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1. Your Health and Safety Management System 

Providing a safe and healthy environment is not only a legal requirement but also an essential part 

of employee and pupil care. This document has been written to help you ensure you successfully 

implement and manage areas of health and safety and comply with relevant legislation.  

 

This policy must be implemented in conjunction with the modules on Compliance Centre.  

 

A guide for your Next Steps in the implementation of your Health and Safety Management System is 

provided as a separate document on the Document module on Compliance Centre. 
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2. Policy Statement 

Under the Health and Safety at Work etc. Act 1974 employers, and self-employed persons, are 

responsible for health and safety in their business. Health and safety laws are there to protect you, 

your employees and the public from dangers in the workplace. 

 

This is the statement of general policy and arrangements of: 

The Learning for Life Partnership 

 

who regard the promotion of Health and Safety measures as a mutual objective for management 

and employees at all levels and recognises its duty to comply with the Health and Safety at Work 

etc. Act 1974 and associated regulations, so far as is reasonably practicable. 

 

Name: James Bancroft 

 

has overall and final responsibility for health and safety. 

 

Name: Scott Bickerton 

 

has day-to-day responsibility for ensuring this policy is put into practice. 

 

Statement of General Policy Responsibility of: 

(Name/Title) 

Action/Arrangements 

(What are you going to do?) 

Prevent accidents and cases of 

work-related ill health by managing 

the health and safety risks in the 

workplace. 

 

James Bancroft 

Principal 

Risk Assessments 

Engage and consult with 

employees. Provide clear 

instructions and information, with 

adequate training, to ensure 

employees are competent to do 

their work. 

 

James Bancroft 

Principal 

Staff Induction 

Ensure that any point of access or 

egress (including emergency 

escape), under our control is 

maintained in a condition that is 

safe and without risk to health 

Scott Bickerton 

Site Manager 

Daily Checks 

Weekly Checks 

   

Maintain safe and healthy working 

conditions, provide and maintain 

plant, equipment and machinery, 

and ensure safe storage, handling, 

transport and use of substances. 

 

Scott Bickerton 

Site Manager 

Daily Checks 

Provide and maintain a working 

environment for the employees of 

The Company that is safe, without 

risks to health and has adequate 

facilities and arrangements for their 

welfare whilst at work. 

 

James Bancroft 

Principal 

Daily Walk Rounds 

Risk Assessments 

Ensure the health, safety and 

welfare of all employees whilst at 

work. 

 

James Bancroft 

Principal 

Staff Meeting discussions 

Defects Log Book 

Site Manager Liaison 
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Conduct all work activities in such a 

way so as to ensure that persons 

who may be affected and are not in 

our employment are not exposed 

to risks to their health and safety. 

 

Scott Bickerton 

Site Manager 

Risk Assessments 

Permits to work procedure during 

contractor sign ins 

Daily site checks 

Ensure that the Health and Safety 

Management System is reviewed 

and monitored at regular intervals. 

James Bancroft 

Principal 

Half-termly liaison with Site Manager 

Health & Safety Committee 

meetings 

 

 

 

 

  

Signature: 

 

 

Job 

Title: 
 Principal Date:    24/3/2021        
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3. Roles and Responsibilities 

3.1 The Employer 
 
All legal responsibility and accountability for health and safety rests with the employer (Trust). The 

employer may delegate day to day responsibilities to other members of staff such as the Principal 

and other school managers.   

 

The Employer will delegate the following responsibilities to Academy Principals who may 

choose to distribute roles and responsibilities amongst their team: 

 

• Ensure that the school is successfully implementing all health and safety policies and 

procedures as set by themselves, and monitor compliance to ensure they are working  

• Ensure employees are competent in implementing the policies and procedures by providing 

relevant training and guidance 

• Provide access to health and safety advice as and when required 

• Inform employees about the real health and safety risks that are present at work and how 

best to manage them 

• Ensure control measures have been implemented effectively 

 

 

         Employer 

         Name: 
 The Learning for Life Partnership 

  

 

 

3.2 Local Advisory Board (LAB) 
 

The LAB is appointed by the employer (Trust) to ensure the health and safety strategies are clearly 

communicated throughout the school.  

 

The LAB will:  

 

• Ensure the school is following all policies and procedures that the Employer has in place 

• Ensure any maintenance work is organised and carried out in good time so the school is 

maintained to a high standard 

• Work alongside the Principal to manage health and safety in the school 

• Ensure staff receive appropriate training to adequately complete their duties 

 

 

3.3 Principal 
 
The role of the Principal is to manage risk and health and safety in the day-to-day running of the 

school. The Principal should support and motivate colleagues to undertake their duties safely and 

with regard for the health, safety and welfare of themselves and pupils. 

 

 

Name: James Bancroft 

 

The Principal will: 

 

• Ensure that the Health and Safety Management System and supporting documents are being 

followed and arrangements are in place for effective management of health and safety 

• Ensure effective communication is maintained with all colleagues and any relevant 

information is provided to pupils, visitors, contractors and members of the public 

• Ensure all colleagues are appropriately trained and competent to successfully carry out their 

duties 
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• In most cases act as the Responsible Person 

 

Consult with Trade Union and safety representatives regarding and relevant health and safety 

matters. Ensure that all staff are aware of their responsibilities and understand the 

arrangements the school has in place to control any potential risks.   
 
3.4 Health and Safety Responsible Person 
 
The role of the Health and Safety Responsible Person is to ensure that the school operates in 

accordance with the Health and Safety Policy Statement and supporting health and safety policy 

documents/arrangements.  In most instances the responsible person is the more senior member of 

staff employed on site i.e. The Principal 

 

Name: James Bancroft 

Job Role: 
Principal 

 

 

The Health and Safety Responsible Person will, so far as is reasonably practicable: 

 

• Ensure that the Health and Safety Policy Statement and supporting policies are implemented, and 

reviewed, at least annually or as circumstances may dictate 

• Provide information, instruction, training and supervision, to the level that is necessary to ensure 

the health, safety and welfare of colleagues and pupils at school 

• Ensure that any point of access and egress under our control is maintained in a condition that is 

safe and without risk to the health, safety and welfare of employees, pupils and others who may 

be affected 

• Ensure that risk assessments are carried out, recorded and reviewed and that they are applicable 

to all activities undertaken by the school. All risk assessments must be made available to 

employees and others who may be affected by the activities 

• Ensure activities are undertaken in such a way, in accordance with control measures identified by 

risk assessment, to ensure that persons who may be affected and are not in our employment are 

not exposed to risks to their health and safety 

• Ensure that if PPE has been determined necessary by risk assessment that suitable and sufficient 

PPE is made available to employees, is worn at all appropriate times and is maintained in 

accordance with manufacturer’s instructions 

• Ensure that the legal requirements affecting health, safety and welfare are implemented, and 

make certain that all facilities that have been provided are adequately maintained 

• Actively encourage and support teacher and colleague involvement in decisions relating to the 

management of health, safety and welfare in the school. 

