations, systems and equipment.  

16.5.4 All contractors will be informed of, and are expected to comply with, our Health 
and Safety Policy and any relevant risk assessments or safe working procedures.  

  
16.6  Record Keeping  

The following records will be retained and updated as appropriate:  
16.6.1 A register of all portable electrical equipment on the school’s premises.  
16.6.2  Details of instruments and testing equipment used for electrical work.  
16.6.3  Copies of any permits authorising work on electrical equipment.  
16.6.4  Safety information provided to and by contractors.  
16.6.5  All information relating to individual competence and training of persons who are 

authorised to inspect electrical installations or equipment or conduct, manage, 
supervise or assess electrical work.  

16.6.6  Details of inspections and tests conducted on fixed installations, portable 
electrical equipment and personal protective equipment. These records must 
show the date of the test, the name of the tester, the scheduled date of the next 
test and details of any repairs or modifications carried out.  

 
 

 



 

17          HAZARDOUS SUBSTANCES  
 
17.1 We recognise that we have a responsibility to provide a safe and healthy working environment 

and acknowledge that this includes ensuring that all significant risks associated with the use 
and/or storage hazardous substances are assessed and adequately controlled.  

 
Hazardous substances could include:  
17.1.1 Substances used during cleaning operations  
17.1.2 Substances used during teaching experiments  
17.1.3 Substances generated during activities (e.g. fumes, vapours, gases)  
17.1.4 Substances used during building or repair works (paints, adhesives, cement etc)  

 
17.2 The health effects of exposure to chemicals and other hazardous substances could include:  

17.2.1 Skin irritation or dermatitis  
17.2.2 Asthma or other allergic responses  
17.2.3 Loss of consciousness  
17.2.4 Bacterial infections  
17.2.5 Cancer  

 
17.3 We will endeavour to comply with the relevant legal requirements, as contained within the 

Control of Substances Hazardous to Health Regulations 2002 (COSHH) and the Chemicals 
(Hazard Information and Packaging for Supply) Regulations 2009 (CHIP), and with the 
associated specific Approved Codes of Practice (HSG193) and guidance notes issued by the 
Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area and 
associated activities:  

 
17.3.1  An up-to-date register of all chemicals and other hazardous substances used or 

stored will be maintained together with the latest relevant manufacturer`s safety 
data sheets. Hazardous substances at Primary level will be stored outside of 
classrooms in locked cabinets. 

17.3.2  All new products will initially undergo a process of approval, using the relevant 
technical information and data sheets, before inclusion in the approved product 
range.  

17.3.3. COSHH assessments will be completed and recorded for all chemicals and other 
hazardous substances.  

17.3.4  All processes and activities will be designed and operated to minimise the 
emission, release and spread of substances hazardous to health.  

17.3.4. When developing control measures account will be taken of all relevant routes of 
exposure (e.g. inhalation, skin absorption or ingestion).  

17.3.6  Exposure will be controlled by measures that are proportionate to the particular 
health risks involved.  

17.3.7  The most effective and reliable control options will be chosen which minimise the 
escape and spread of substances hazardous to health.  

17.3.8  Where adequate control of exposure cannot be achieved by other means, 
suitable personal protective equipment will be provided, in combination with other 
control measures.  

17.3.9  All elements of control measures will be monitored and reviewed regularly for 
their continuing effectiveness.  

17.3.10  Where required all employees and other persons will be provided with suitable 
and adequate information, instruction and training on the hazards and risks from 
the substances with which they work or otherwise come into contact and the use 
of control measures developed to minimise the risks, including the use of required 
personal protective equipment.  

17.3.11  When developing and introducing control measures care will be taken to ensure 
that it does not increase the overall risk to health and safety.  

17.3.12  Suitable health surveillance will be arranged for any employee who may be 
exposed to any substance for which there is a disease associated with that 
substance (e.g. asthma, dermatitis or cancers) and where it is possible to detect 
the disease or any adverse health effect, and therefore reduce the risk of further 
harm.  



 

 
17.4 General Precautions  

The following general precautions apply to the use, handling and transporting of chemicals and 
other hazardous substances:  

 

17.4.1  Products must never be allowed to come into contact with the eyes, skin or 
mucous membrane.  

17.4.2  Personal protective equipment and clothing must be worn, if required.  

17.4.3 Always observe good industrial hygiene practices.  

17.4.4  Do not swallow materials or use in areas where food is being consumed.  

17.4.5  Inhalation of chemical vapours or dust should be avoided.  

17.4.6 Adequate ventilation must be provided.  

17.4.7  Suitable respiratory protection must be worn, if required.  

17.4.8  Facilities for the washing and cleansing of the skin must be made available with 
the necessary cleaners and barrier creams.  

17.4.9  Store all products in ventilated areas away from extremes of temperatures and 
environment.  

17.4.10  Clean up spillages instantly and dispose of waste using suitable containers.  

17.4.11  Except for transport in closed packages, materials must only be handled by 
authorised personnel.  

17.4.12  Ensure the correct equipment for handling the products is made available.  

17.4.13  Any person using or handling chemicals and other hazardous substances who 
shows symptoms which may possibly have been caused by exposure to the 
product should immediately be removed from the area and medical advice sort. 
Reference should always be made to the relevant COSHH assessment and 
hazard data sheet.  

