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Mission Statement  

 
The Epworth Education Trust is a multi-school Trust established with the aim of 
providing outstanding learning and opportunities for the children within its care.  
 
Children are our nationôs most precious resource. Their school life and learning 
experience will shape them for the whole of their lives 
 

Safeguarding Statement  

At the Epworth Education Trust, we recognise our moral and statutory responsibility 
to safeguard and promote the welfare of all children. 

We work to provide a safe and welcoming environment where children are 
respected and valued. We are alert to the signs of abuse and neglect and follow our 
procedures to ensure that children receive effective support, protection and justice. 

The procedures contained in the Safeguarding Policy apply to all staff, volunteers 

and governors. 

Vision  

The vision of the Epworth Education Trust is ñTo be a family of schools working 

together so all within our communities can flourish and succeedò. This is 

underpinned by our motto, óDo all you can.ô 

 

  



Version Control 

Date Author Version Section Reason for Change 

13/11/25 J Buckley 8 Legal 
Responsibilities 
Fire 
Construction 
 
 
COSHH 
Legionella 
Asbestos 
DSE 

Additional legislation added 
Termly H&S report added 
External fire door inspections added 
Written appointment of safety roles required and 
must comply with PAS 8671:2022 
Added contractor competence and insurance 
Move from termly audit to annual. Include training 
Training added 
Training updated. Annual review of plan added 
Homework stations added 

8/11/24 J Buckley 7 Throughout Removal of reference to Startwell centre 

   Training Training Matrix link added + information on IOSH 

training and refresher training. 

   Taking Medication Updated to included over the counter medication. 

   Construction Trust to be notified of any works lasting more than 

2 days 

   Crisis Incidents & 

appendices 

Removal of example procedures as the policy 

needs to go on the website. 

   Fire External RAs required every 3 years (was 2) 

   Risk assessments Information on Risk Register including mandatory 

RAs and when Trust should be involved. 

25/4/23 J Buckley 6 Legal Framework Updates to new legislation and guidance & HSE 

link.  

   Duties Correct storage of documentation now within 

duties. 

Employees now responsible to ensure their own 

training is up to date. 

   Throughout Removal of Site Supervisor so schools can add 

their own role 

   Accidents System used is Smartlog 

   Infections DFE guidance link now added 

   Fire Action to take in a false alarm added 

   Educational trips System used is Evolve 

   Premises and 

Playing Fields 

New section added inc tree surveys/inspections 



 

  

   Appendices Appendix re. storage of documentation added. 

27.5.20 J Buckley 5  Change of name from Acorn to Epworth,  Removal 

of First Aid ς now separate policy 

28.3.20 J Buckley 4 Legal Framework New legislation and guidance.  

   Accidents, First aid 

and work related ill 

health 

Now including statutory first aid policy 

information. 

  3 Legal Framework New legislation and guidance.  

   Name New name and logo throughout 

   Throughout Adaption to sections to suit multi schools and 

designated staff. 

   Appendix Additional info for Secondary schools re. RAs 

27.11.19 J Buckley 3 Legal Framework New legislation and guidance 

   First Aid Updated in line with Statutory policy required and 

addition of AED location 

   Manual Handling Updated to include more information so separate 

policy not required 

   Working at height Updated to include more information so separate 

policy not required 

28.3.19 J Buckley 2 Legal Framework New legislation and guidance 

   Visitors Additional bullet points on hiring premises & supply 

staff 

   Fire Fire folder contents and emergency lighting/fire 

door checks 

   Security Arson and access control bullet points added 

   Safe Plant Additional on servicing equipment and PPE 

   Appendix Construction plan added 



Statement of Intent  

At Epworth Education Trust we are committed to the health and safety of our staff, students and visitors. 

Ensuring the safety of our community is of paramount importance to us and this policy reflects our dedication 

to creating safe Academies. 

This policy is based on the requirements of the Health and Safety at Work etc Act 1974 and other associated 

Health and Safety legislation. 

 

We are committed to: 

¶ Providing a productive and safe learning environment. 

 

¶ Preventing accidents and any work-related illness. 

 

¶ Compliance with all statutory requirements. 

 

¶ Minimising risks via assessment and policy. 

 

¶ Providing safe working equipment and ensuring safe working methods including safe handling and use 

of substances. 

 

¶ Ensuring the schoolôs staffing structure appropriately reflects the responsibilities for carrying out the 

arrangements for health and safety. 

 

¶ Monitoring and reviewing our policies to ensure effectiveness to help develop a culture of continuous 

improvement.  

 

¶ Ensuring adequate welfare facilities are available throughout our School. 

 

¶ Ensuring adequate resources are available to address health and safety issues, as is reasonably 

practicable.  

 

¶ Ensuring all employees are competent to do their tasks and ensure the provision of adequate training. 

 

¶ Consulting with employees on matters affecting their health and safety. 

 

¶ Providing information, instruction and supervision for employees. 