• Work with and support the Employer and Principal in the development of legal compliance and 

support effective communication with all involved in the school in matters affecting their health 

and safety 

• Investigate any accident, incident or near miss with the objective of learning from the event as 

well as identify and implement improvements as deemed necessary 

• Conduct internal checks, school inspections and both internal and external school activity reviews 

to ensure that the control measures detailed in the risk assessments are being implemented 

• Ensure that the Employer and Principal communicates all health and safety policies and procedures 

to all necessary personnel including teachers, teaching assistants and all other colleagues. 

• Ensure that all statutory inspections relating to the school are being carried out and that any 

necessary improvements/maintenance or other requirements are implemented 

3.5 Representative for Employee Safety 

The employer has a duty to consult with their employees, or their representatives, on matters of 

health and safety. Information regarding the risk controls must be given to employees. Employees 

also have a duty to co-operate with employers and co-workers to help everyone meet their legal 

requirements.  
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Effective communications play a vital part in engaging with employees providing them with the 

relevant information required to work safely, prevent accidents and ill health and also provide a 

conduit for their views. The information provided should be communicated appropriately, taking into 

account workers’ teachers’ and colleagues’ levels of competence and the size and structure of the 

school. Discuss with employees about how they would prefer to receive health and safety related 

information, as more than one method may be required.  

 

The Representative for Employee Safety is an elected member of staff from the workforce and is 

responsible for improving the employees’ involvement and engagement relating to matters which 

could improve health and safety performance and will form the link between management and the 

general workforce.   

 

The employee does not take responsibility for the site Health & Safety.  The role is to assist with the 

communication of Health & Safety matters on the school site and to act as a member of the team 

that staff can go to if they would like an issue to be raised. 

 

Name: Steph Watson 

Job Role: 
Vice Principal 

 

 

The Representative for Employee Safety will: 

 

• Support the Responsible Person to meet the specific health and safety performance targets set by 

the Health and Safety Committee 

• Support the Responsible Person to ensure that all health and safety policy documents are 

thoroughly implemented in all departments within the school premises 

• Actively encourage employee involvement to take part in making decisions to manage health and 

safety in the workplace 

• Provide and exchange information and engage in consultation with employees and support the 

Responsible Person 

• Provide and maintain evidence of employee participation and feedback on health and safety 

matters 

Represent employee contributions to health and safety at the health and safety committee 

meeting 

3.6 Employees 

The employer requires that all employees act in a responsible manner whilst in the course of their 

employment. All employees must do everything within reason to prevent injury or harm to 

themselves and others and must follow safe working practices.  

 

Employees will: 

 

• Undertake their work in accordance with the relevant safe working procedures and implement the 

control measures identified by risk assessment 

• Actively contribute, co-operate and support the company on matters relating to health and safety, 

helping to develop a positive health and safety culture 

• Attend appropriate work-related health and safety training courses as required 

• Report all accidents, dangerous occurrences and hazards present in the school to their Principal 

• Not take part or promote horseplay, pranks or practical jokes, which may result in accident or 

injury 

• Not interfere, tamper or misuse any item provided for health, safety or welfare purposes 

• Use only the correct tools and equipment provided for the job which they are trained to use and 

are designed for that specific intended use. Do not use any defective or damaged tools, machinery, 

systems or equipment and ensure any such issues are reported to their Principal 

• Report to their Principal as soon as possible, any work situation which they consider may represent 

a serious, immediate or long-term danger to health and safety. This includes any deficiencies or 

shortcomings they have identified within the company arrangements for health and safety 

practices and procedures 
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Disciplinary action may be taken against any colleague who does not strictly adhere to the policies 

and procedures and they may also be prosecuted by the Enforcing Authority if found in breach of 

health and safety legislation. 

3.7 Caretakers / Site Managers 

The Caretakers / Site Managers are responsible for the general maintenance and security of school 

buildings and areas. 

 

Name: Scott Bickerton (Site Manager) and Kev Clark (Assistant Caretaker) 

 

 

Caretakers / Site Managers will: 

 

• Work in accordance with the health and safety policy and supporting policy documents 

• Carry out daily and routine checks of the school premises including outdoor playgrounds 

• Ensure that all machinery and equipment is maintained in good condition  

• Carry out basic repairs required to school buildings, areas and equipment 

• Priorities maintenance tasks in order of importance 

• Supervise external contractors and ensure they are working in a safe way, complying with all 

health and safety policy documents and risk assessments 

• Ensure any hazardous chemicals are stored and used safely 

• Arrange and co-ordinate any maintenance checks required for electrical and firefighting 

equipment 

• Make relevant arrangements for school trips  

  
 
3.8 Health and Safety Committee 

 
The health and safety committee will be chaired by the Responsible Person. The role of the 

committee is to support the Employer and Principal to achieve their health and safety commitments 

by the implementation of this health and safety policy statement and supporting policy documents 

and it will: 

 

• Hold a minimum of 2 formal meetings per year at school level. Meeting minutes are to be 

distributed to all persons attending the meeting and the senior management team to complete 

relevant action points and for information.  Minutes should be shared with the Estate & Compliance 

for the Trust. 

• Review near miss, injury, accident and incidents/hazardous occurrences records and rates for the 

school and, where reasonably practicable, make appropriate improvements 

• Review internal audits and where reasonably practicable, make appropriate recommendations for 

improvements to the employer (Trust). 

