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Introduction 
Great Walstead School is committed to managing health and safety effectively to protect our 

employees, pupils and other persons whilst on our premises.  

Our Health and Safety Policy Statement sets out our commitment and the objectives we aspire to in 

managing health and safety. It is signed by the Chair of Governors to demonstrate that our commitment 

is led from the top. 

The management of health and safety will be prioritised according to risk adopting proportionate and 

achievable controls with the objective to minimise the risk of our activities causing injury or damage. 

We accept that we cannot eliminate risk from everything we do but we can manage our activities in 

such a way that exposure to hazards is controlled as far as is reasonably practical. 

We adopt a systematic approach through risk assessment as a necessary first step and an ongoing 

process reviewing our approach in the light of changes of work processes, accidents or incidents. 

During procurement we will wherever possible eliminate risk through selection and design of buildings, 

facilities, equipment and processes. Where risks cannot be eliminated they will be minimised by the 

use of physical controls, approved systems of work or using personal protective equipment. 

 

Policy Review 
 

This Health and Safety Policy will be reviewed annually by Great Walstead School’s Senior 

Leadership Team in conjunction with our nominated responsible person.  

  

As each review is completed it will be signed off by the Headmaster and confirmed by the Governing 

body.  

  

Review 

Date  
Version 

Ref: 
Signed by Headmaster  Signed on behalf of the 

Governing Body 

Sept 2019 2.1.0    

Nov 2019 2.1.1     

       

       

Document Control 
The electronic copy of the Health and Safety Policy held on the network will remain the controlled 

copy, and available to all staff to view.  

  

ALL printed copies of the policy either in whole or part, are uncontrolled these will be clearly marked 

as an ‘UNCONTROLLED COPY’.  
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Policy 
 

The management of Great Walstead School recognises that it has a legal duty of care towards 

protecting the health and safety of its employees, pupils and others who may be affected by 

the school’s activities. 

In order to discharge its responsibilities the management of the school will: 

 

 bring this Policy Statement to the attention of all employees 
 carry out and regularly review risk assessments to identify proportionate and pragmatic 
solutions to reducing risk 

 communicate and consult with our employees on matters affecting their health and 
safety 

 comply fully with all relevant legal requirements, codes of practice and regulations at 
International, National and Local levels 

 eliminate risks to health and safety, where possible, through selection and design of 
materials, buildings, facilities, equipment and processes 

 encourage staff to identify and report hazards so that we can all contribute towards 
improving safety 

 ensure that emergency procedures are in place at all locations for dealing with health 
and safety issues 

 maintain our premises, provide and maintain safe plant and equipment 
 only engage contractors who are able to demonstrate due regard to health & safety 
matters 

 provide adequate resources to control the health and safety risks arising from our work 
activities 

 provide adequate training and ensure that all employees are competent to do their tasks 
 provide an organisational structure that defines the responsibilities for health and safety 
 provide information, instruction and supervision for employees 
 regularly monitor performance and revise policies and procedures to pursue a 
programme of continuous improvement. 

 

This Health and Safety Policy will be reviewed at least annually and revised as necessary to 

reflect changes to the school activities and any changes to legislation. Any changes to the 

Policy will be brought to the attention of all employees. 

 

Signed:       Dated:   

 

Chair of Governors 
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Organisation 

Health & Safety Organisational Chart 
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Responsibilities 

Board of Governors 
The Board of Governors, comprising the Headmaster and the school directors has a strategic role in 

the running of the school including the management of health and safety. The Board of Governors 

will ensure that:  

• they provide a lead in developing a positive Health and Safety culture throughout the school  

• any decisions reflect its Health and Safety intentions  

• adequate resources are available for the implementation of Health and Safety  

• an effective management structure for the implementation of Health and Safety is established  

• they will promote the active participation of employees in improving Health and Safety 

performance  

• they review the Health and Safety performance of the school annually and plan safety 

improvements for the following year   

• health and safety objectives are set across the whole school and for each department  

• standards of health and safety are set across all areas  

• a health and safety plan of continuous improvement is created and monitored for progress against 

agreed targets  

• a risk management programme is developed and implemented across the school  

• senior management are competent to fulfil their health and safety responsibilities and that effective 

training programmes have been put in to place  

• a system of communication and consultation with employees is established via the Health and 

Safety Committee  

 matters raised by the Health and Safety Staff Forum are considered for action  

 monitoring systems are in place to monitor the effectiveness of the schools risk control  

 health and safety policies and procedures are reviewed in light of the results of internal and 

external audits  

 actions required by enforcing authorities are programmed and included within health and safety 

plans to ensure legal compliance.  