 
18         MACHINERY, PLANT AND EQUIPMENT  
 

18.1 We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes ensuring that all machinery, plant and equipment is 
maintained in a safe condition and used in a safe manner.  

 
The main hazards associated with machinery, plant and equipment include:  
18.1.1 Entanglement  
18.1.2 Trapping (e.g. shearing, drawing in, and crushing)  
18.1.3 Impact  
18.1.4 Contact (e.g. friction, abrasion, cutting, stabbing, puncture and burns)  
18.1.5 Ejected materials or particles  
18.1.6 Dust and fumes  
18.1.7 Ergonomic issues  
18.1.8 Electricity  
18.1.9 Fire  
18.1.10 Noise  
18.1.11  Vibration  
 

18.2 We will endeavour to control the associated risks and to comply with the relevant legal 
requirements, as contained within the Provision and Use of Work Equipment Regulations 1998 
(PUWER 98) and the Supply of Machinery (Safety) Regulations 2008, and with the specific 
guidance (L22) issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area:  
 

18.2.1  We will, as far as is reasonably practicable, ensure that all equipment is suitable 
for the intended use or tasks.  

18.2.2  All equipment will comply with the relevant British Standard and is CE marked, 
where appropriate.  

18.2.3  All dangerous parts of machinery will be suitably and adequately guarded.  

18.2.4  All equipment will be maintained in efficient order and in good repair.  



 

18.2.5  Regular inspections of all equipment will be carried out by competent persons 
and suitable records kept, including prior to it being put into service. The 
frequency of inspections will be determined by the risk assessment or in line 
with legal requirements, manufacturers` instructions or other recommended 
guidance.  

18.2.6  All equipment will be maintained in efficient order and in good repair.  

18.2.7  Any defective equipment where there is an increased risk of injury will be taken 
out of operation and not used until the necessary repairs have been completed 
to render it safe to use.  

18.2.8 Equipment users are required to only use equipment for the purpose or 
operations for which it is suitable or intended and to report any defective 
equipment immediately to the appropriate manager.  

18.2.9  Every person who uses equipment will receive suitable and adequate 
information, instruction, training and supervision.  

 
19         ASBESTOS 
 

19.1 We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes managing asbestos that may be present in our premises.  

 
Common sources of asbestos in buildings include:  
19.1.1 Sprayed asbestos and asbestos loose packing - generally used as fire breaks in 

ceiling voids  
19.1.2 Moulded or preformed lagging on pipes and boilers  
19.1.3 Sprayed asbestos used as fire protection in ducts, firebreaks, panels, partitions, 

soffit boards, ceiling panels and around structural steel work  
19.1.4 Insulating boards used for fire protection, thermal insulation, partitioning and 

ducts;  
19.1.5 Millboard, paper and paper products used for insulation of electrical equipment  
19.1.6 Asbestos pipe lagging  
19.1.7 Asbestos insulation board  
19.1.8 Perforated ceiling tiles  
19.1.9 Asbestos cement products including corrugated roofing, gutters and rainwater 

pipes.  

 
19.2 We will endeavour to control the associated risks and to comply with the relevant legal 

requirements, as contained within the Control of Asbestos at Work Regulations 2006 and with 
the Approved Codes of Practice (L127 and L143) issued by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area:  
19.2.1  A survey of all our buildings has been carried out to find out if there is asbestos 

in the premises, the amount and condition.  

19.2.2 All materials will be presumed to contain asbestos, unless there is strong 
evidence that they do not.  

19.2.3 A record of the location and condition of the asbestos containing materials 
(ACMs) or presumed ACMs in all our premises.  

19.2.4  An assessment of the risk from the materials has been carried out.  

19.2.5 A plan will be prepared that sets out in detail how ACMs are going to be 
managed and the risk from this material.  

19.2.6  Steps will be taken to put the plan into action and to review and monitor it.  

19.2.7  Information on the location and condition of the material will be provided to 
anyone who is liable to work on or disturb it.  

19.2.8  All surveys and any required sampling will be carried out by a suitably trained 
person.  

19.2.9  All required asbestos removal work will only be carried out by a licensed 
contractor.  

 
19.3 The Headteacher will ensure that all school staff (including those such as catering and 

cleaning staff who may be employed by others) are made aware of the location of asbestos 
containing materials (ACM) within their work areas.  

  



 

19.4 Under no circumstances must staff undertake any work which could disturb the fabric of the 
building or fixed equipment eg affixing anything to walls without first obtaining approval from 
an Asbestos Authorising Officer.  

  
19.5 Any damage to materials known or suspected to contain asbestos should be reported to the 

Premisesd Manager/Caretaker and the area immediately evacuated and closed/locked off.  
Professional advice will be sought and details of the incident reported to HCC’s asbestos 
team asbestos@hertfordshire.gov.uk.  

  
19.6 The school’s Asbestos Authorising Officers are the Premises Managers/Caretakers and 

refresher training is required 3 yearly.  
 