• Review any external audits (if applicable) and, where reasonably practicable, make appropriate 

improvements 

• Review the health and safety policy documents in accordance with the review procedures and, 

where reasonably practicable, make appropriate amendments 

• Ensure that appropriate records and monitoring systems meet statutory requirements 

• Review of new and updated health and safety legislation, codes of practice and industry standards 

 

More details about organising Safety Committee meetings are available on the HSE website. 
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4. Health, Safety and Welfare in School 

The Workplace (Health, Safety and Welfare) Regulations place a duty on employers to protect the 

health and safety of everyone in the school and ensure that adequate welfare facilities are provided 

for people at the school.  

 

Welfare facilities include adequate ventilation, lighting, temperature, cleanliness and sanitary 

conveniences as well as the provision of drinking water, rest and dining areas and clothing where 

this is required. 

 

Checks on the facilities provided can be recorded in the Compliance Centre Monitoring module. 

 

5. Training and Competency 

All employees need to know how to work safely and without risks to health. The Principal must 

assess or delegate the assessment of the training needs of each employee, self-employed, 

contractor and visitor on site so that they are aware of the working environment and precautions to 

be taken. Training includes induction training, familiarisation, practice drills, skills development, 

shadowing, instruction, information and supervision.  Any training required for the Principal will be 

identified by the employer (Trust). 

 

There is a legislative requirement for refresher training, however in general, the HSE do not state 

mandatory intervals for refresher training.  As a guide, training should be refreshed: 

• Where an employee is exposed to new or increased risks through a change or process or 

technology 

• After an incident 

• When an employee has not carried out that task for some time or has been out of the business for 

some time e.g. due to long term sickness, sabbatical or maternity/paternity leave 

• At periodic intervals as appropriate or as determined by risk assessment 

 

Some employees may require additional training, such as teachers whose work involves a greater 

element of risk or teachers who work with vulnerable pupils. If a teacher changes their role or day 

to day duties, their training requirements may change to reflect this.  

 

A training record should be kept for each employee and updated each time a new training course or 

refresher training is delivered. Training plans and records can be setup and stored in the Compliance 

Centre Training module.  

 

Health and safety training should be undertaken during working hours and it must not be paid for by 

employees. Speak to your employees after training to ensure that it was relevant and effective, and 

to identify if there are any gaps in the training provided. 

 

 

6. Risk Assessments 

A risk assessment is simply a careful examination of what, in the school, could cause harm to 

colleagues or pupils, so that you can weigh up whether you have enough precautions or whether 

you should do more. 

 

Under the Management of Health and Safety at Work Regulations, every employer has a duty to 

make a suitable and sufficient assessment of: 

 

• The risks to the health and safety of employees which they are exposed to whilst they are at work 

• The risks to the health and safety of visitors and contractors arising out of their undertaking 
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The risk assessments should be carried out using the Compliance Centre Risk Assessment module 

by a suitable trained and experienced Risk Assessor, who is competent to carry out the assessments 

concerned.  

 

The methodology for Risk Assessments will score identified risks using a risk matrix to provide an 

initial risk profile – low/medium/high – using the probability of risk and impact of the risk.  

Strategies to reduce risk will then be identified and deployed to reduce the risk which should result 

in the risk being reduced and therefore the risk profile score being reduced 

 

6.1. Requirements to Review Risk Assessments  

The following factors will generate a requirement to review and, possibly, amend the risk 

assessment and safe system of work: 

• A change in process or scale of operation 

• New technology which allows safer methods 

• An accident, near miss or dangerous occurrence 

• A workplace (e.g. OFSTED) inspection that identifies issues 

• Any reason to believe it is no longer valid 

• Routine review (HSE recommends annually) 

 

6.2. Legislative Risk Assessments  

Some activities require a more detailed process of risk assessment under specific legislation, as 

there could be specific controls that need to be put in place. The list below illustrates the activities 

which require a competent person or third party to conduct them. For further advice contact Shield 

Safety Group. 

 

• Asbestos Survey/Risk Assessment 

• COSHH Risk Assessment 

• Display Screen Equipment Risk Assessment 

• Fire Risk Assessment 

• Legionella Survey/Risk Assessment 

• Manual Handling Risk Assessment 

• New and Expectant Mothers Risk Assessment 

• Noise Risk Assessment 

• Work at Height Risk Assessment 

• Young Person’s Risk Assessment 

• Violence to Employees at Work  

• Off Site Visits – Residential and School Trips (including adventure activities) 

• School Security 

• Infection Control 

• First Aid and Medical Needs 

• Work Related Stress 

 

7. Accident, Incident and Near Miss Reporting 

All colleagues, visitors and contractors must report any accidents, incidents, work-related illnesses 

or near misses which occur in the school, to both colleagues and pupils This can be undertaken in 

the Compliance Centre Incident/Helpline module.  

 

Serious accidents resulting in injury or significant loss should be investigated to discover the cause 

and establish an action plan to prevent recurrence. The benefits of investigations are: 

 

• To help uncover and correct any breaches in health and safety legal compliance you may have 

been unaware of 
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• Implementation of remedial action to prevent further occurrences help demonstrates to a court 

that the school has a positive attitude to health and safety 

• To provide essential information for your insurers in the event of a claim 

 

An investigation can help you identify why the existing risk control measures failed and what 

improvements or additional measures are needed. 

 

7.1. Reporting to the Health and Safety Executive 

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations require employers to 

report certain types of incidents or injuries to a member of staff or a pupil to the HSE. The following 

types of incidents need to be reported: 

 

• Accidents resulting in the work-related death of any person 

• Accidents resulting in specified injuries to workers 

• Over seven-day injuries. When an employee is unable to undertake their normal work duties for 

more than seven consecutive days (over three-day incapacitation must be recorded, but not 

reported) 

• Non-fatal accidents requiring hospital treatment to non-workers 

• Dangerous occurrences 

• Cases of occupational disease 

• Gas incidents 

• Accidents connected to a work activity that cause harm to pupils/members of the public, if they 

are taken to hospital from the scene of the accident 

 

The reports should only be submitted by the employer, and those in control of the work premises, 

such as the Principal.  They are known as ‘responsible persons’. Reports must be submitted to the 

Incident Contact Centre on the HSE website. All reports must be received within 10 days of the 

incident. 