Headmaster 
The Headmaster has overall responsibility for ensuring compliance with Health and Safety legislation 

in the day to day running of the school but delegates the responsibility for implementation to Director 

of Finance & Operations.  

The Headmaster will ensure that:  

• our Health and Safety Policy is implemented, monitored, developed, communicated effectively, 

reviewed and amended as required  

• a health and safety plan of continuous improvement is created and the Directorship monitor 

progress against agreed targets  

• suitable and sufficient funds, people, materials and equipment are provided to meet all health and 

safety requirements  

• senior management designated with health and safety responsibilities are provided with support 

to enable health and safety objectives to be met  

• a positive health and safety culture is promoted and that senior management develop a proactive 

safety culture which will permeate into all activities undertaken and reach all personnel  

• a system of communication and consultation with employees is established  

• effective training programmes have been put in to place  

  

An annual report on the safety performance of the school is presented to the Board. 
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Director of Finance & Operations 
The Director of Finance & Operations as the person with special responsibility for health and safety 

will ensure that:  

• the Board of Governors, the Headmaster and the Health and Safety Committee are advised of 

relevant changes in health and safety legislation, codes of practice and Department for Education 

standards  

• risk assessment requirements are co-ordinated and the implementation of any action required is 

monitored  

• risk assessments are reviewed regularly and any changes are brought to the attention of staff who 

may be affected  

• regular Health and Safety Committee meetings are held where health and safety issues can be 

raised and discussed  

• they provide advice on health and safety training requirements  

  

• details of accidents, dangerous occurrences or diseases that are notifiable are reported to the 

Enforcing Authorities  

• they assist Heads of Departments in investigating and recording accident investigations  

• contact with external organisations such as the emergency services is co-ordinated  

• health assessment requirements are identified and advised to management  

• the schedule of statutory examinations of plant, equipment and vehicles is maintained and Heads 

of Department are made aware of impending examinations  

• premises, plant, equipment and school vehicles are maintained in a safe condition  

• adequate arrangements are in place to ensure the security of the school, the staff, visitors and 

pupils  

• adequate arrangements for fire and first aid are established  

• welfare facilities provided are maintained in a satisfactory state  

• contractors engaged are reputable, can demonstrate a good health and safety record and are 

made aware of relevant local health and safety rules and procedures.  

• health and safety notices are displayed  

The Director of Finance & Operations as a Head of Department will ensure that:  

• they actively lead the implementation of our Health and Safety Policy  

• they supervise their staff to ensure that they work safely  

• safe systems of work are developed and implemented  

• risk assessments are completed, recorded and regularly reviewed  

• accidents, ill health and 'near miss' incidents at work are investigated, recorded and reported  

• they communicate and consult with staff on health and safety issues  

• they encourage staff to report hazards and raise health and safety concerns  

• safety training for staff is identified, undertaken and recorded to ensure staff are competent to 

carry out their work in a safe manner  

• issues concerning safety raised by anyone are thoroughly investigated and, when necessary, 

further effective controls implemented  

• personal protective equipment is provided, staff instructed in its use and that records are kept  

• hazardous substances are stored, transported, handled and used in a safe manner according to 

manufacturers' instructions and established rules and procedures  

• agreed safety standards are maintained particularly those relating to housekeeping  

• health and safety rules are followed by all.  
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Operations Manager 
The Operations Manager will ensure that:  

• school buildings and plant are maintained in accordance with the Health and Safety Policy  

• records of servicing and maintenance are retained and kept up to date  

• contractors engaged are reputable, can demonstrate a good health and safety record and are 

made aware of relevant local health and safety rules and procedures  

• safe systems of work are developed and implemented  

• risk assessments are completed, recorded and regularly reviewed  

• they communicate with staff on health and safety issues relating to building maintenance and the 

work of contractors  

• they encourage staff to report hazards and raise health and safety concerns  

• statutory examinations are planned, completed and recorded  

• any safety issues that cannot be dealt with are referred to the Director of Finance & Operations 

for action  

• welfare facilities provided are maintained in a satisfactory state  

• agreed safety standards are maintained particularly those relating to housekeeping.  
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Heads of Section/Department 
Deputy Head, Human Resources Director, Head of Communications and Admissions, Head of EYFS, 