 

¶ Reviewing and revising this policy and arrangements annually 



Legal  framework   

This policy has due regard to statutory legislation including, but not limited to, the following: 

¶ Health and Safety at Work etc. Act 1974 

¶ Workplace (Health, Safety and Welfare) Regulations 1992 

¶ Management of Health and Safety at Work Regulations 1999 

¶ Control of Substances Hazardous to Health Regulations 2002 

¶ Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

¶ The Construction (Design and Management) Regulations 2015 

¶ The Personal Protective Equipment at Work Regulations 1992 

¶ The Education (School Premises) Regulations 1999  

¶ The Ionising Radiation Regulations 2017 (IRR17) 

¶ The Work at Height Regulations 2005 (as amended) 

¶ The Manual Handling Operations Regulations 1992 

¶ The Provision and Use of Work Equipment Regulations 1998 

¶ Fire Safety (England) regulations 2022 

¶ Fire Safety Act 2021 

 

This policy has due regard to national guidance including, but not limited to, the following: 

¶ DfE (2018) óHealth and safety: responsibilities and duties for schoolsô  

¶ DfE (2020) óKeeping children safe in educationô  

¶ DfE óHealth and safety for school childrenô 2015 

¶ DFE (2017) Safe storage and disposal of hazardous materials and chemicals 

¶ HSE óSensible health and safety management in schoolsô 2014 

¶ HSE óPreventing slip and trip incidents in the education sectorô 

¶ DFE (2018) Statutory Framework for the early years foundation stage 

¶ Public Health England (2018) Health Protection in schools and other childcare facilities 

¶ HSE current guidance and publications -  HSE Guidance 

This policy should be used in conjunction with the following trust and school policies and procedures: 

¶ Asbestos Management Plan 

¶ Infection Control policy  

¶ Pupils with Additional Health Needs Attendance Policy  

¶ Social Media Policy 

¶ Supporting Pupils with Medical Conditions Policy 

¶ Educational Trips and Visits Policy 

¶ Lone Working Policy 

¶ Lockdown Procedures 

¶ Fire Evacuation Plan and Personal Emergency Evacuation Plan  

¶ Fire Risk Assessment 

¶ Social, Emotional & Mental Health (SEMH)  

¶ Child Protection 

¶ Online Safety 

¶ Food and Allergens  

¶ Stress Management  

¶ Business Continuity plans 

¶ Visitor Policy 

¶ Volunteer Policy 

¶ Risk Assessment Register & current Ras 

¶ Minibus Policy 

https://www.hse.gov.uk/services/education/publications.htm


¶ First Aid & Managing Medication 

 

H&S Organisation Structure  
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Responsibilities  

Duty of the Board of Trustees  

The Board of Trustees have overall responsibility for the Health and Safety and will establish arrangements 

through the Trustee Finance & Audit Committee  for ensuring full compliance with all health and safety 

legislation and for developing, approving, implementing and reviewing policies and procedures for Health, 

safety and security.  

The Trustee Finance & Audit Committee  will establish arrangements in consultation with LABs (local 

advisory boards), ensure that health and safety issues are appropriately prioritised for action and staff are 

appropriately trained. 

School Local 

Advisory Board 

School Staff 

School 

Headteacher 

Trust H & S Officer 

CEO 

Trust Central staff 

External Legal 

H&S Advise  

Finance & Audit 

Committee 

Board of Trustees 

 



 

Duty of the Local Advisory  Board (LAB ) 

In consultation with the Executive Headteacher, School SLT and the Trust H & S officer the LAB will:  

¶ Ensure familiarity with requirements of the appropriate legislation and codes of practice. 

¶ Create and monitor a management structure responsible for Health and Safety in the School.  

¶ Ensure there is a detailed and enforceable policy for Health and Safety and that the policy is 

implemented by all. 

¶ Annually assess the effectiveness of the policy and ensure any necessary changes are made. 

¶ Identify risks relating to possible accidents and injuries and make reasonable adjustments to prevent 

them occurring. 

¶ Have a designated Local Advisory Board member for H+S to assist the school where possible 

 

The Local Advisory Board will also endeavour to provide the following:  

¶ A safe place for all users of the site including staff, students and visitors. 

¶ Safe means of entry and exit for all site users. 

¶ Equipment, grounds and systems of work which are safe. 

¶ Safe arrangements for the handling, storage and transportation of any articles and substances.  

¶ Safe and healthy working conditions that comply with statutory requirements, code of practice and 

guidance.  

¶ Supervision, training and instruction so all staff can perform their duties in a healthy and safe manner. 

¶ Where necessary, safety and protective equipment and clothing, along with any necessary guidance 

and instruction on use. 

 

Duties of the Executive Headteacher  

The CEO will take all reasonably practicable steps to ensure the Health and Safety Policy is implemented 

through the Executive Headteacher or Headteacher at each school. The Designated Trust Health and 

Safety Officer will assist the Headteachers for the day-to-day implementation of the Health and Safety 

Policy.  

The Trustôs Designated Health and Safety Officer is Joanne  Buckley . 

The Executive Headteacher has the general responsibility for the day-to-day development and 

implementation of safe working practices and conditions for all staff, students and visitors. They may 

designate the role of School Health and Safety Officer to a competent senior member in the school.  

 

The competent Designated School Health and Safety Officer is: Chris Rolle  

The Trust Health and Safety Officer  in conjunction with the Executive Headteachers / Headteachers and 

the Designated School Health and Safety Officers will ensure that: 

¶ policies and procedures regarding health, safety and welfare matters within the school are established 

and approved, and that the policies and procedures are known, read and followed by all members of 

staff, including temporary/supply staff; 

¶ any health and safety matters or legislation raised are brought to the attention of the Local Advisory 

Board and if required the Audit Committee; 

¶ a termly H&S performance report is completed for the Local Advisory Board and Finance & Audit 

Committee 

¶ regular reviews of the safe performance of all departments of the school are undertaken with 

appropriate action when necessary, and are reported to the Local Advisory Board; 

¶ accidents, incidents and dangerous occurrences are reported, investigated, and, where appropriate, 

preventive measures are taken.   