 

Advice will be sought from Shield Safety where there are any accidents on the school site resulting 

in hospitalisation.  All incidents will be logged on the system for review within 48 hours of 

occurrence.   

 

Reports of fatal and specified injuries must be done as soon as possible and through the Incident 

Contact Centre telephone service (0845 300 9923), which operates Monday to Friday 8.30am to 

5pm.  

 

For more information about RIDDOR reportable incidents and how to report go to the HSE website. 

 

If the school is reporting a RIDDOR incident then please inform the CEO and/or CFOO via e mail as a 

matter of urgency.  The Employers (Directors) of the Trust will then also be made aware of any 

report that has been made of a RIDDOR incident.  

 

8. Asbestos 

Asbestos can be present in any building built or refurbished before the year 2000. As long as 

asbestos is in good condition and is not disturbed or damaged there is negligible risk. However, if it 

is disturbed or damaged, it can become a danger to health, because asbestos fibres are released 

into the air and people may breathe them in. The effects of exposure to asbestos take a long time to 

develop.  

 

If the school was built after 2000, no asbestos should be present and no further action is required. If 

the school was built before 2000, then the Control of Asbestos at Work Regulations place a duty on 

employers to undertake a risk assessment for Asbestos   and produce an asbestos management 

plan.  
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The risk assessment can be conducted using the Compliance Centre Risk Assessment module. 

Advice from a Competent Person must be sought or a third-party specialist is recommended to 

conduct a survey which will assist in the risk assessment process. The survey and management plan 

can be uploaded on the Compliance Centre Registry module and operational checks can be recorded 

in the Compliance Centre Monitoring module. 

 

Contractors and maintenance staff must be provided with a copy of the asbestos risk assessment 

and management plan prior to any maintenance work being undertaken so they can take necessary 

precautions. 

 

If asbestos-containing materials are to be repaired or removed, guidance must be sought from the 

HSE website with regards to licensed work, non-licensed work or notifiable non-licensed work. 

 

9. Legionella 

Legionella bacteria can be found in any hot and cold-water system. A legionella risk assessment 

must be carried out and where required as biological hazards must be controlled as part of the 

Control of Substances Hazardous to Health Regulations. External competent advice should be sought 

due to the technical nature of this risk assessment. 

 

The risk assessment can be conducted using the Compliance Centre Risk Assessment module. If the 

water system is complex a third-party specialist legionella contractor is recommended to conduct a 

survey which will assist in the risk assessment process. The survey can be uploaded on the 

Compliance Centre Registry module and where risk exists, operational controls can be recorded in 

the Compliance Centre Monitoring module. 

 

Where the risk assessment demonstrates that there is no reasonably foreseeable risk, or that risks 

are insignificant, no further assessment or measures are necessary. A record of the risk assessment 

should include: 

 

• The person responsible for conducting the risk assessment, managing and implementing the 

written scheme 

• The significant findings of the risk assessment 

• The written scheme required and details of its implementation 

• Results of any monitoring, inspection, test or check carried out and the dates 

 

10. Noise 

Noise at work can cause hearing damage that is permanent and disabling. This can be gradual from 

exposure to noise over time, however damage can also be caused by sudden, extremely loud, 

noises.  

 

For noise exposure – above 80dB (lower exposure action value) hearing protection is optional, on 

request. Above 85dB (upper exposure action value) hearing protection is mandatory. 

 

The Control of Noise at Work Regulations require employers to undertake a risk assessment. The 

risk assessment can be conducted using the Compliance Centre Risk Assessment module. Advice 

from a Competent Person should be sought or a third party specialist is recommended to conduct a 

survey which will assist in the risk assessment process. The survey can be uploaded on the 

Compliance Centre Registry module and where risk exists, operational controls can be recorded in 

the Compliance Centre Monitoring module. 
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11. Manual Handling 

The term manual handling covers a wide variety of activities including lifting, lowering, pushing, 

pulling and carrying. If any of these tasks are not carried out appropriately there is a risk of injury. 

Where manual handling cannot be avoided you must take sensible steps to prevent and reduce the 

risk of injury.  

 

There is a duty under the Manual Handling Operations Regulations to undertake a risk assessment 

for manual handling. The risk assessment can be conducted using the Compliance Centre Risk 

Assessment module and operational controls can be recorded in the Monitoring module. Advice from 

a Competent Person should be sought. 

 

All employees are responsible for asking for assistance and highlighting manual handling issues that 

could result in injury or exacerbate an existing condition.  

 

12. First Aid 

The Health and Safety (First Aid) Regulations place a duty on the employer to provide adequate first 

aid arrangements including equipment, facilities and qualified personnel.  

 

The minimum first aid provision in any school is: 

 

• A suitably stocked first aid box (or multiple boxes, depending on the results of the risk 

assessment) 

• An appointed person to take charge of first aid arrangements  

 

You must make sure that an appointed person is on site at all times. An appointed person is not a 

first aider. A trained and qualified first aider may also be required depending on the size and nature 

of the business. 

 

All businesses must undertake a first aid needs risk assessment to determine what level of cover is 

required. The findings of your first aid needs risk assessment will identify whether first aiders should 

be trained in First Aid at Work, Emergency First Aid at Work, or some other appropriate level of 

training.  

 

The risk assessment can be conducted using the Compliance Centre Risk Assessment module and 

operational controls can be recorded in the Compliance Centre Monitoring module. Advice from a 

Competent Person should be sought. As the school is providing a service to others, pupils should be 

included in the risk assessments and provisions should be made for them. The school should 

consider the risks to pupils and visitors and make necessary allowances regarding the number of 

first aiders/ appointed people on site. 

 

Notices must be displayed advising employees where they can find: 

 

• The first aiders or appointed persons 

 

• The first aid box 

 

All Schools should have their own policies & procedures in place. 