Head of Pre Prep, Head of Juniors, Head of Middles, Head of Seniors, Director of Learning 

Development, Director of Sport, Director of Music, Head of Drama & Dance 

Art, DT, Science, Events & Trips Co-ordinator, IT Services, Maintenance Supervisor, Housekeeper, 

Head of Catering, Groundsman 

Heads of Section/Department will ensure that in their areas of control:  

• they actively lead the implementation of the Health and Safety Policy  

• they supervise their staff to ensure that they work safely  

• the completion of written risk assessments of teaching practices and activities including equipment 

and substances; that any general advice on safety matters given by the DfE, Local Authority and 

other relevant bodies in relation to the school are implemented, that this is then translated into 

written safe methods of working practice  

• safe methods of work are implemented  

• inform pupils, staff and visitors as to their own personal safety and makes sure they are aware of 

the health and safety procedures in place  

• risk assessments are regularly reviewed  

• accidents, ill health and 'near miss' incidents at work are recorded, investigated and reported to 

the Operations Manager  

• they communicate and consult with staff on health and safety issues  

• they encourage staff to report hazards and raise health and safety concerns  

• safety training for staff is identified, undertaken and recorded to ensure staff are competent to 

carry out their work in a safe manner  

• issues raised by anyone concerning safety are thoroughly investigated and, when necessary, 

further effective controls implemented  

• equipment is maintained in a safe condition  

• statutory examinations are planned, completed and recorded  

• personal protective equipment is provided and worn by staff and pupils, and that staff and pupils 

are instructed in its use  

• any safety issues that cannot be dealt with are referred to the Operations Manager for action  

• hazardous substances are stored, transported, handled and used in a safe manner according to 

manufacturers' instructions and established rules and procedures  

• agreed safety standards are maintained, particularly those relating to housekeeping  

• all relevant safety documents including DfE Guides, etc. are maintained and made available to all 

employees  

• health and safety rules are followed by staff and pupils  

  

they perform regular health and safety inspections within their department as required by the 

Headmaster. 
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Teachers 
Teachers will ensure that in their areas of responsibility:  

• they actively lead the implementation of the Health and Safety Policy  

• they supervise their staff and pupils to ensure that they lessons and activities are carried out safely  

• safe teaching practices are developed and implemented  

• risk assessments are completed, recorded and regularly reviewed  

• accidents, ill health and 'near miss' incidents at work are investigated, recorded and reported to 

the Operations Manager  

• they communicate and consult with staff on health and safety issues  

• they encourage staff and pupils to report hazards and raise health and safety concerns  

• safety training for staff is identified, undertaken and recorded to ensure staff are competent to 

carry out their work in a safe manner  

• issues raised by anyone concerning safety are thoroughly investigated and, when necessary, 

further effective controls implemented  

• equipment is maintained in a safe condition  

• personal protective equipment where required is provided and that staff and pupils are instructed 

in its use  

• any safety issues that cannot be dealt with are referred to the Operations Manager for action  

• hazardous substances are stored, transported, handled and used in a safe manner according to 

manufacturers' instructions and established rules and procedures  

• agreed safety standards are maintained, particularly those relating to housekeeping  

• all relevant safety documents including CLEAPSS, DfES Guides, etc. are maintained and made 

available to all employees  

• health and safety rules are followed by all staff and pupils. 
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Employees 
All employees must:  

• take reasonable care of their own safety  

• take reasonable care of the safety of others affected by their actions  

• observe the safety rules  

• Not interfere with or override any mechanical, electrical or system items provided to enhance 

safety or security. 

• comply with the Health and Safety Policy  

• conform to all written or verbal instructions given to them to ensure their personal safety and the 

safety of others  

• dress sensibly and safely for their particular working environment or occupation  

• conduct themselves in an orderly manner in the work place and refrain from any antics or pranks  

• use all safety equipment and/or protective clothing as directed  

• avoid any improvisations of any form which could create an unnecessary risk to their personal 

safety and the safety of others  

• maintain all equipment in good condition and report defects to their supervisor  

• report any safety hazard or malfunction of any item of plant or equipment to their supervisor  

• report all accidents whether an injury is sustained or not  

• attend as requested any health and safety training course  

• observe all laid down procedures for processes, materials and substances used  

• observe the fire evacuation procedure and the position of all fire equipment and fire exit routes.  