¶ adequate first aid provision is made for staff and pupils and other persons, whilst on school premises 

and when working away from the school 



¶ training needs are identified and arrangements made for those needs to be met; 

¶ necessary arrangements are made to ensure that Trade Union Safety Representatives can effectively 

carry out their functions, and that consideration is given to reports on inspections carried out by Safety 

Representatives; 

¶ all parts of the premises, plant and equipment for which the Trust have responsibility are regularly 

inspected and maintained in safe working order; 

¶ goods purchased comply with necessary safety standards and that all equipment purchased is safely 

installed. 

¶ staff and volunteer helpers organising and taking part in visits, journeys and holiday excursions have 

the necessary knowledge, experience and skills so that they will be aware of, and have made 

arrangements to deal with, any risks involved; 

¶ working arrangements are agreed with contractors working on the premises and are closely monitored 

to ensure that the working practices do not endanger the health and/or safety of employees, pupils or 

other persons on the premises; 

¶ awareness and co-operation amongst staff regarding health and safety matters is actively encouraged 

with support to staff given on their queries and concerns. 

¶ hazards are identified by risk assessments 

¶ all H&S documentation is stored in line with Appendix E 

 

Duties of Class Teachers  

The Conditions of Employment of Teachers provide that teachersô professional duties include maintaining 

good order and discipline among the pupils and safeguarding their health and safety both when they are 

authorised to be on the school premises and when they are engaged in authorised school activities 

elsewhere. 

Teaching staff timetabled to oversee classes are responsible for assisting the Headteacher to:- 

¶ ensure the safety of pupils, in their charge; 

¶ be aware of and adopt safety measures within their own teaching areas; 

¶ follow safe working procedures personally; 

¶ request protective clothing, guards, special safe working procedures etc where necessary and ensure 

they are used; 

¶ make recommendations to the Headteacher on safety equipment or additions or improvements to 

plant, tools, equipment or machinery which is dangerous or potentially so; 

¶ be aware of school and emergency procedures in respect of fire, bomb alert, accident, first aid, etc and 

to carry them out. 

 

Duties of all Staff Members  

All employees have a general duty under the Health and Safety at Work etc Act 1974 to:- 

¶ act in accordance with the Epworth Education Trustôs Health and Safety Policy at all times. 

¶ take reasonable care of their own health and safety, and that of others who may be affected by what 

they do at work. 

¶ cooperate with their employers on health and safety matters to enable the employer to carry out their 

own responsibilities successfully; 

¶ carry out their work in accordance with training and instructions. 

¶ inform the employer of any work situation representing a serious and immediate danger, so that 

remedial action can be taken.  

¶ avoid any conduct which puts themselves or others at risk. 

¶ be familiar with all requirements laid down by the Epworth Education Trust 

¶ ensure that all staff, pupils and visitors are applying health and safety regulations and adhering to any 

rules, routines and procedures in place. 

¶ ensure all machinery and equipment is in good working order and safe to use, including adequate 

guards. They will also not allow improper use of such equipment. 

¶ use the correct equipment and tools for the job and any protective clothing supplied. 



¶ ensure any toxic, hazardous or flammable substances are used correctly, and stored and labelled as 

appropriate. 

¶ report any defects in equipment or facilities to the designated health and safety officer. 

¶ take an interest in health and safety matters, making suggestions as to how the risk of injuries, 

illnesses and accidents can be reduced. 

¶ exercise good standards of housekeeping and cleanliness. 

¶ adhere to their common law duty to act as a prudent parent would when in charge of pupils. 

¶ report accidents or dangerous occurrences at the earliest possible opportunity; 

¶ take reasonable precautions to ensure the safety of all persons in their charge. 

¶ Seek assistance and advice from the School Health & Safety Officer where required 

¶ Adhere to EYFS ratios outlined in the Statutory Framework for the early years foundation stage. 

¶ Ensure any H&S training including first aid training is up to date. 

 

 

Duties of all Pupils, volunteers and visitors  

All pupils, volunteers and visitors will: 

¶ exercise personal responsibility for the health and safety of themselves and others. 

¶ dress in a manner that is consistent with safety and hygiene standards. 

¶ respond to the instruction of staff given in an emergency. 

¶ observe the health and safety rules of the school. 

¶ not misuse, neglect or interfere with items supplied for their, and other pupilsô, health and safety. 

 

 

Communicating Health and Safety Issues in school  

Any health and safety concerns or issues which arise and need to be dealt with should be reported to any of 

these members of staff: 

 

Health and Safety Officer Chris Rolle 

Executive Headteacher Julie Whittaker 

Head of School Sarah Brown 

 

The Health and Safety Law poster by law must be displayed in a prominent place within the school such as the 

lobby or corridor. The H+S Statement is to be displayed within the staffroom. 

 

 

Competency for Tasks and Training  

The school will ensure that staff members are provided with the health and safety training they need for their job 

as per the H&S training matrix - Training Matrix.xlsx 

The delegated H&S Officer and Headteacher must complete the IOSH Managing Safely course within a year of 

taking up the post.  

 

Every school within the Trust has arrangements in place to ensure that all new employees are provided with 

appropriate health and safety induction training when they start work. This is through the online Smartlog system. 

This will cover basics such as Health and Safety and fire safety.  Specific on the job and job specific health and 

safety training will also be provided if needed to achieve the required competency. Training provision will include 

regular refresher training where appropriate. 

 

Refresher H&S training for all employees will take place as per the training matrix. 