13. COSHH 

The Control of Substances Hazardous to Health Regulations ( COSHH) covers the health effects of 

all substances except lead and asbestos which are dealt with under their own regulations. These 

substances could be dusts, gases or fumes that you breathe in, or chemicals in liquid, gel or powder 

form that come into contact with your eyes or skin. There could also be harmful micro-organisms 

present that can cause infection, an allergic reaction or are toxic. 
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There is a duty to undertake COSHH risk assessments. The risk assessments can be conducted using 

the Compliance Centre Risk Assessment module and operational controls can be recorded in the 

Monitoring module. Advice from a Competent Person should be sought. 

 

14. Personal Protective Equipment 

Employers have duties concerning the provision and use of personal protective equipment (PPE) at 

work under the Personal Protective Equipment at Work Regulations. PPE is equipment that will 

protect the user against health or safety risks at work. It can include items such as safety helmets, 

gloves, eye protection, high-visibility clothing, safety footwear and safety harnesses. It also includes 

respiratory protective equipment (RPE). 

 

PPE should only be used as a last resort, where other control measures are not effective. It must be 

supplied free of charge. Employees should undertake a PPE risk assessment and this can be 

conducted using the Compliance Centre Risk Assessment module and operational controls can be 

recorded in the Compliance Centre Monitoring module.  

 

When new PPE is provided, a risk assessment should be undertaken and include: 

• An assessment of any risks which have not been avoided by other means 

• Definition of characteristics which PPE must have in order to be effective 

• Comparison of characteristics of PPE available with the characteristics required 

• Assessment of whether PPE is compatible with other PPE which must also be worn 

 

15. Working at Height 

Working at height should only take place when there is no other practical alternative. It covers any 

activity where you can fall from one level to another and the Work at Height Regulations place a 

duty to undertake a risk assessment for working at height practices. The risk assessment can be 

conducted using the Compliance Centre Risk Assessment module and operational controls can be 

recorded in the Monitoring module. Advice from a Competent Person should be sought. 

 

There are specific requirements which must be followed for use of working at height equipment - for 

example harnesses, lanyards, anchor points, fall arrest equipment, scaffolds, towers, scissor lifts, 

cherry pickers. Do not let anyone who is not competent (i.e. those who do not have the skills, 

knowledge and experience to do the job) work at height.   

 

Where there is a risk of objects falling or being thrown from height, individuals must be protected 

from injury, for example by use of hard hats or restricted access signs. The risk of objects falling 

should be minimised wherever possible. 

 

Fragile surfaces (e.g. roofs, tanks) must be identified with warning signs and access restricted. 

Access to fragile surfaces must be controlled by risk assessment and via written authorisation. 

 

Thorough examinations on work at height equipment can be uploaded on the Compliance Centre 

Registry module and operational checks can be recorded in the Compliance Centre Monitoring 

module. 

 

16. New or Expectant Mothers 

There is a specific duty in the Management of Health and Safety at Work Regulations to undertake a 

risk assessment for new or expectant mothers. The risk assessment can be conducted using the 

Compliance Centre Risk Assessment module and operational controls can be recorded in the 

Compliance Centre Monitoring module. Advice from a Competent Person should be sought. The risk 

assessment must be reviewed at regular intervals throughout the pregnancy. 
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You should consider the risks that may arise from any process, working condition, or physical, 

biological or chemical agents. Some of the more common risks are: 

 

• Lifting or carrying heavy loads  

• Standing or sitting for long periods  

• Exposure to infectious diseases 

• Exposure to lead 

• Work-related stress 

• Workstations and posture  

• Exposure to radioactive material   

• Long working hours 

• Exposure to toxic chemicals  

 

If any significant risks have been identified, you must take the appropriate action as soon as you are 

notified that an employee is a new or expectant mother, to ensure that she is not further exposed.  

 

 

17. Young Persons 

There is a specific duty in the Management of Health and Safety at Work Regulations to undertake a 

risk assessment for young persons (16-18-year olds). The risk assessment can be conducted using 

the Compliance Centre Risk Assessment module and operational controls can be recorded in the 

Compliance Centre Monitoring module. Advice from a Competent Person should be sought. 

 

Employers are responsible to ensure a young person is not exposed to risk due to: 

 

• Lack of experience 

• Being unaware of existing or potential risks 

• Lack of maturity 

 

18. Visitors and Contractors 

Visitors and contractors must be advised of any relevant safety matters, arrangements and 

information that might affect their health and safety whilst on site. They should be signed in and out 

of the school.   

 

The use of Contractors should be strictly controlled and an approval process should be put in place. 

Prior to commencing work the contractor or company should provide the Principal with their Health 

and Safety Policy, method statements and training records and confirm that they carry adequate 

public liability insurance. Copies of these documents should be held by the Responsible Person. 

 

New contractors will also be asked to read, complete and sign a contractor’s questionnaire to ensure 

they are aware and compliant with the Trust’s/School’s working requirements.  

 

Operational controls can be recorded in the Compliance Centre Monitoring module. 

 

 

19. Lone Working 

There is a duty to undertake risk assessments on health and safety hazards and those working alone 

can be at particular risk. The risk assessment can be conducted using the Compliance Centre Risk 

Assessment module and operational controls can be recorded in the Compliance Centre Monitoring 

module. Advice from a Competent Person should be sought. 
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Lone workers should not be put at any more risk than other employees who are not lone working. 

High risk activities, for example where there is a risk of falling from height, confined space activities 

or working on live electrical systems must not be undertaken when working alone. 

 

20. Display Screen Equipment (DSE) 

There is a specific duty in the Health and Safety (Display Screen Equipment) Regulations to 

undertake a risk assessment for display screen equipment if an employee uses DSE for an hour or 

more at a time. The risk assessment can be conducted using the Compliance Centre Risk 

Assessment module and operational controls can be recorded in the Compliance Centre Monitoring 

module. Advice from a Competent Person should be sought. 

 

21. Occupational Stress 

Work related stress is caused when an individual is unable to cope with demands placed on them at 

work. It can be a significant cause of illness and is linked to high levels of sickness absence and staff 

turnover. 

 

Where an employee is suffering from stress, or where the Employer or Principal is made aware that 

an employee is suffering from stress, the school has systems in place for responding to individual 

concerns and monitoring employee workloads.  The Trust/School may make a referral to an 

Occupational Health Advisor who is professionally qualified to give advice to the Trust/School on 

recommended reasonable adjustments to the employees working day to reduce/avoid occupational 

stress. 