 

Contractors 
All contractors must:  

• take reasonable care of their own safety  

• take reasonable care of the safety of pupils, school staff and others affected by their actions  

• observe the safety rules of the school  

• submit their health and safety policy and relevant risk assessments to the school for approval  

• comply with and accept our health and safety policy, if they do not have one  

• dress appropriately, sensibly and safely when on school premises and for the task being 

undertaken  

• conduct themselves in an orderly manner in the work place and refrain from any antics or pranks  

• use all safety equipment and/or protective clothing as required by the school and as indicated in 

the risk assessment for the task  

• avoid any improvisations of any form which could create an unnecessary risk to their personal 

safety and the safety of others  

• maintain all equipment in good condition, not use any defective equipment and ensure that any 

portable electrical equipment bears a current test certificate  

• report any safety hazard or malfunction of any item of plant or equipment to their supervisor  

• report all incidents to their supervisor and to the school whether an injury is sustained or not  

• ensure that their employees only use equipment for which they have been trained  

• attend as requested any health and safety training course  

• observe all agreed procedures for processes, materials and substances used  

• observe the fire evacuation procedure and the position of all fire equipment and not obstruct fire 

exit routes or inhibit fire alarm sensors or devices  

• provide adequate first aid arrangements unless otherwise agreed with the school.  

 

  



P a g e  | 13 

 

UNCONTROLLED ONCE PRINTED 
Printed Tuesday, 12 November 2019 

Health & Safety Staff Forum 
The Health and Safety Staff Forum is the consultative body of the school for health and safety.  

The Health and Safety Staff Forum will:  

• consider and support the school’s policies for health, safety and welfare and assist in monitoring 

and reviewing their effectiveness  

• promote health and safety communication and training in the organisation at all levels  

• receive detailed reports of investigations into all reportable accidents, dangerous occurrences and 

cases of reportable diseases to consider the effectiveness of any action taken to prevent future 

similar accidents  

• receive a list of all other recorded accidents or occurrences and to consider the effectiveness of 

any remedial action taken to prevent future similar incidents  

• ensure trends in accident statistics are identified and to make recommendations for action  

• keep under review communications and publicity relating to health, safety and welfare and where 

necessary to recommend any improvements or changes  

• consider relevant health, safety and welfare matters raised by members of the Staff Forum.  
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Health & Safety Rules 

General 
• It is the duty of all employees to co-operate with the Board of Governors in fulfilling our legal 

obligations in relation to health and safety.  

• Employees must not intentionally or recklessly interfere with anything provided in the interests 

of health, safety or welfare.  

• Employees are required to notify to management of any unsafe activity, item or situation.  

 

Fire Precautions 
The School recognises fire as a significant hazard and takes the management of the risks seriously.  
For that reason a Fire Safety Policy has been formulated in order to put in place and monitor the 
procedures to preserve life, minimise building damage, and assist demonstrate its commitment to 
compliance with its legal obligations under the Fire Regulatory Reform (Fire Safety) Order [2005].  
 
 In the event of fire, the safety of life will override all other considerations, such as saving property and 
extinguishing the fire. 
 
The objectives are to implement and maintain the procedures that:  

 Reduce the risk of an outbreak of fire 

 Reduce the risk of the spread of fire 

 Provide and maintain a means of escape 

 Demonstrate active preventative action 

 Accurately records the active management in respect of fire safety 

 ALL staff to undertake the Online training provided by our training 

provider Educare entitled Fire Safety Awareness in Education 

 Additional designated staff are required to complete the How to be an 

effective Wire Warden or Fire Marshall course in addition. 

 Induction training covers the raising of an alarm and the evacuation 

procedure for the school 

Environment/Working Conditions 
• Employees must make proper use of all equipment and facilities provided to control working 

conditions/ environment.  

• Employees must keep stairways, corridors, classrooms and work areas clear and in a clean 

and tidy condition.  

• Employees must dispose of all rubbish, scrap and waste materials using the facilities provided.  

• Employees must clear up any spillage or liquids in the prescribed manner.  

• Employees must deposit all waste materials and substances at the correct disposal points and 

in the prescribed manner.  

 

Working Practices 
• Employees must not operate any item of plant or equipment unless they have been trained and 

authorised.  

• Employees must make full and proper use of all equipment guarding.  

• Employees must not clean any moving item of plant or equipment.  

• Employees must not make any repairs or carry out maintenance work of any description unless 

authorised to do so.  

• Employees must use all substances, chemicals, liquids etc, in accordance with all written 

instructions.  
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• Employees must not smoke except in prescribed areas.  