 

 

https://epworthtrust.sharepoint.com/:x:/s/Recruitment/ETmZawjVKQtEmd375uBM2y4BURjFipd0qMa7qJTfWD0QCw?e=Jfjgnw


Induction training will be 

provided for all employees 

by: 

 

Initially organised by SBM, 

supported by HOS 

Job specific training will be 

provided by: 

 

Dependent on role ï will be 

Exec HT / HOS / SBM 

H&S Training records are 

kept on: 

 

Smartlog  

Training will be identified, 

arranged and monitored by: 

 

HOS   

 

 

Pupil Health and Safety Procedures during the School Day  

To safeguard our children at our schools, numerous procedures are followed to supervise them at the start of the 

school day, during curriculum and non-curriculum time and at home time. 

As these procedures may change regularly due to building changes, staff changes, staff will be updated regularly 

through induction/staff meetings/emails. 

 

 

Reporting Hazards  

Staff, pupils, contractors and visitors have a legal duty to report any condition or practice they deem to be a 

hazard. 

Many injuries in schools occur because of slips, trips and falls. Staff, children, contractors and visitors are 

encouraged to report any condition or practice they deem to be a hazard such as: 

¶ Litter. 

¶ Telephone or electrical cables lying across a walkway. 

¶ Loose or torn carpets. 

¶ Wet floors. 

¶ Objects left on the floor in cloakrooms, resource areas, or class bases. 

¶ Hurrying or running by adults or children. 

¶ Cupboard doors and filing cabinets left open. 

¶ Obscured vision when carrying bulky items. 

Reporting should be verbal to the School Health and Safety Officer and/or Site Supervisor as soon as possible 

who will advise the Head of School of action taken/required. Any near misses should then be recorded with the 

date, contact details, issue and action taken. Where the hazard could be deemed serious, the incident should 

be recorded on the online Smartlog system so an investigation can be carried out and noted. 

 

Accidents, First Aid and work -related  ill health  

The Epworth Education Trust acknowledges the legal requirement to: 

¶ Ensure first aid is only provided by trained first aiders and that ratios of first aiders are within guidelines. 

¶ Ensure that first aiders keep their first aid certificates up to date 

¶ Ensure that there is a recognised system in place to deal with the reporting, recording and investigation 
of incidents and accidents. 

¶ Ensure that there is a recognised system in place for reporting work related injuries, diseases and 
dangerous occurrences under the RIDDOR Regulations. 

¶ Provide appropriate first aid arrangements for employees and anyone attending the premises that may 
be affected by the school's activities. 

¶ Ensure staff are aware of the location of first aid kits and they are replenish appropriately including 
emergency inhalers 



¶ Provide First aid kits including emergency inhalers for all school trips 

¶ Provide health surveillance for any employees who may be at risk of ill-health as a direct result of work 
activities and make appropriate arrangements to deal with this issue. 

Smartlog is used to record all staff accidents and serious pupil accidents (resulting in child attending hospital or 
requiring an investigation). All minor accidents such as pupil small bumps and cuts should still be recorded in 
for example accident books. 

For further information on first aid, illness at school and accident investigation, please see the Schoolôs First  

aid  and managing  medication  policy . 

 

Illness  in  School  

When a child is ill in school, parents are informed, and the child is sent home. Only the parent, designated 

guardian or child minder is allowed to collect the child. 

To avoid outbreaks of infectious diseases, the government guidelines must be followed re. Infectious period 

including 48 hours post last bout of sickness or diarrhoea. 

Health Protection in Schools 

A quiet area will be set aside for withdrawal and for pupils to rest while they wait for their parents to pick them 

up. Pupils will be monitored during this time. 

 

Infection Control  

The Epworth Education Trust actively prevents the spread of infection through the following measures:  

¶ Routine immunisation  

¶ Maintaining high standards of personal hygiene and practice 

¶ Maintaining a clean environment  

The Trust  Infection  Control  Policy  outlines how each school employs good hygiene practice 

  

Taking  Medication  in School  

The Schoolôs First  aid and managing  medication  policy  will be read, understood and adhered to at all 

times.  

Notification from parents regarding any medication that pupils are required to take will be obtained by the 

schools  

A record will be kept of any medication that pupils take ï this will be checked prior to administering any non-

prescription medication 

Following statutory guidelines in EYFS, children in Reception class or nursery can be given medication such 

as liquid paracetamol such as Calpol to control fevers by the school if a consent form has been obtained.  

To assist with attendance in key stages 1 and 2, schools are allowed to administer over the counter 

medication if the medication is brought in by the parent and parental consent is given. 

Parents are contacted first before this medication is given. A witness must be present at the contact stage and 

at the administering stage if the child is not old enough to administer themselves. No medication is to be given 

without consent. For further information on procedures, please see the schoolôs First aid and managing 

medication policy 

Paracetamol consent forms are required on any residential visit. Again, where possible, the parent is 

contacted before medication is given.  

Where a pupil has an allergy, this will be addressed via the Food and Allergens Policy in conjunction with the 

Supporting Pupils with Medical Conditions Policy. 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities


An emergency inhaler has been purchased for the school to deal with any emergencies. Signed consent for 

their use is to be obtained from parents at the start of the school year. Guidelines and procedures on their use 

are outlined in the Supporting Pupils with Medical Conditions Policy. 

 

Hygiene in the school  

Adults dealing with situations where blood, urine or vomit etc. is evident should always wear a pair of 

disposable gloves and disposable apron. Contaminated areas should be cleaned appropriately and any 

contaminated waste disposed of in a sealed bin liner. All hands should be washed immediately afterwards. 

When cleaning children, 2 staff members, if possible, should be in attendance, if not the door should be left 

ajar. Children should always be treated with care and respect, to foster and promote self-esteem. 

 

Head lice  

If a member of staff suspects that a child has head lice they should report it to the Head of School who may 

then issue a general advice notice via the school office.  The advice on the prevention and treatment of head 

lice is available from school office and regular updates on prevention methods should be included in 

newsletters. 