 

The Trust also offers confidential counselling to all of the employees of the Trust. 

 

22. Violence to Employees at Work 

For the purposes of this policy, violence is defined as ‘any incident in which a person is abused, 

threatened or assaulted’ by a pupil or member of the public whilst in employment with the school. It 

includes verbal abuse or threats as well as physical attacks. Health and safety legislation apply to 

risks from violence, just as it does to other risks at work.  

 

Employees are responsible for reporting any incidents of aggression or violence (including near 

misses) directed at themselves to the Principal immediately. A record should be kept of any 

incidents that are reported.  

 

If an issue with workplace violence has been identified, a risk assessment must be conducted to 

identify control measures needed. The risk assessment can be conducted using the Compliance 

Centre Risk Assessment module and operational controls can be recorded in the Compliance Centre 

Monitoring module. Advice from a Competent Person should be sought. 

 

23. Workplace Transport and Moving Vehicles 

There is a duty to undertake a risk assessment for workplace transport and moving vehicles. The 

risk assessment can be conducted using the Compliance Centre Risk Assessment module and 

operational controls can be recorded in the Compliance Centre Monitoring module. Advice from a 

Competent Person should be sought. 
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23.1. Driving at Work 

Anybody who is driving for the purposes of work could be deemed to be driving at work (this does 

not include driving to and from a place of work from home). 

 

If employees are driving at work, they must ensure they have the appropriate insurances in place 

and that they hold a driving licence. 

 

If an employee is driving a vehicle provided by work i.e. mini bus the school must carry out a risk 

assessment (this can be conducted using compliance centre risk assessment module) and ensure 

appropriate training is identified and carried out.  

 

24. Machinery, Plant and Equipment 

The Provision and Use of Work Equipment Regulations (PUWER) requires an employer to select and 

install equipment at their premises that is safe to use. There is a duty to undertake a risk 

assessment for Machinery, Plant and Equipment. The risk assessments can be conducted using the 

Compliance Centre Risk Assessment module. Operational controls can be recorded in the Monitoring 

module and inspection records can be uploaded on the Registry module. Advice from a Competent 

Person should be sought. 

 

The employer must also ensure that it is maintained in good repair. Work equipment should be: 

 

• Suitable for its intended use, safe for use, maintained and inspected to ensure it is correctly 

installed and does not subsequently deteriorate 

• Only used by people who have received adequate information, instruction and training 

• Accompanied by suitable health and safety measures, such as protective devices and controls. 

These will normally include emergency stop devices, adequate means of isolation from sources of 

energy, legible markings and warning devices 

 

24.1.  School Play Equipment Indoor and Outdoor 

• Schools should carry out annual risk assessments on both internal and external play 

equipment 

• External play equipment should be checked weekly (minimum) for hazards and recorded on 

the site managers weekly checklist.  Any defects found on a piece of equipment should result 

in that equipment being taken out of use until repairs are carried out. 

• External audits should be carried out annually by an external contractor and any actions 

followed up immediately. 

• Annual safety reports should be stored on the compliance centre. 

 

 

25. Lifting Equipment 

The Lifting Equipment and Lifting Operations Regulations (LOLER) cover a wide range of equipment 

including cranes, fork-lift trucks, lifts, hoists, mobile elevating work platforms, and vehicle inspection 

platform hoists. 

 

The school must hold a register of all lifting equipment that it owns. All lifting equipment must be 

visibly marked to indicate safe working loads (SWL) and next inspection date. Accessories, e.g. 

slings, clamps etc., should be similarly marked.  

 

There is a duty to undertake a risk assessment for Machinery, Plant and Equipment. The risk 

assessment can be conducted using the Compliance Centre Risk Assessment module and operational 
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controls can be recorded in the Monitoring module. Advice from a Competent Person should be 

sought. 

 

The lifting equipment must be sufficiently strong, stable and suitable for the proposed use, and that 

equipment is not misused. This means: 

• Ensure the load and anything attached is suitable for the proposed use 

• Ensuring the lifting equipment is positioned to prevent the risk of injury, e.g. from the equipment 

or the load falling or striking people 

• Ensure lifting operations are planned, supervised and carried out in a safe manner by people who 

are competent 

• Ensure visual inspection of equipment in the lifting equipment register occurs prior to use 

• Lifting equipment which is damaged or past its due date must not be used 

 

A suitable competent person (e.g. external contractor) should be identified to: 

 

• Establish the thorough examination requirements specified in the Regulations 

• Specify the thorough examination requirements for any racking 

• Provide training material for employees to carry out visual inspection of lifting equipment and 

racking 

• Authorise the purchase of new lifting equipment, to ensure it is fit for purpose 

 

Following a thorough examination or inspection of any lifting equipment, a report is submitted by 

the competent person to the Responsible Person to take the appropriate action. All examinations 

and inspection reports must be retained for 10 years. Where racking is used, inspections should be 

carried out (e.g. checking uprights, beams, guards, floor fixings, locking pins, SWLs) on a routine 

basis by properly trained personnel. The competent person should define the inspection 

requirements. Damaged racking must be isolated, and not used before it is repaired.  

 

Thorough examination reports on lifting equipment can be uploaded on the Registry module. 

 

26. Working in Confined Spaces 

A confined space is one which is both enclosed, and largely enclosed, and which also has a 

reasonably foreseeable risk to workers of fire, explosion, loss of consciousness, asphyxiation or 

drowning.  

 

It may be small and restrictive for the employee or it could be far larger but have a restrictive 

means of entry or exit. 

 

Wherever possible, you should avoid carrying out tasks in confined spaces. There is a duty in the 

Confined Spaces Regulations to undertake a risk assessment for working in confined spaces. The 

risk assessment can be conducted using the Compliance Centre Risk Assessment module and 

operational controls can be recorded in the Monitoring module. Advice from a Competent Person 

should be sought. 

 

27. Electrical Safety 

Electricity kills or severely injures people and causes damage to property and fires. Most fatal 

incidents are caused by contact with overhead power lines, however serious accidents can also occur 

from falls at height following a shock. There are requirements to manage the risks of electricity in 

the Electricity at Work Regulations. 