20         LEGIONELLA  

 
20.1 We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes controlling the health risks associated with legionella bacteria in 
water systems.  

 
20.2 The presence of legionella bacteria in water systems can, under certain circumstances, result 
in the potentially fatal legionnaires disease in employees and other persons who breath in the 
contaminated water droplets.  

 
20.3 We will endeavour to comply with the relevant legal requirements, as contained within the 
Management of Health and Safety at Work Regulations 1999 and the Notification of Cooling Towers 
and Evaporative Condensers Regulations 1992, and with the specific Approved Codes of Practice 
(L8)(L21) and guidance notes issued by the Health and Safety Executive.  

 
20.4 In particular the following rules and procedures will be applied in relation to this area:  
 

20.4.1 We will carry out a risk assessment in respect of the risk of legionella within the 
water systems within our premises, including assessments of the water 
temperatures involved; the possibility of droplet formation and the presence of 
any particularly susceptible persons.  

20.4.2 An up to date schematic plan of the water systems will be prepared.  

20.4.3 The risk assessment and schematic plan will contain details of the precautions 
to be taken and instructions for the operation of the system.  

20.4 .4 Where necessary, a written cleaning and disinfection/treatment procedure for 
the water systems will be developed.  

20.4.5 Regular visual checks will be carried out on the cleanliness and general 
condition of the water system.  

20.4.6 Where necessary, water temperature, chemical water quality and legionella 
checks will be carried out.  

20.4.7 Records of all tests undertaken and maintenance to the water systems will be 
kept.  

 
21         MOBILE PHONES  

We recognise that we have a responsibility to provide a safe and healthy working environment and 
acknowledge that this includes implementing measures to ensure that health and safety is not 
compromised by the use of mobile phones, particularly while driving. We will endeavour to comply with 
the relevant legal requirements, as contained the Management of Health and Safety at Work 
Regulations 1999, and with the specific guidance issued by the Health and Safety Executive and other 
relevant bodies.  

 
In particular the following rules and procedures will be applied in relation to this area:  
21.1  Although the scientific evidence is unclear regarding the adverse effects on the health of 

mobile phone users caused by the emission of radio frequency radiation, it is suggested that 
employees and pupils limit the time spent by them using mobile phones.  

21.2  Wherever possible employees should make every effort to use land-line phones rather than 
mobile phones.  

21.3  Employees must never use their mobile phones when driving.  
 



 

22         LONE WORKING  
 

We recognise that we have a responsibility to provide a safe and healthy working environment and 
acknowledge that this includes dealing with the risks associated with lone working.  

 
We will endeavour to comply with the relevant legal requirements, as contained within the 
Management of Health and Safety at Work Regulations 1999 and other applicable legislation, and with 
the specific Approve Code of Practice (L21) and guidance notes (INDG73) issued by the Health and 
Safety Executive.  

 
22.1 Lone worker is defined as `persons who work by themselves without close or direct 

supervision`.  
 

Examples of lone workers would include:  
22.1.1 People who work in isolation in premises or areas of premises  
22.1.2 People who work outside normal working hours (e.g. cleaners & premises staff)  
22.1.3 Mobile workers  

 
22.2 The following rules and procedures will be applied in relation to this area:  
 

22.2.1  We believe that there is generally no reason why workers should not work alone 
subject to the special risks being assessed and control being implemented.  

22.2.2 All lone working activities or situations must therefore be subject to an 
assessment regarding the special risks involved.  

22.2.3 Where an assessment reveals that a task or job is unsuitable for lone working 
measures must be taken to ensure that adequate supervision, help or back-up is 
provided.  

22.2.4 Lone working must not be allowed in respect of tasks involving the use or 
handling of plant, substances or goods that cannot be carried out safely by one 
person.  

22.2.5  All lone working activities or situations must have suitable emergency procedures 
and first aid facilities.  

22.2.6  All lone workers must receive adequate information, instruction and training.  
22.2.7  Assessments for lone working must take into account any possible risks of 

violence and any special risks to female employees and young persons.  
22.2.8  Suitable and adequate safe working procedures and arrangements must be 

developed and implemented for all lone working activities or situations. Safe 
working procedures in respect of lone working may include:  

 
22.2.8.1 Special alarm devices  
22.2.8.2 Periodic visits by managers  
22.2.8.3 Regular voice contact with lone workers  
22.2.8.4 Automatic warning devices  
22.2.8.5 Return to base/home checks  
22.2.8.6 Mobile first aid kits  

 
23         HEALTH ISSUES 
 

23.1  Drugs and Alcohol  
 

Staff members are not permitted to consume alcohol or illegal drugs when carrying out their 
duties; this includes both on and off the premises, e.g. during school trips.  
Staff members are instructed that they should not carry out their duties whilst under the 
influence of alcohol.  

 
23.2  Smoking Policy  

The Trust acknowledges that second hand tobacco smoke is both a public and work place 
health hazard and have therefore adopted this ‘no-smoking’ policy in any part of the 
premises including all outside areas.  
 