 

Visitors and Contractors  

The procedures outlined in the Visitor Policy and supply staff and volunteer guidance  will be implemented 

by relevant staff when receiving visitors to the school. 

 

¶ All visitors must sign in to reception.  

¶ Once signed in, visitors will be collected from reception by the member of staff they are visiting or 

escorted to the area of the school concerned.  

¶ Temporary teaching staff and assistants will inform reception of their presence by reporting to reception 

on arrival and signing the visitorsô log. 

¶ No contractor will execute work on the school site without permission  

¶ Contractors will be responsible for the Health and Safety of their employees and for ensuring safe 

working practices. They will not constitute a hazard to staff, students or visitors to the school. 

¶ Contractors will abide by the schoolôs safety and emergency procedures. They should be notified of 

any potential hazards including the location of asbestos in the school. The asbestos register must be 

read and signed before work is undertaken as well as the contractor log form. 

¶ Visitors and contractors will always wear a visitorôs badge while on School grounds.  

¶ Children will be reminded in class assemblies that all visitors in school should be wearing visitors 

badge as a form of positive identification and for them to inform a member of staff if they see anyone 

without a badge. 

¶ Any stranger seen loitering near the school or in the school grounds should be reported without delay 

to the Headteacher who will call the Police if necessary. 

¶ Staff members who encounter an unidentifiable visitor will take sensible and appropriate measures to 

ascertain the nature of their business, without endangering personal safety, or the safety of the children 

¶ Uncooperative visitors/strangers threatening violence, refusing to leave the site or carrying out physical 

or verbal abuse immediate help will be sought via a 999-phone call.  

¶ Anyone hiring the premises will be made aware of their health and safety obligations when making the 

booking. 

 

Construction/maintenance of the premises  

When undertaking construction or maintenance work, the schools within the Epworth Education Trust will do 

so in accordance with The Construction (Design and Management) (CDM) Regulations 2015. 



Construction work means: 

¶ The carrying out of any building, civil engineering or engineering construction work and includes: 

¶ The construction, alteration, conversion, fitting out, commission, renovation, repair, upkeep, 

redecoration or other maintenance, decommissioning, demolition or dismantling of a structure. 

¶ The preparation for an intended structure, including site clearance, exploration, investigation (but not 

site survey) and excavation (but not pre-construction archaeological investigations), and the 

clearance or preparation of the site or structure for use or occupation at its conclusion; 

¶ The installation, commission, maintenance, repair or removal or mechanical, electrical, gas, 

compressed, air, hydraulic, telecommunications, computer or similar services which are normally 

fixed within or to a structure;  

¶ The assembly on site of prefabricated elements to form a structure or the disassembly on site of the 

prefabricated elements which, immediately before such disassembly, formed a structure; 

¶ The removal of a structure, or of any product or waste resulting from demolition or dismantling of a 

structure, or from disassembly of prefabricated elements which immediately before such disassembly 

formed such a structure. 

The Trust H&S Officer must be notified of any construction works that are more than 2 days in length so all risks 

can be identified, contractor competence is verified and to ensure adequate insurance is in place. 

In conjunction with the Executive Headteacher & school H&S officer, the Trust H&S Officer will ensure that any 

major construction projects will have a formally explicitly written appointment of principal designer and principal 

contractor for multi-contractor projects. Competence verification must align with PAS8671:2022 for all building 

safety roles, 

The School H&S Officer in conjunction with the Executive Headteacher will liaise with the principal contractor 

to identify if the scope of the project means that it should be notified to the HSE. 

The School H&S Officer in conjunction with the Executive Headteacher will ensure that: 

¶ The principal designer and principal contractor are provided with a óclient brief/CDM pre-construction 

informationô at the earliest opportunity, to contain relevant information which should, as a minimum, 

include the following:  

¶ What the school wants built or maintained 

¶ The site and existing structures 

¶ Hazards such as asbestos 

¶ Timescales and budget for the build  

¶ How the school expects the project to be managed 

¶ CDM appointments of principal contractor/principal designer 

¶ Welfare arrangements 

¶ Details of nearest A&E department 

¶ The principal contractor draws up a Construction Phase Plan (appendix C) that explains how health and 

safety risks will be managed ï permission will not be given for construction or maintenance work to begin 

until this is in place.  

¶ The principal designer prepares a health and safety file containing information that will help the school 

manage risks associated with any future maintenance, repair, construction or demolition work. 

¶ The roles, functions and responsibilities of the project team are clearly defined in writing, e.g. in the 

project plan. 

¶ Sufficient time and resources are allocated, and effective mechanisms are in place to ensure good 

communication, cooperation and coordination between all members of the project team. 

¶ The principal contractor has planned for adequate welfare facilities for their workers before the 

construction or maintenance work starts. 

 

https://schoolbusukdata.blob.core.windows.net/theschoolbus/ArticleAttachment/2447/Health_and%20Safety%20Policy_20180221.docx?sv=2015-12-11&amp;sr=b&amp;sig=lOGf947NGavr0H5enruydfyJ7%2FTOtTZNQF1cQpNHAx4%3D&amp;st=2018-02-21T12%3A56%3A36Z&amp;se=2018-02-21T14%3A56%3A36Z&amp;sp=r#constructionphaseplan


Following completion of the project, the health and safety file is handed over to the school, kept up to date by 

the health and safety officer, and is made available to anyone who needs to alter or maintain the building.    