 

There is a duty for the Employer to undertake a risk assessment to assess the risks associated with 

electricity and electrical equipment. The risk assessment can be conducted using the Compliance 

Centre Risk Assessment module and operational controls can be recorded in the Monitoring module. 

Advice from a Competent Person should be sought. 
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Electrical installations/wiring and modifications to them must comply with the British Standard (BS) 

7671 which is a recognised Code of Practice. Electrical work and inspections should be carried out by 

electrical contractors who are approved by the National Inspection Council for Electrical Installations 

Contracting (NICEIC), National Association of Professional Inspectors and Testers (NAPIT), the 

Electrical Contractors Association (ECA), The Electrical Contractors’ Association of Scotland (SELECT) 

or another recognised accredited organisation. 

 

The employer must ensure Fixed Wire Testing of all circuits throughout the premises has been 

undertaken periodically and evidence of this is retained. For most commercial premises the 

frequency is every 5 years, however some higher risk premises will require the test to be 

undertaken every year or every 3 years. Advice from a Competent Person should be sought.  The 

inspections can be carried out on an incremental basis with 20% per year so over the course of the 

5-year period, all circuits are tested. 

 

Where necessary Portable Appliance Testing (PAT) will be carried out by a Competent Person. Key 

requirements from the legislation are: 

• Specific test intervals are not specified by the HSE. For each piece of equipment, the test interval 

should be risk based 

• Each item, including any detachable supply lead, should be labelled with its own unique 

identification number 

• Items brought from home are included in the legislation 

• Employees should be trained in ‘user checks’, but there are no requirements to keep a record of 

these 

• For contractor equipment, the contractor should provide evidence of PAT testing, which would be 

supported by a visual inspection as part of the risk assessment process 

 

Fixed Wire and Portable Appliance Tests on electrical equipment can be uploaded on the Compliance 

Centre Registry module. 

 

28. Dangerous Substances and Explosive Atmospheres 

Dangerous Substances and Explosive Atmospheres Regulations (DSEAR) is relevant to premises that 

store or use substances classified as explosive, oxidising, extremely flammable, highly flammable or 

flammable (to be found on the safety data sheet). For example, some chemicals that may be stored 

in chemistry laboratories for use in teaching activities or demonstrations. 

 

Where a dangerous substance has been identified, as described above, a risk assessment will be 

required. The risk assessment can be conducted using the Compliance Centre Risk Assessment 

module and operational controls can be recorded in the Monitoring module. Advice from a 

Competent Person should be sought. 

 

29. Gas Safety 

There are requirements to manage the risks of gas and gas appliances in the Gas Safety 

(Installation and Use) Regulations and Gas Appliance (Safety Regulations). If gas appliances (for 

example ovens, cookers and boilers) are not properly installed and maintained, there is a danger of 

fire, explosion, gas leaks and carbon monoxide (CO) poisoning. 

 

Improper use of compressed gases such as Carbon Dioxide and Liquefied Petroleum Gas (LPG) can 

lead to explosion or fire.  

 

 

It shall be the duty of every employer to ensure that: 

• Any gas appliance, installation pipework or flue installed at any place of work under their control is 

maintained in a safe condition so as to prevent risk of injury to any person 

• All rooms with gas appliances have adequate ventilation – don’t block air inlets to prevent 

draughts, and don’t obstruct flues and chimneys 
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• A competent engineer is used to install, maintain or repair your appliances 

 

All gas equipment and services must only be installed and thereafter inspected by a Gas Safe 

registered engineer; this ensures that they are safe to use.  

 

There is a duty to undertake a risk assessment to assess the risks associated with gas equipment, 

LPG and compressed gases. The risk assessment can be conducted using the Compliance Centre 

Risk Assessment module. Operational controls can be recorded in the Monitoring module and gas 

inspections and boiler services can be uploaded on the Registry module. Advice from a Competent 

Person should be sought. 

 

30. Pressure Equipment 

Pressure systems and equipment present risk due to the potential for impact from a blast or 

explosion of the device. Examples of these are: boilers, equipment with steam operating facilities 

under pressure e.g. coffee machines, pressurised process plant and piping; compressed air systems 

(fixed and portable), heat exchangers, pressure gauges and level indicators operating at pressures 

above 0.5 bar. 

 

Under the Pressure Systems Safety Regulations, businesses must ensure a written scheme of 

examination is drawn up.  The requirements are: 

• It should be drawn up (or certified as suitable) by a competent person 

• It must cover all protective devices. It must also include every pressure vessel and those parts of 

pipelines and pipework which, if they fail, may give rise to danger 

• It must specify the nature and frequency of examinations, and include any special measures that 

may be needed to prepare a system for a safe examination 

 

Exempted systems are listed in the Regulations. Generally speaking, only small systems are 

exempted.  

 

In addition to the schemes of examination, maintenance routines for pressure vessels will be 

required (see section on Machinery, Plant and Equipment). 

 

Any risk assessments on pressure systems can be conducted using the Compliance Centre Risk 

Assessment module. Advice from a Competent Person must be sought. The written scheme and 

inspections can be uploaded on the Compliance Centre Registry module and operational checks can 

be recorded in the Compliance Centre Monitoring module. 

 

31. Fire Safety 

There is a duty to manage Fire Safety under the Regulatory Reform (Fire Safety) Order, this also 

places a duty on employers to undertake a fire risk assessment. The fire risk assessment can be 

conducted using the Compliance Centre Risk Assessment module providing the person carrying this 

out has sufficient knowledge and understanding of relevant guidance. However, more complex 

premises may require a competent Fire Risk Assessor. Advice from a Competent Person should be 

sought. 

31.1. Emergency Plan 

In addition to a fire risk assessment the school will have a written emergency plan to ensure that 

people on the premises, including visitors, know what to do if there is a fire and that the school can 

be safely evacuated. The emergency plan should be based on the outcome of the fire risk 

assessment. The evacuation plan can be uploaded on the Compliance Centre Registry module. 
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31.2. Fire Alarm Testing 

Weekly fire alarm testing must be carried out by the Responsible Person.  