Aims of the Policy  

 



 

The policy seeks to:  
23.2.1 Guarantee a healthy working environment and protect the current and future 

health of employees, customers and visitors.  
23.2.2 Guarantee the right of non-smokers to breathe in air free from tobacco smoke.  
23.2.3 To comply with health & safety legislation and employment law.  
23.2.4 Raise awareness of the dangers associated with exposure to tobacco smoke.  
23.2.5 Take account of the needs of those who smoke and to support those who wish to 

stop.  
 

23.3  Staff Wellbeing  
 

23.3.1 Stress is defined by the Health and Safety Executive as “the adverse reaction 
people have to excessive pressures or other types of demands placed on them.” 
This distinguishes stress from the pressures or challenges that provide the 
motivation for everyday living. Being under pressure can often improve 
performance but when demands and pressures become excessive, they can lead 
to stress.  

 
23.3.2 People respond to pressure in different and individual ways. Much will depend on 

an employee’s personality, experience, motivation and the support available from 
managers, colleagues, family and friends. Difficulties faced outside of work can 
also have an impact on someone’s ability to cope or function well at work.  

 
23.3.3 If stress is intense and sustained it can lead to mental and physical ill-health and 

contributes to employee ill-health and sickness absence. It is important that all 
staff are aware of the factors that can give rise to stress (stressors) so that where 
possible their causes can be foreseen and appropriately managed before 
damage/harm is done. The Headteacher will liaise with staff in identifying the 
individual stressors and, where practicable, steps will be taken to 
minimise/eliminate these stressors.  

 
23.3.4 Please speak with a member of the school Senior Leadership Team and also 

refer to the Staff Wellbeing Policy, and the Trust’s Flexible Working Policy.  
Workloads and stressors will be monitored on an on-going basis as part of 1:1 
reviews. 

  
 

23.4  NEW AND EXPECTANT MOTHERS  
 

We recognise that we have a responsibility to provide a safe and healthy working environment 
and acknowledge that this includes dealing with the risks to pregnant employees or those 
returning after maternity leave. We will endeavour to comply with the relevant legal 
requirements, as contained within the Management of Health and Safety at Work Regulations 
1999 and the Workplace (Health, Safety and Welfare) Regulations 1992, and with the specific 
Approved Code of Practice(L21) and guidance (HSG122) issued by the Health and Safety 
Executive and other relevant bodies.  
 
In particular the following rules and procedures will be applied in relation to this area and 
associated work activities:  

 
23.4.1  We recognise that pregnancy is not an illness and that the related health and 

safety implications can be adequately addressed by health and safety 
management procedures.  

23.4.2  When carrying out all risk assessments account will be taken of the hazards that 
could pose a health or safety risk to new and expectant mothers.  

23.4.3  Where hazards that could pose a risk to new or expectant mothers are identified 
we will take appropriate action to remove or reduce the risk, and will inform 
relevant female employees of childbearing age.  

23.4.4  All expectant mothers must inform the school in writing of their pregnancy.  
23.4.5  In order to protect the health and safety of an employee and her unborn child it is 

in the employees’ best interests that we are informed of the pregnancy as soon 
as is practicable.  



 

23.4.6  We reserve the right to require expectant mothers to provide written medical 
evidence of the pregnancy from a qualified doctor.  

23.4.7  Upon receipt of notification from a new or expectant mother we will carry out a 
risk assessment specific to the employee, based on the initial assessment and 
any medical advice provided by the doctor.  

23.4.8  Following the assessment specific health and safety guidance and instruction will 
be provided as appropriate. This guidance will usually apply prior to the absence 
period and, upon her return, whilst she is breast feeding.  

23.4.9  Where there are jobs or tasks that are considered to be unsuitable for expectant 
mothers due to the serious risk of harm to the mother and/or child we will offer 
suitable alternative work or, where this is not possible, suspend the employee on 
full pay for as long as is necessary to protect her and her child`s health. This 
action would only be contemplated in extreme circumstances and would be 
carried out with full and proper consultation.  

23.4.10 We reserve the right to request that pregnant employees attend a medical 
consultation, and, if necessary, allocate work in accordance with medical opinion.  

23.4.11  For these purposes we define a new or expectant mother as being someone who 
is pregnant, has given birth within the previous six months, or is breastfeeding.  

23.4.12  Anyone who is pregnant and has any concern regarding health and safety at 
work, because of her pregnancy, must seek advice from her manager before 
undertaking the task about which she has a concern.  

 
24         VISITORS AND CONTRACTORS  
 

We recognise that we have a responsibility to provide a safe and healthy working environment and 
acknowledge that this includes controlling the safety and work of visitors and contractors when present 
on Company premises. We will endeavour to comply with the relevant legal requirements, as 
contained within the Management of Health and Safety at Work Regulations 1999 and Construction 
(Design and Management) Regulations 2007 and with the specific Approved Code of Practice (L144) 
and guidance issued or approved by the Health and Safety Executive.  