 

The Trust Health & Safety Officer will hold progress meetings with the school and where required the contractor 

and request the necessary H&S and legal documents to ensure the school is covered insurance and legally 

wise. 

The Executive headteacher will hold progress meetings with the project team to ensure that all members are 

carrying out their roles as required. 

Where the project is for a new workplace or alterations to an existing workplace, it must also meet the standards 

set out in The Workplace (Health, Safety and Welfare) Regulations 1992. 

 

Violence to Staff and pupils  

Personal Security is critical for both pupils and staff. 

Where confidential interviews take place with pupils, it is urged that they are conducted in accessible areas of 

the school. Every effort should be made to ensure that wherever possible, there should be visual access. 

Where such conditions cannot apply, it is advised that another adult be informed that the interview is taking 

place.  

Physical or verbal abuse is totally unacceptable, and all violent incidents will be recorded and reported if 

necessary. The school may exclude from the premises any adults or pupils for violent behaviour or abusive 

behaviour. 

 

Crisis Incidents  

In case of a business crisis, all paperwork that may be required (e.g. Policies, staff lists, call parent instructions 

etc) should be located on Smartlog within the Contingency Folder or if confidential on Teams. 

Regular drills should take place to ensure pupils and staff are aware of the procedures in the event of any 

crisis. This includes lockdown drills 

For further information on crisis incidents, please see the Schoolôs Business Impact Analysis and Continuity 

Plan and Lockdown procedures. 

 

Fire Safety  

The Regulatory Reform (Fire Safety) Order 2005 (RRO) requires a ñResponsible Personò to be named, who 

will ensure that the premises comply with the Order. This has been determined to be the Executive 

Headteacher. 

 The Responsible Person shall ensure that a Fire Risk Assessment has been completed for the site by a 
competent person and that it is kept under review by the school on an annual basis so that it remains valid. It 
is recommended that an external competent person carries out a review every 3 years or where any structural 
or procedural changes. On an annual basis the fire risk assessment is checked in accordance with PAS79 
guidelines. 
 
The assessment should be accessible and available for inspection by the Fire Authority. 
 
At every school within the trust, termly fire drills and regular walk-through inspections will be carried out to 
ensure that basic fire prevention procedures are observed. These will be scheduled and managed by the Head 

of School and competent Designated School Health and Safety Officer. 
 
In addition, Building Bulletin 100 (BB100), Design for Fire Safety in Schools Produced by the Department for 
Children, Schools and Families (DCSF), recommends that for each establishment a Fire Safety Manager is 
appointed. This need not be the Headteacher but can be delegated to a competent member of staff.  
 

 The named Fire Safety Manager  is Chris Rolle. 
 



The main duties of the Fire Safety Manager include: 
 

¶ Managing the school to minimise the incidence of fire (fire prevention) e.g. good housekeeping and 
security; 

¶ Producing an Fire plan including Emergency Fire Evacuation; 

¶ Checking the adequacy of fire-fighting equipment and ensuring its regular maintenance; 

¶ Ensuring fire escape routes and fire exit doors/passageways are kept unobstructed and doors operate 
correctly; 

¶ Ensuring that fire detection and protection systems are maintained, tested and suitable records are kept; 

¶ Ensuring any close down procedures are followed. 

¶ Ensure that suitable arrangements are in place for out of hours activations of the fire alarm, either by the 
school staff or the security force acting on their behalf. 

¶ Ensuring there are disability evacuation provisions (PEEPs) within the emergency fire plan. 
 
Schools may be visited on a regular basis by their local Fire & Rescue Service who will make recommendations 
in relation to means of escape, means for giving warning, the means for fighting fire and any hazards present 
on the premises.  
  
Fire Awareness Training  

The procedure for fire drills and the use of fire extinguishers will be clear and understood by all staff. 
The Head of School shall ensure that all site-based staff undertake the Fire Awareness online training course 
on induction and that this is renewed annually. 
 
Fire Drills 
The Responsible Person will keep a record of all drills held, with details of time taken to vacate the premises 
and any difficulties experienced. This information will be included in a report at the next Local Advisory Board 
meeting. 
  
Fire Emergency Action 
 

1.  If a fire is discovered raise the alarm via the nearest fire alarm call point. 
 
2. On hearing the fire alarm all staff, pupils and visitors, should leave the premises and make their way to 

the fire assembly point. All visitors and staff must sign in and out and children leaving school for 

appointments or sickness must be recorded on so there is always an up-to-date list of who is in the 

school building at any one time. This up-to-date list must be accessible. The evacuation of visitors and 

contractors will be the responsibility of the person they are visiting or working for. All kitchen staff must 

be involved in the arrangements for emergency evacuation.  

3. Where any person is unable to self-evacuate, they should follow their individual Personal Emergency 
Evacuation Plan (PEEP) under the direction of their Teacher/Manager.  

 
4. Doors and windows should be closed as classrooms and corridors are vacated. 
 
5. All laboratory, experimental equipment and apparatus should be turned off. 
 

6. Any emergency grab bags and emergency medication (inhaler and epi-pen) must be taken out at every 

evacuation 

7. The Headteacher or his/her Deputy will telephone for the Fire and Rescue Service or ensure some other 
member of staff carries out. 

 
8. When the pupils are assembled the roll will be called via the register.  Should there be any absentees, 

an immediate search will be made by the Emergency Services.  
 

9. Until the Fire and Rescue Service arrives, the staff should, after the pupils are safely evacuated and 
accounted for, remain at the fire assembly point until re-entry of the building is allowed by the Fire and 
Rescue Service. 
 



10. Only where the cause of the alarm is known to be a false alarm, (eg. witness saw a pupil maliciously hit 
the call alarm point) should the Fire & Rescue service be cancelled. 
 