 

Warning Signs and Notices 
• Employees must comply with all hazard/warning signs and notices displayed on the premises.  

 

Health 
• Employees must report to management any medical condition or medication which could affect 

the safety of themselves or others.  

• Employees must co-operate with the management on the implementation of the medical and 

occupational health provisions.  

 

Accidents 
• Employees must seek medical treatment for work related injuries they receive by contacting a 

designated first aider. Upon returning from treatment they must report the incident to their 

supervisor.  

• Employees must ensure that any accident or injury treatment is properly recorded in the 

Accident Book.  

  

Site Traffic 
 The school will take all reasonable steps to control and manage the risks from the use of workplace 

transport. Pedestrian and vehicle traffic will be prevented from coming into contact wherever 

possible, and vehicles will be controlled on site so as to pose minimal risk to each other and to 

persons present on site.  

Employees must:  

• obey all instructions regarding designated traffic routes and restricted areas whether on foot or 

in a vehicle  

• refrain from entering or directing others into restricted areas  

• adhere to the site speed limits.  

• complete any required competency assessments for driving  

• comply with all vehicle operations procedures  

• adhere to school procedures and the directions of designated site personnel (such as 

banksmen) when carrying out reversing, loading and unloading, parking or similar vehiclebased 

activities  

 

Use of School vehicles 
• Drivers must carry out prescribed checks of vehicles prior to use and in conjunction with the 

laid down checking procedure.  

• employees must report any damage or defect to the vehicle promptly. 

• Employees must notify management of any incident in which damage is caused to property.  

• Employees must not drive or operate any vehicles for which they do not hold the appropriate 

driving licence or permit.  

• Employees must not carry unauthorised passengers or unauthorised loads.  

• Employees must not use vehicles for unauthorised purposes.  

• Employees must not load vehicles above the stated capacity.  

• Employees must not drive or operate vehicles whilst suffering from a medical condition or illness 

that may affect their driving or operating ability.  

• Employees must not drive whilst using a mobile phone or any other electronic device.  
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Arrangements 

 

Accidents & Incidents 
This policy sets out the procedures that are to be followed when any employee, pupil, visitor or 

contractor has an accident, near miss or dangerous occurrence on the school’s premises. 

Employees who develop a work-related illness must also report via these procedures. 

Definitions 
An accident is an unplanned event that causes injury to persons, damage to property or a combination 

of both. 

A near miss is an unplanned event that does not cause injury or damage but could do so. 
A work-related illness is illness that is contracted by an employee through the course of work as a 
result of activities carried out by the school. 

Recording 
All accidents resulting in personal injury must be recorded on an Accident Report Form. 
Completed Accident Report Forms will be stored to comply with the requirements of the Data Protection 

Act. 

Completed Accident Report Forms will be reviewed regularly by the Operations Manager & School 
Nurse to ascertain the nature of incidents that have occurred in the school. This review will be in addition 
to any investigation of the circumstances surrounding each incident. 
All near misses must also be reported as soon as possible so that action can be taken to investigate 

the causes and to prevent recurrence, using the Health & Safety Concern Form. 

Employees must ensure that they complete the Accident or Health & Safety Concern Form which are 
available on the staff network, the Surgery or from Reception. 

RIDDOR Reporting 
Certain accidents causing injury, both fatal and non-fatal, certain occupational diseases and certain 

dangerous occurrences are reportable to the Enforcing Authority under the Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). 

The Operations Manager (or in their absence the School Nurse) will determine if a RIDDOR report is 

required and if so complete the notification. 

Specified injuries including the following reportable events must be reported by the quickest means 

practicable, usually the telephone: 

 Death 

 A specified injury to an employee as detailed in regulation 4 

 An injury to a non-employee where that person is taken directly to hospital for treatment as a 
result of their injury 

 Any dangerous occurrence 

 Any employee diagnosed by a qualified medical practitioner as suffering from a disease 
specified in the Regulations 

 Any employee diagnosed with a cancer caused by work-related exposure to a known 
carcinogen or mutagen. 

Incapacitation for work of a person for more than 7 consecutive days as a result of an injury caused by 

an accident at work must be notified within 15 working days. 