 
In particular the following rules and procedures will be applied in relation to this area:  
 
24.1  Visitors and contractors will not be permitted on school premises unless specifically 

authorised to do so.  
24.2 All visitors and contractors will be required to comply with the Health and Safety Policy. See 

‘responsibilities of contractors and visitors’ and relevant rules and procedures.  
24.3  We will take all reasonable steps to ensure the health and safety of all visitors and 

contractors.  
24.4 We will provide all visitors and contractors with such information, instruction and training as 

required to ensure their health and safety and to assist them in complying with their 
obligations, including:  
24.4.1 Safety policy  
24.4.2 Relevant risk assessments  
24.4.3 Relevant safe systems of work  
24.4.4 Emergency response procedures  
24.4.5 First aid facilities  
24.4.6 lfare facilities  
24.4.7 Site rules and procedures  
24.4.8 Safety plans  
24.4.9 Site induction training  

24.5  All visitors and contractors must report to the school reception / site office upon arrival and 
leaving.  

24.6  We will take account of the possible presence of visitors and contractors when developing, 
implementing and practising fire and other emergency procedures.  

24.7  All visitors and contractors must report immediately any accidents or incidents resulting in 
injury or damage to the SBM.  

24.8  We will record all accidents and incidents involving visitors and contractors and comply with 
their legal reporting requirements under RIDDOR.  

24.9  All contractors will be expected to comply with all relevant legal requirements, codes of 
practice and guidance relating to their operations and work activities.  

 



 

25         LETTINGS   
25.1 If the school is let, the Headteacher must be satisfied that the hiring organisation will use the 

premises in a safe manner. A signed, written letting agreement should be completed and 
copies kept. Each School should have their own written Lettings Agreement, which should be 
reviewed annually. 

 
25.2 The hirers Competent Person will be responsible for the H&S of all participants during the 

period of hire and will be responsible for providing the school with up-to-date risk 
assessments.  

 
26         WORK RELATED LEARNING 

Where students in are involved in ‘non-qualification’ activities as part of their study programme e.g. 

work shadowing, work experience or other work related learning, enterprise activities, study visits etc. 

then the school retains a duty of care for all students undertaking such activities. Work shadowing and 

work experience placements should be suitable and thus proportionate checks on health and safety 

and suitable insurance cover will be conducted.  

  

Work experience (for secondaries schools) 
  

26.1.1 All students are briefed before taking part in work experience on supervision arrangements 

and health and safety responsibilities.  

26.1.2 The schools utilise Youth Connexions who will assess the suitability of the placement and 

provide all relevant supporting documentation. No work experience placement will go ahead if 

deemed unsuitable. Depending on the nature of the placement and risk this may necessitate a 

preplacement visit undertaken by a competent person(s)1     

26.1.3 Where work placements form part of the vocational qualification offered by a FE college then 

the college is responsible for ensuring equivalent placement checks are conducted.  

26.1.4 Every student will receive a placement job description highlighting tasks to be undertaken and 

any necessary health and safety information which is passed onto the parent / carer.  

26.1.5 Arrangements will be in place to visit/monitor students during the placement.  

26.1.6 Emergency contact arrangements are in place (including out of school hours provision) in 

order that a member of school staff can be contacted should an incident occur.  

  

Any incidents involving students on work placement activities will be reported to the placement organiser / 
Education H&S Team at the earliest possible opportunity.   

  

  

  

 
1 In order to be deemed competent an individual should hold a suitable nationally accredited/recognised 

qualification(s). E.g. IOSH (The Institute of Occupational Safety and Health) Managing Safely qualification. 

In addition to having occupational competence, knowledge and understanding in relation to sector specific 

placements. Particularly in high risk placements such as construction, agriculture, equestrian etc.  
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SUBJECT: Health & Safety for School Governors 

 

 
 

Introduction 

 
1. All schools have a duty to comply with the legal requirements outlined in the Health and Safety at Work 

etc. Act 1974 and its associated regulations. 
 

2. The Act requires that employers ensure the health, safety and welfare of staff as far as reasonably 
practicable, and that non-employees are not put at risk from any work activities that the employer 
undertakes. 

 
3. Who the employer is varies depending on the type of school as follows: 

 

School Type Employer 

Community LA 

Voluntary controlled 

Foundation Governing body 

Voluntary Aided 

Academies and free schools Academy Trust 

 
4. Whilst overall accountability for health and safety lies with the employer, day-to-day running of the 

school including responsibility for the health and safety of staff and pupils is normally delegated to the 
head teacher and school management team.  

 

The Governing Board role 

5. In LA controlled schools (community and voluntary controlled schools) the Board of Governors role is 
to ensure clarity of vision, ethos and strategic direction in relation to health and safety. This should 
include: 

● Taking reasonable steps to make sure that the school is following the employer's policy and 
procedures e.g. through regular discussion at governance meetings. 

● Ensuring staff receive adequate training to enable them to carry out their responsibilities. 
● Promoting a sensible approach to health and safety, making use of competent health and safety 

advice when required.  
● Working in close partnership with the head teacher and senior management team to support sensible 

health and safety management and to challenge as appropriate. 

This document is intended to provide governing bodies with an outline of H&S responsibilities and 
their role in support & challenge on H&S management in schools.  
Where HCC are not the duty holder e.g. for Voluntary Aided (VA), Foundation, or Academy status 
schools this guidance is commended to them.  



 

The governing board have a key part to play in tackling risk aversion, helping to provide a wider 
sense of perspective and helping the school to get the balance right on managing risk. 