Means of Escape 
Regular inspections shall be made of means of escape, to ensure that they are kept free from obstruction. If it 
is found that they are even partially blocked, for example, furniture or rubbish, immediate  action must be taken 
to clear the obstruction.  Inspection shall also include a visual check that all fire safety signs e.g. direction of 
escape route, are in place and clearly visible.  Immediate action will be taken to replace or expose to view any 
sign which is not visible. 
Inspections need to be recorded onto Smartlog. 
 

 Fire Fighting Equipment 
 All staff should be aware of the location of fire extinguishers but should only use them in emergencies and never 

put themselves at risk attempting to fight a fire. Fire-fighting equipment will be used only by trained staff when 
they are confident in their ability to douse a small blaze, in most cases they should leave the area immediately 
by the nearest escape route. 
 

 Fire extinguishers will be subject to an annual inspection by a competent contractor. 
 
 Fire-fighting equipment including extinguishers, blankets, hose reels, sand buckets will also be checked weekly  

for: 
 

¶ Its correct location 

¶ Vandalism 

¶ Obstruction 
 
Annual and weekly inspections should be recorded on Smartlog. 
 
Fire Alarm Systems 

 The fire alarm system should be tested at a pre-determined time on a weekly basis  via a different alarm point  
on each occasion.  Where a link has been established between the alarm and monitoring service, this must be 
checked on each occasion to ensure it is fully operational.  All tests must be recorded via Smartlog 
 

 The Site Supervisor  at each school is responsible for the weekly alarm test. 
 
 The day and time of the test is usually on a Monday at 7:30am approx 
 
 This will ensure that in addition to checking the system as a whole, all call alarm points are checked on a regular 

basis.  Any sounding of the alarm outside of the agreed time should be treated as an evacuation. Any visitors or 
contractors should be informed of tests. 
 

 Emergency Lighting 
 A system function test including the operation of all emergency lighting should be undertaken monthly , with the 

results recorded on Smartlog. The Site Supervisor  at each school is responsible for the emergency lighting 
test. Emergency Lighting will be subject to an annual inspection by a competent contractor 

 
 Fire Doors 
 Fire doors play an essential role in prohibiting the spread of smoke and fire, but only if they are closed and stay 

closed during a fire. Fire doors should not be wedged open or propped open. 
 Weekly checks will, therefore, be carried out to inspect all fire doors as well as door furnishings such as vision 

panels, seals, operation of hinges, glazing, push bar mechanisms, gaps between leaf and frame and self-closing 
devices. Faults found in any mechanism shall be reported for immediate attention. These checks are carried out 
by the Site Supervis or and are recorded on Smartlog. Fire doors should be professionally inspected externally 
by a certified fire door specialist every 3 years as part of the schoolôs fire risk assessment. 

 
 

Smoking  
All smoking is prohibited on or in the immediate vicinity of school premises and during visits or field trips in the 
presence of pupils. This also includes e-cigarettes. 

 
 



House -keeping and Clean liness  
Cleaning standards in the school will be monitored by the Head of School. Special consideration will be given 
to hygiene areas. Waste collection services will be monitored by the site supervisor. Special consideration will 
be given to the disposal of clinical waste, confidential waste and electrical equipment. 
Educational Visits  

Health and safety policy and procedures concerning school trips and visits, including trips abroad, are 

contained in the Educational Trips and Visits Policy.   

Before undertaking any offsite visits or events, the teacher organising the trip or event will assess the level of 

first aid provision required by undertaking a suitable and sufficient risk assessment of the visit or event and the 

persons involved. 

All visits must be recorded on Evolve with an appropriate RA. All schools must have a Education Visits Co-

Ordinator (EVC). 

The schoolôs EVC is Naomi Ward with the Head of School signing off any visits.  

PE and Swimming  

It is every teacherôs responsibility when teaching PE to: - 

¶ Carry out a risk assessment to identify any hazards and control measures required. 

¶ Check the area for hazards before a P.E. session. E.g. broken glass, stones and dog fouling are 

particularly hazardous outside and wet floors and food inside. 

¶ Check the pitch after inclement weather. 

¶ Check equipment and remove any defective sports equipment from use. The defective item should be 

clearly labelled and a report (written) submitted to the Headteacher. 

¶ Check that the children wear the appropriate clothes, footwear and no jewellery. 

¶ The control measures within the Swimming and PE equipment risk assessment must always be 

implemented. 

 

Safety checks should be carried out by an authorised person annually and reported to the Headteacher if there 

are any issues. 

During swimming activities, the staff/pupil ratio will be at least 1:15 with at least one adult being female and if 

possible, one being male. The needs of the group must be considered when deciding ratios. 

For further information, please see the Swimming risk assessment and PE risk assessment. 

 

Road Safety  

Wherever possible walking to school or use of public transport is encouraged. Where this is not possible 

parents are advised to park in local streets five minutesô walk from school with due consideration for local 

residents. 

All those driving onto the school site must exercise extreme care. 

Zebra crossing points and area with yellow lines should be always kept clear. 

Roadways must be always kept clear for emergency vehicles, authorised visitors and refuse vehicles etc. 

Only staff and visitors may use the school car park. 

The gates into the playground should be locked at the start of the day to ensure visitors come through to the 

main entrance of school.   

 

Police assistance to be used when parking outside the school becomes a source of concern. 

Members of staff who live locally are encouraged to walk or cycle to school. Children are encouraged to cycle, 

and cycle proficiency lessons are given in school to those who want them. 

Signage is used pro-actively to assist with road safety. 