Major or over 7 day injuries to people at work arising from non-consensual violence are notifiable. 
accidents involving Pupils or visitors, If a pupil or visitor has an accident this must be reported if: 

 the person involved is killed or taken to directly to hospital and; 

 the accident arises out of or in connection with a work activity 
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Investigation 
All injury related accidents that are either notified to the Enforcing Authority or where a serious injury 
has occurred will be investigated: 

 to ensure that all necessary information in respect of the accident or incident is collated 

 to understand the sequence of events that led to the accident or incident 

 to identify the unsafe acts and conditions that contributed to the cause of the accident or incident 

 to identify the underlying causes that may have contributed to the accident or incident 

 to ensure that effective remedial actions are taken to prevent any recurrence 

 to enable a full and comprehensive report of the accident or incident to be prepared and circulated 
to all interested parties 

 to enable all statutory requirements to be adhered to. 
 

Asbestos 
The school will protect employees, pupils and other persons potentially exposed to asbestos as far 

as is reasonably practicable. Everyone who needs to know about the presence of asbestos will be 

alerted. No one will be allowed to start any work that could disturb asbestos unless the correct 

procedures are to be employed.  

  

In order to manage the exposure asbestos-containing materials in school premises a detailed  

“Asbestos Management Plan” has been prepared. The detailed plan can be found at 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies 

Communication and Consultation 
The school’s arrangements to communicate and consult with staff on issues affecting their health and 

safety and to take account of their views are: 

 involve and consult with staff through: 
o The staff Health & Safety Forum 
o individual conversations 
o notice boards 
o internal publications 
o staff meetings 

 display the ‘Health and Safety Law – What You Need To Know’ poster 
consult with staff when changes to processes, equipment, work methods etc. are to be introduced 

that may affect their health and safety. 

 

Display Screen Equipment 
The school identifies those roles that it considers to be DSE Users, and has taken steps to allow the 

safe use of Display Screen Equipment. 

A DSE policy has been prepared and can be found at DSE Policy 

Driving on school business 

School Vehicles  
Transport Policy 

Minibuses 

The School’s minibuses are leased to them and the leasing company includes for the following: 

1 Vehicle Excise Duty – Road Fund Tax 

2 The Annual MOT testing 

3 Servicing according to the manufacturers guidelines 

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies
../../../../../Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/DSE%20Policy%20May19.docx
../../../../../Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Transport%20Policy%202019.docx
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The School minibuses are operated under a Section 19 permit an the school arranges for an 

independent mechanic to conduct a safety inspection every 10 weeks. 

The school also conducts a weekly condition check carried out by a member of the maintenance 

team. 

Drivers are required to satisfy themselves of the vehicles road worthiness by conducting the Pre 

journey checks at the start of each journey 

Other vehicles operated on site 

The school has a Quad Bike used by maintenance. 

The Grounds contractor operates a Tractor and various ride on machinery to maintain the grounds. 

The tenant farmers have agricultural vehicles that utilise the rear track to access the fields leased out 

to them. 

Drivers 

Eligibility to Drive 

Staff wishing to drive on school business should refer to the Transport Policy for full details of the 

school’s requirements 
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Drugs & Alcohol 

Alcohol 

Staff must not drink alcohol on school premises without express permission from a senior manager. 

Any member of staff who is found consuming alcohol on school premises without permission or is found 

to be intoxicated at work will normally face disciplinary action on the grounds of gross misconduct under 

the school’s disciplinary procedure. 

Drugs and medication 

The possession, use or distribution of drugs for non-medical purposes on school premises is strictly 

forbidden and a gross misconduct offence. 

If you are prescribed drugs by your doctor which may affect your ability to perform your work you should 

discuss the problem with your manager. 

If the school suspects there has been a breach of this policy or your work performance or conduct has 

been impaired through substance abuse, the school reserves the right to require you to undergo a medical 

examination to determine the cause of the problem. 

Medical Examination 

Existing and prospective members of staff may be asked to undergo a medical examination, which will 

seek to determine whether he/she has taken a controlled drug or has an alcohol abuse problem. 

A refusal to give consent to such an examination or a refusal to undergo the screening will result in the 

immediate withdrawal of any offer made to prospective staff and will normally be treated as gross 

misconduct for current members of staff. 

If, having undergone a medical examination, it is confirmed that you have been positively tested for a 

controlled drug, or you admit there is a problem, the school reserves the right to suspend you from your 

employment (with or without pay) to allow the school to decide whether to deal with the matter under the 

terms of the school’s disciplinary procedure and/or to require you to undergo treatment and rehabilitation. 

Reasonable Grounds 

The school reserves the right to search you or any of your property held on school premises at any time 

if there are reasonable grounds to believe that this policy is being or has been infringed or for any other 

reason. If you refuse to comply with these search procedures, your refusal will normally be treated as 

gross misconduct. 