6. Whilst there is no statutory duty to appoint a H&S Governor we would recommend this in order to give 
support & challenge in this area better focus, a sample role description for a H&S Governor is included 
in this document. 

 

Developing a framework for monitoring Health and Safety  

7. Where HCC is the employer then there are arrangements for ensuring risk management is 
implemented via: 

● setting of consistent policies and standards,  
● providing access to competent H&S advice and  
▪ monitoring schools to check policies and procedures are implemented and working (H&S  audit of 20% 

of schools per annum). 

8. Where the LA is not the employer then the Governing Board should ensure systems are in place to 
effectively manage health and safety, there is no requirement for schools to adopt the LA’s policies 
and procedures but Governors must ensure that their employer obligations under H&S legislation are 
met.   
 

9. School’s management of H&S should be based on the HSE model of the Plan, Do, Check, Act 
approach and so achieve a balance between the systems and behavioural aspects of management.  
http://www.hse.gov.uk/pubns/books/hsg65.htm.  
The table H&S management system implementation in this document gives examples of how you 
can ensure H&S is being effectively implemented and managed against this model. 
 

10. There is therefore a requirement for all schools to formally monitor and evaluate the effectiveness of 
the health and safety systems within the school / their departments. 

 
11. Developing a systematic approach to health and safety, based upon a regular review and clear 

allocation of responsibilities, improves the quality of health and safety management, reduces wasted 
effort and the burden on the Headteacher and other senior managers in the school. 

 
12. Routes to achieving this: 

 
● Clearly define and agree responsibilities between the headteacher and governors (ensure duties of 

other key staff are clear) 

● Governors should maintain a strategic oversight of health & safety issues and undertake checks to 
ensure that the strategy is effective, whilst leaving operational duties to school staff. 

● Ensure there is a clear audit trail of actions and an effective means of monitoring and reporting, 
including to the governing body. This reduces the risk of safety issues slipping through the net and not 
being addressed. 

● Check the relevant HCC / national guidance to determine what actions were necessary and how 
frequently these needed to be undertaken. 

● Develop an annual calendar showing which tasks needed to be undertaken in each month / term and 
who was in the lead on each of these, e.g. the designated governor, the head teacher, premises staff.  

● It would be recommended that health and safety was treated as a standard agenda item at relevant 
meetings as a way of demonstrating opportunities for staff to raise health and safety concerns. 

In the event of any queries / for further advice contact the health and safety team on 01992 
556478,healthandsafety@hertfordshire.gov.uk  

 
 

http://www.hse.gov.uk/pubns/books/hsg65.htm
mailto:healthandsafety@hertfordshire.gov.uk


 

13. Useful tools / advice 
Governors H&S checklist 
This template can be adapted and used by the School’s Governing Board to help monitor and review 
health and safety performance standards.  The frequency of and priority areas for assurance / 
monitoring should be agreed by SLT and Governors dependent upon locally recognised needs, but 
some form of review should be undertaken at least annually.   
A list of key areas for monitoring is also included below. 

 
DfE advice on health and safety for schools  

 
DfE standards for school premises 

 
DfE good estate management for schools 
Provides details of statutory compliance checks etc. for the premises. 
Governing bodies should be clear about how the school knows it is complying with all necessary legal 
requirements relating to the occupation of the estate, including: 

● health and safety law and other relevant laws and regulations 
● planned preventative maintenance 
● statutory inspecting and testing 

You can ask to see copies of maintenance and testing schedules.  
Particularly important is an understanding of effective controls to manage asbestos and fire risks. 

The role of the health and safety governor 

 
PURPOSE OF ROLE: 
To provide the link between the Governing Board (GB) and the school in relation to Health and  
Safety, keeping the GB informed of health and safety issues.  
 
To meet with relevant school staff (termly / insert frequency) to ensure: 

● Proportionate controls are in place to meet relevant H&S legislation 
● Significant risks are effectively controlled and the school get the balance right on  

managing risk.  
● Monitoring procedures are in place. 

 
KEY TASKS: 

● To help promote a positive H&S culture and high standards of health and safety within the school; 

● To be aware of and ensure adherence to the Local Authority’s/ national advice and guidance on health 
and safety, seeking specialist advice where required; 

● Keeping informed by reading new materials and information relating to health and safety matters 
received into the school or published in educational health and safety publications. 

● To ensure access to competent H&S advice is maintained; 

● To liaise with the Premises/ resources / insert relevant Committee and key school staff (School Business 
Manager, Site Manager / Caretaker and Head) about current issues and action planning; 

● To receive reports (termly / insert frequency) from the Headteacher or other nominated member of 
staff in relation to H&S (e.g. inspections, accident records / trends etc.) monitoring any actions arising. 