 



Pupil Road Safety  

Road Safety will be delivered through the curriculum as part of the National Curriculum, P.S.H.E., assemblies 

and specific road safety training. The school will work in collaboration with parents to develop safer child 

pedestrian skills. All children are encouraged to wear high visibility clothing on their journey to and from 

school, and to identify and adopt safe routes to school. Parents will be kept up to date by regular newsletter 

outlining Road Safety initiatives. 

Any balls that go over the perimeter fence should be retrieved by a member of staff. 

 

Transport  

When using vehicle transport, all passengers, regardless of age, will be provided with one seat each and seat 

belts will be worn. Before setting off, staff must check that pupils are using seatbelts. 

Only in an emergency will staff use their own cars to transport pupils. A full risk assessment must be 

undertaken if the member of staff is to be alone with the child and agreement must be obtained from the 

headteacher. 

Staff who transport pupils in their own cars must supply driving license, insurance and MOT details. Booster 

seats and car seats are available for pupils to meet the latest safety standards and legislation for travelling in a 

car with pupils under 12. Pupils must not sit in the front seat. Staff will be covered by the Trust insurance but 

the school must still see proof of their own insurance. 

The minibus policy  should be followed for schools that have their own minibus. 

 

Workplace Environment  

Regular workplace inspections will be carried out to ensure the workplace environment is safe. This includes 

outdoors. 

The Health & Safety Officer and/or Site Supervisor will carry out a work inspection (appendix A) at least termly 

and where not carried out by the H&S Officer, any findings are to be reported to them to remedy. In most 

cases, work inspections should be completed by various employees such as Site Supervisor, Executive 

Headteacher, H&S Officer, H&S Local Advisory Board Member to observe all hazards. Individual class 

inspections can also be carried out in addition to work inspections (appendix B) 

Where possible, inspections should be recorded on Smartlog. 

¶ Temperature ï should be a minimum of 16 C with a constant supply of fresh air. 

¶ Lighting ï Must have sufficient and suitable lighting and if possible natural light for the work task to be 

carried out. 

¶ Cleanliness ï bins to be emptied daily and all furniture, furnishing and fittings will be kept sufficiently 

clean. Each class teacher is responsible for the tidiness of their own base. 

¶ Hygiene Areas ï special consideration will be given to the cleaniness of these areas including the 

waste collection. 

¶ Ventilation - All rooms should be adequately ventilated by the provision of windows that can open. Any 

sticking windows should be reported to the site supervisor. 

¶ Floors - All floors and traffic routes must, as far as is reasonably practicable, be kept free of 

obstructions and from any article or substance that may cause someone to slip or fall. 

¶ Toilet facilities ï These are cleaned daily, and any problems should be reported to the Site supervisor. 

¶ Food ï should not be left uncovered and should be stored in sealed containers and refrigerated where 

necessary. 

 

Risk assessments  

The executive headteacher has overall responsibility for ensuring potential hazards are identified and ensuring 

risk assessments are completed for all areas of risk in the school.  

 



The Trust will provide schools with a Risk Register that will outline all mandatory risk assessments as well as 

outlining the risk assessments required if the school carries out a certain activity such as Forest school. 

 

The Trust must be informed of any event that is deemed high risk. This could be because of the equipment or 

room used, the pupil and/or staff involved or due to the regular occurrence of the event. 

 

Regular assessments of high-risk areas and annual risk assessments for all areas of the schools will be 

undertaken by the school H&S Officer These will be recorded in a risk register with a rating given for the risk. 

The Trustôs risk assessment template should be used for recording all risks and control measures. 

Risk assessments will consider the needs of staff, pupils, visitors and contractors.  In a secondary school, 

there are curriculum safety matters that need to be accounted for when looking at hazards and risk 

assessments in place. For further information see appendix D 

Risk assessments will be undertaken by a variety of staff depending on the activity/their knowledge of the risk. 

These will be reviewed annually or sooner if new guidelines become available or if an element of the work 

activity changes significantly. 

Risk assessments will identify all defects and potential risks along with the necessary solutions or control 

measures.  

Significant findings will be reported to the Headteacher allowing issues to be prioritised and actions to be 

authorised, along with funds and resources. 

Any additional control measures that are identified from the risk assessment process will be planned and 

implemented.  

Each school will record any significant findings of any risk assessments, including the following: 

¶ The identified hazards 

¶ How people might be harmed by them  

¶ What the school has implemented to control the risk   

The Head of School and EVC will ensure risk assessments are completed by staff leading day trips or 

residential stays. These must be uploaded onto Evolve and checked by the EVC. 

All risk assessments should be uploaded to Smartlog and reviewed as per Risk Register. 

 

PPE 

PPE means all equipment worn or held by staff or pupils which is designed to protect them from specified 

hazards. The school will provide employees and pupils who are exposed to a hazard at the school, which 

cannot be controlled by other means with PPE. 

When not in use, PPE will be properly stored, kept clean, and in good repair. 

 

 

Working at Heights  

Working at height is defined by the HSE as any place where, if there were no precautions in place, a person 

could fall a distance liable to cause personal injury or death. 

 

The school Health & safety officer is responsible for ensuring suitable procedures are in place for undertaking 

risk assessments for all situations requiring work at height. These procedures must ensure that all involved are 

aware of the precautions and methods of work to be followed, including emergency action to be taken if 

necessary. 

 

Working at height should be avoided, where it is practicable to do so, but where work at height cannot be 

avoided, the risk and consequences of falls should be prevented by 

¶ Considering weather conditions that could compromise safety. 

¶ Undertaking as much work as possible from the ground. 