 

The weekly test should be carried out at the same time every week, further tests may be necessary 

to ensure other employees e.g. part time employees become familiar with the fire alarm, and 

employees should be instructed to report any instance of poor audibility. The test should last no 

longer than 1 minute, so that in the event of a genuine alarm at the time of the test, employees and 

pupils will be alerted by the prolonged activation of the sounders.  

 

In addition to weekly tests, the fire alarm system should be tested at least annually by a competent 

engineer.  

 

Weekly tests results should be recorded in the Compliance Centre Monitoring module and system 

tests by an engineer should be uploaded on the Registry module. 

31.3. Emergency Lighting 

On a daily basis checks should be made that the LED indicators are lit demonstrating the central 

power supply remains connected.  

 

On a monthly basis, checks should be made on every emergency lighting unit to ensure every 

emergency lighting unit is present, clean and functioning correctly. Using the test switches (this 

isolates the unit from the mains power supply) turn on each light for as long as necessary to ensure 

that it illuminates.  

 

On an annual basis a specialist contractor should attend site to test the full duration of the system.   

 

Daily and monthly checks can be recorded in the Compliance Centre Monitoring module and system 

tests by an engineer should be uploaded on the Registry module. 

 

31.4. Fire Extinguishers 

Fire extinguishers should be checked at least once a month to check they are properly located, not 

discharged, not damaged, etc.  

 

A competent person, who is a trained representative of the manufacturer or suitably qualified 

contractor, is required to carry out annual checks. In addition to this, all fire extinguishers need to 

be tested by discharging them at set intervals. These intervals vary with the type of extinguisher 

and are as follows 

• Water, Foam, Powder Extinguishers - every five years 

• Carbon Dioxide Extinguishers - every ten years  

 

Checks can be recorded in the Compliance Centre Monitoring module and system tests by an 

engineer should be uploaded to the Registry module. 

31.5. Fire Evacuation Drills 

All employees must be involved in an organised fire evacuation drill at least once per term.  

 

The drill should typically not take longer than 10-15 minutes, provide minimum disruption, and 

should be organised to prevent calling out the Emergency Services. 

 

A record of the fire drill should be kept, including the time taken for the last person to leave the 

building following activation of the fire alarm. Actions generated from the fire evacuation drill should 

be recorded. The fire evacuation drill record can be uploaded on the Compliance Centre Registry 

module.  
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32. Auditing and Measuring Performance  

Auditing is a structured process of collecting information on the efficiency, effectiveness and 

reliability of the total Health and Safety Management System followed by drawing up plans for 

corrective actions.  The Audit will assess the compliance with this policy. 

 

Audits will establish that: 

 

• Appropriate management arrangements are in place. 

• Appropriate precautions are in place and trained to all relevant employees. 

• Adequate risk control measures exist and are implemented and followed by employees. 

 

Audits can be carried out and recorded in the Compliance Centre Monitoring module. 

 

33. Safeguarding  

Health & Safety is an important part of being able to safeguard both the children and employees of 

the School/Trust. 

 

The School holds a separate detailed safeguarding policy which includes our policies and procedures 

for keeping children safe in education (KCSIE). 

 

34. Pregnancy at Work 

All schools must carry out a risk assessment to identify and minimise threats to expectant mothers.  

 

This must be shared with the employee and any reasonable adjustments agreed and adhered to by 

all parties involved. 

 

35. Education Visits 

All educational visits require a risk assessment and appropriate authorisation by the Principal. 

 

Educational visits are recorded and assessed using a separate system ‘Evolve’.  Third party advice 

on educational visits and activities must be sought where the school feel more expert advice is 

required.  

 

36. Bad Weather Plans 

 

Site staff will be responsible for ensuring the site remains in a good and safe condition and they will follow 
the procedures for gritting the site during icy and snowy conditions. Staff must stick to the appropriate 
routes during icy/snowy conditions because some areas may not have been gritted. Staff will be notified of 
these areas and/or they will be cordoned off. 
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37. Working from Home  

The Trust have the same Health & Safety responsibilities for home workers as for any other worker. 
 
When an employee works from home permanently or temporarily, we will: 
 

• Keep in touch with them 

• Ensure they are clear on their role and responsibilities whilst at home 

• Confirm that their work can be carried out safely 

• Put additional control measures in place to protect them. 

37.1. Lone working without supervision 

The Trust recognises that there will always be greater risks for lone workers with no direct supervision of 
anyone to help them if things go wrong and that if contact is poor this may lead to employees feeling 
disconnected, isolated and/or abandoned.   
 
The Trust will therefore make regular contact with employees and where an employee lives alone, extra 
contact may be deemed necessary to ensure their safety. 
 

37.2.  Working with Display Screen Equipment (DSE) 

For those people who are working at home on a long-term basis, the risks associated with using 

display screen equipment (DSE) must be controlled. This includes them doing workstation 

assessments at home. 

 

There is no increased risk from DSE work for those working at home temporarily. So in that situation 

employers do not need to ask them to carry out home workstation assessments. 

 

The Trust will provide workers with a e-training course on DSE and ask them to produce their own 

basic risk assessment for working at home.   

 

Where it is identified through a risk assessment that specialized DSE equipment is needed for those 

employees working from home on a permanent basis this will be sourced and provided where is 

reasonable possible. 

 

37.3.  Keep DSE arrangements under review  

As any period of temporary home working extends, the Trust will have regular discussions with 

workers to assess whether additional steps are needed, for example where they report: 

 

• aches, pains or discomfort related to their temporary DSE arrangements 

• adverse effects of working in isolation, on remote IT systems 

• working longer hours without adequate rest and recovery breaks 
 
Where the Trust decides to make working from home arrangements permanent, full workstation 

assessment training and a DSE risk assessment will be created and workers with will be provided 

with appropriate equipment and advised of control measures.  
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37.4. Stress & Mental Health  

 

The Trust recognises that home working can cause work-related stress an affect people’s mental 

health.  

 

Managers will check in with Employees who are working from home and work together with 

employees to identify solutions to reduce stress levels and sign post employees for any external 

support that is deemed necessary.  

 

38. COVID-19 Response 

Please see addendum policy for the Trust’s response and the deployment of risk control to the COVID-19 
Pandemic.   
 

 
 

 

 

 

 