● To effectively monitor the implementation and effectiveness of the school H&S policy (The Governors 
checklist can be adapted / adopted for this purpose, see also the Key aspects of implementing a H&S 
management system attached); 

● To monitor the completion / review of risk assessments and the implementation of identified controls 
for significant risks (consider sampling these on an annual basis); 

● To ensure that when awarding contracts health and safety is included in specifications & contract 
conditions; 

● To keep the governing board  informed of health and safety issues. 

https://www.thegrid.org.uk/info/healthandsafety/documents_manual/governors_management_annual_inspection_checklist_2018.doc
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/guidance/standards-for-school-premises
https://www.gov.uk/guidance/good-estate-management-for-schools/health-and-safety
https://www.thegrid.org.uk/info/healthandsafety/documents_manual/governors_management_annual_inspection_checklist_2018.doc
https://www.thegrid.org.uk/info/healthandsafety/documents_manual/governors_management_annual_inspection_checklist_2018.doc


 

 

Attend appropriate LA/governor training if required 
 
REPORTING ARRANGEMENTS 
During the year the items detailed below under key areas for monitoring should be considered and a brief 
summary report tabled in a full governing body meeting.  This will provide governors with assurance that 
responsibilities are being met as well as providing a means of sharing knowledge across the governing body. 
 
Key areas for monitoring: 
Policy  

● Reviewed regularly (annually recommended) to take account of the latest Local Authority  model on 
the Grid. 

● Agree plans to monitor the implementation of local arrangements. Ensure amendments to the health 
and safety policy are communicated to staff at the beginning of the academic year. 

 
Site Inspections  

● General checklists for the school site and curriculum specific areas KS1-4 (DT, Science, PE) are 
available on the Grid.  

● Responses to these should be co-ordinated by a member of SLT, findings recorded and actions 
followed through to completion. There should be an effective method of tracking the status of actions. 

● The Governors checklist is designed to assist governors and SLT when conducting an annual health 
and safety inspection. 

● Governors / headteacher to monitor progress with action plans arising from any HCC audits (20% of 
LA maintained schools per annum). 

● Ensure the outcomes of any inspections undertaken are reviewed and the necessary remedial action 
has been taken.  
 

Risk assessments 
● Ensure that risk assessments are in place for the premises, activities and specific roles / individuals - 

identify the range of assessments conducted and date last reviewed. (For example the fire risk 
assessment having been completed and reviewed in the light of any changes to buildings / activities). 
 

Proactive asbestos management 
● The asbestos permission to work system is being used on every occasion work is conducted on the 

fabric of the building (this applies equally to site staff and contractors). 
● Asbestos management plan is up to date and reviewed at least annually. 
● Annual visual inspection has been undertaken and documented for all asbestos remaining. 

 
Records of training and induction 

● Ensure staff induction incorporates the school H&S policy and arrangements and that there is a 
documented signed record of such training having been conducted and understood. 

● Identify health and safety competencies required and that any training needs within the school are 
being met. E.g. The school have at least 2 asbestos authorised officers, refresher training required 3 
yearly. 

Accident records 
● Monitor accidents for any trends, all significant incidents (all RIDDOR incidents) to be notified to 

governing body. 
● Outcomes and investigations are reviewed and remedial actions implemented 

Effective records of servicing and routine maintenance 

● E.g. electrical equipment, fixed electrical systems, gas boilers, PE equipment etc. With remedial 
actions able to be tracked to completion.
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H&S MANAGEMENT SYSTEM IMPLEMENTATION 

The following can be used to help generate establishment specific planning to ensure H&S is effectively implemented and managed. It is not a definitive list and can be 
amended according to establishment needs. 
 

ELEMENT OBJECTIVES POSSIBLE TARGETS TO PLAN FOR 

 
 
 
 
 
 
 
 

PLAN 
 

Policy & 
Management 

 
 

 

 
 

H&S Policy is developed and regularly 
reviewed 

o Those responsible for developing and reviewing the H&S Policy are identified; 
o The H&S Policy is reviewed annually to take account of LA guidance and requirements as 

well as any local changes;  
o Policy reflects LA model ; 
o The H&S Policy is approved by the full Governing Board and signed / dated by the 

Headteacher and Chair of Governors. 

 
H&S Policy is communicated to 

stakeholders 

o The H&S Policy is brought to the attention of all staff, Governors and others as necessary; 
o The H&S Policy is made available to all staff (e.g. via intranet or hard copy). 

 
Governor nominated to be responsible for 

H&S 

o A named Governor has been made responsible for H&S;  
o The named Governor has undertaken appropriate learning and development 

opportunities. 

 
Governing Board has process to discuss 

H&S issues 

o H&S is a standing agenda item on relevant Committees; 
o A committee is instigated that allows H&S to be discussed; 
o The Committee meets at least once a term and monitors H&S reports; 
o The Committee reviews the H&S management system at least annually.  

 
 
 
 

PLAN 
 
 
 
 
 
 

Organisation and 
Arrangements 

 
 

 
Roles and responsibilities are identified 

o Specific H&S roles have been determined (e.g. writing H&S Policy and procedures, risk 
assessing, maintenance, EVC etc.)  

o Staff have had any training required to undertake their role; 
o Roles and responsibilities have been detailed in the H&S Policy. 

 
Staff are engaged and supervised 

o Staff with specific duties know what to do (written into JD’s, awareness and information 
provided); 

o Staff are given time and resources to undertake duties;  
o Staff are effectively monitored to ensure they are undertaking duties (e.g. performance 

management, appraisals, one-to-one, meetings)  

 
 

Learning and development requirements 
are identified 

o H&S training matrix is developed; 
o H&S induction training is identified and recorded; 
o Staff handbook contains basic H&S information;  
o Learning and development for staff with specific duties has been determined (e.g. training 

courses, mentoring, distance learning, NVQ, INSET etc). 