The school reserves the right to inform the police of any suspicions it may have with regard to the use of 

controlled drugs by its employees on school premises. 

Educational Visits 

Staffing Ratios 

Overseas trips 

Other Residential trips 

Day trips 
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Electricity 
All reasonable steps will be taken to secure the health and safety of employees, pupils and others who 

use, operate or maintain electrical equipment. 

To ensure this objective the school will: 

 ensure electrical installations and equipment are installed in accordance with the Wiring 
Regulations (BS 7671) published by the Institution of Engineering and Technology (IET) 

 maintain the fixed wiring installation in a safe condition by carrying out routine safety tests 

 inspect and test portable and transportable equipment as often as required to ensure safety 

 inspect and test second-hand electrical equipment lent to, or borrowed by, the school 

 promote and implement a safe system of work for maintenance, inspection and testing 

 forbid live working unless absolutely necessary, in which case a permit to work system must be 
used 

 ensure employees and contractors who carry out electrical work are competent to do so 

 maintain detailed records. 
 
Employees must: 
 

 Not connect any electrical equipment that does not belong to the school 

 Visually check for evidence that the equipment has been inspected/tested by the maintenance 
team 

 visually check electrical equipment for damage before connecting an item of equipment for use 

 report any defects found to maintenance, the equipment should be withdrawn from use until it has 
been tested and declared fit for use by a qualified person 

 not use defective electrical equipment 

 not carry out any repair to any electrical item unless qualified to do so 

 switch off non-essential equipment from the mains when left unattended for long periods including 
computers and classroom screens 

 not bring any electrical item onto school premises until it has been tested and a record of such a 
test has been included in the appropriate record 

 not leave electric cables in such a position that they will cause a tripping hazard or be subject to 
mechanical damage 

 never run extension leads under carpets or through doorways 

 not daisy-chain extension leads to make a longer one 

 not use adapter sockets – devices that plug into mains sockets to increase the number of outlets. 
 
 
Summary of Key Actions 
 
The key actions necessary to control the health and safety risks arising from electricity are as follows: 

 The main electrical installations will be tested every five years  

 Lightning protection tested annually 

 Retain copies of electrical test certificates 

 A record must be kept of all portable items of electrical equipment showing: 
a) the detail of the item 
b) details of any inspection and testing  
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Fire 
All reasonable steps are taken to prevent a fire occurring. In the event of fire, the safety of life will 

override all other considerations, such as saving property or extinguishing the fire.  

The school does not require persons to attempt to extinguish a fire but extinguishing action may be 

taken if it is safe to do so. Immediate evacuation of the building must take place as soon as the 

evacuate signal is given. All occupants, on evacuation, should report to the assembly points on the 

Front Lawn.  

Re-entry of the building is strictly prohibited until the fire and rescue services senior  officer or the 

evacuation co-ordinator declares it is safe to do so.  

Employees are encouraged to report any concerns regarding fire procedures to the Operations 

Manager so the organisation can investigate and take remedial action if necessary.  

Staff should familiarise yourself with the location of the fire alarms, fire appliances, fire exits and the 

assembly point.  

Detailed information on the schools evacuation procedures can be found at ..\..\..\..\..\Staff\Health & 

Safety Policies\Specific Referenced H&S Policies 

 

Visitors  

All visitors should be escorted to the assembly point by their host, and taken to the Office 

Administrator who will have the visitors book. 

It is important that they do not leave the assembly area until the evacuation co-ordinator declares it is 

safe to do so.  

LIAISING WITH EMERGENCY SERVICES  

The evacuation coordinator will meet and liaise with the emergency services and any other interested 

parties, giving them pertinent information related to the emergency situation, such as location and 

details of emergency, location and presence of hazardous and flammable materials, status of the 

evacuation, etc.  

Full details of the fire related precautions are contained in the Fire safety  

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Great Walstead Fire Safety 

Policy March2018.docx 

Details of the schools evacuation procedures are detailed in the following document 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Fire Safety Emergency 

Evacuation Plan Sept2018.docx 

Medical 

First Aid 
Great Walstead School recognises its responsibility to provide high quality First Aid Care for its staff, 

pupils and visitors. This policy is applicable to all pupils including those in the EYFS.  

First Aid is emergency care given to an injured person (in order to minimise injury and future 

disability) before professional medical care is available. In the absence of the School Nurse, teachers 

and ancillary staff are expected to use their best endeavours at all times, particularly in emergencies, 

to secure the welfare of the individual concerned. In general, the consequences of taking no action 

are likely to be more serious than those of trying to assist in an emergency.  