 
Information, instruction and training is 
provided 

o H&S induction training is provided ( and documented) for all new staff when they join; 
o Specific information, instruction and training is for planned and undertaken; 
o Records of information, instruction and training are maintained (e.g. part of CPD) 

 

 
Consultation and communication on H&S 

issues takes place 

o Means of consulting with staff on H&S is established; 
o Means of informing staff of any changes in policy and procedures established;  
o Means of informing visitors of emergency procedures is in place; 
o H&S Law poster is displayed/H&S notice board developed.  
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DO 
 
 

Risk profile 
Hazards and Risk 

Assessing 
 

 
 
 

H&S hazards have been identified 

o Local authority guidance has been referred to;  
o School inspection reports have been completed and hazards identified; 
o Incident investigation reports have been completed and any remedial actions identified;  
o Competent advice has been sought to help identify hazards. 

 
 
 
 

Risk assessments are completed 

o Risk assessments requiring completion have been identified e.g. Premises related (e.g. 
building, outdoor play etc.); Person related (e.g. Site Manager/caretaker duties, Lab 
technicians, cleaning staff etc.); Curriculum related (e.g.  educational visits, science, 
D&T, PE); Non-curriculum related risk assessments (e.g. extended services, after school 
clubs, events); 

o Persons responsible for completing risk assessments have been identified and provided 
with learning/development. 

 
Risk assessment review 

o Risk assessments are reviewed when significant change occurs (e.g. accident or incident, 
procedural change etc.) 

o Annual rolling programme of review. 

 
 
 

Risk register is populated and reviewed 

o Risk register owner is identified and named ;  
o Risk register is completed with significant risks requiring action being identified in risk 

order ; 
o Risk register is reviewed by committee every term to determine if necessary actions have 

been taken; 
o Risk register is updated every term by risk register owner to reflect actions taken. 

 
 
 
 
 
 
 
 
 
 

DO 
 

Risk Control 
 

 
 

 
 

Premises control measures are 
implemented 

o Fire risk assessment and evacuation strategy; 
o Asbestos register and asbestos management plan kept up to date; 
o Legionella written scheme of control and testing; 
o Plant and equipment written scheme of planned maintenance;  
o Play equipment inspected and maintained; 
o Building maintained in state of good repair/good housekeeping; 
o Grounds and trees well maintained and inspected ; 
o Parking and vehicles controlled on-site; 
o Kitchen (food hygiene, catering facilities); 
o Add any planned remedial works to the school’s asset management plan 

 
People control measures are 

implemented 

o SEN pupil needs identified and control measures implemented 
o Handling/lifting of children eliminated/minimised;  
o Health and infection control procedures (stress, animals in schools etc.) 
o Personal safety/security (lone working, violence/aggression) 
o Working at height (site staff, drama, ICT etc.)  
o DSE (workstation assessments) 

 
Non-curriculum control measures are 

implemented 

o Contractors hiring, competency and management procedures; 
o Construction management procedures; 
o Substances identification and control; 
o Event management (school plays, parents evenings etc.); 
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o Breakfast clubs/extended services/wrap around care.  

 
 

Curriculum control measures are 
implemented  

o Heads of Department / subject leads (co-ordinators) have considered and made use of 
national advice and can demonstrate effective links to daily use texts (scheme of work 
planning etc.) E.g. 
D&T risks managed according to CLEAPSS/DATA/BS 4163 good practice (ASE Be Safe! 
for primary schools)  
PE risks managed according to AFPE good practice 
Science risks managed according to CLEAPSS / ASE  good practice   
Educational visits managed according to OEAP good practice 

 
Emergency procedures are in place 

o First aid equipment, personnel and procedures; 
o Administration of medicines policy and procedures; 
o Fire emergency plan and procedures.  

 
 
 
 
 
 
 

CHECK / ACT 
 

Monitoring and 
Review 

 
Incident reporting procedures are 

developed 

o Councils on-line reporting system (via Solero) is utilised; 
o Reporting procedures made known to staff at induction; 
o Incident statistics are reviewed by Head/committee. 

 
 

Investigation procedures are developed 

o Person/s nominated to undertake accident/incident  investigations; 
o Person/s nominated to undertake accident/investigations provided with necessary 

learning and development ;  
o Incident reports are produced and reviewed by Head/committee; 
o Remedial action agreed and planned as necessary. 

 
 

Inspections are regularly completed 

o Inspection procedure and cycle developed and implemented; 
o Inspection checklist adapted to be site specific; 
o Persons undertaking inspections provided with necessary learning and development; 
o Inspections formally recorded and report reviewed by Head/committee; 
o Remedial action agreed and planned as necessary. 

 
 

Review of H&S management is 
completed 

o Review of procedures developed and that have been implemented  
o Review checklists / monitoring tools; 
o Governing Board to be provided with review report on annual basis 
o Any remedial actions agreed and planned as necessary 

 