The School is responsible for:  

• Health and Safety including First Aid.  

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Great%20Walstead%20Fire%20Safety%20Policy%20March2018.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Great%20Walstead%20Fire%20Safety%20Policy%20March2018.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Fire%20Safety%20Emergency%20Evacuation%20Plan%20Sept2018.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Fire%20Safety%20Emergency%20Evacuation%20Plan%20Sept2018.docx
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• The School will ensure that there are sufficient numbers of staff trained in First Aid.  

• The School’s insurance policy provides full cover for staff acting within the scope of their 

employment.  

 

Full details of the school’s arrangements are contained in the First Aid Policy 

S:\Health & Safety Policies\Specific Referenced H&S Policies\First aid policy sept 2019.docx 

Infection Control 
School staff and pupils are from time to time at risk of infection or of spreading infection.  

The school aims to minimise the risk of the spread of infection and will implement procedures as per 

the guidance from Public Health Agency.  

 

https://www.publichealth.hscni.net/sites/default/files/Guidance_on_infection_control_in%20schools_p

oster.pdf 

 

Staff Illness and Reporting  

  

Staff should notify the School Nurse if they develop any of the following infectious diseases or 

symptoms:  

• skin infections or exposed areas of infestation  

• severe respiratory infection (e.g. pneumonia, TB)  

• severe diarrhoea  

• jaundice  

• hepatitis  

• Chicken Pox, Measles, Mumps, Rubella  

• HIV.  

  

The School Nurse will need to discuss with the individual suitable controls.  The School Nurse may 

need to seek support from the headmaster.  In some cases, employees may need to be referred to 

their GP for advice  or an Occupational Health Practitioner.  

Staff must report diseases including Leptospirosis, Hepatitis, TB, and Tetanus which have been 

contracted through work to the School Nurse as these are reportable under RIDDOR (Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations).  

Confidentiality will be maintained at all times in relation to an employee who is known to have any 

infectious disease.  

Pupils with Medical Needs 
No pupils should be given medicines without their parent’s written consent. Medication where 

practicable will be administered by the School Nurses.  Any member of staff giving medicines to a 

child will have received training in the correct methods and should check: the child’s name; 

prescribed dose; expiry date; written instructions provided by the prescriber on the label or container.  

If in doubt about any procedure staff should not administer the medicines but check with the School 

Nurses or the pupil’s parents before taking further action. If staff have any other concerns related to 

administering medicine to a particular child, the issue should be discussed with the School Nurses.  

 Full details of our arrangements are detailed in the following policy documents  

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\MEDICAL POLICY 

2018.pdf 

file://///GW02/users/staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/First%20aid%20policy%20sept%202019.docx
https://www.publichealth.hscni.net/sites/default/files/Guidance_on_infection_control_in%20schools_poster.pdf
https://www.publichealth.hscni.net/sites/default/files/Guidance_on_infection_control_in%20schools_poster.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/MEDICAL%20POLICY%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/MEDICAL%20POLICY%202018.pdf
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..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Administration of 

Medicines Policy 2018.pdf 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Anaphylaxis policy 

2018.pdf 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Asthma Policy 2018.pdf 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Diabetes policy 2018.pdf 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Epilepsy policy 2018.pdf 

 

  

Food Safety 

Main Catering Kitchen 

HACCP 

The Catering department operate under the established Hazard Analysis and Critical Control Point protocol 

document 

This ensures a systematic and uniform approach to maintaining the quality and safety of the food prepared on 

site 

Environmental Health Inspection 

The School is registered with the EHO and is subject to regular inspection to ensure its methods satisfy the 

legal food standards. 

WSCC EHO operates the Star rating system for food outlets in its area and the School’s catering kitchen has 

achieved the maximum 5 star rating at the last inspection 

Equipment Servicing and Maintenance 

The Catering Manager arranges for the annual inspection and testing of the kitchens gas appliances, 

refrigeration, extraction and other equipment. 

The Catering Manager retains a list of contractors to provide maintenance and breakdown cover throughout 

the year as required. 

The extraction ducting is subject to an annual deep clean to maintain its efficiency and safety 

Allergy Control 

The school aims to operate a nut free policy throughout the school including the main kitchen 

The Catering Manager has robust monitoring in place to manage the control of food provision to pupils & staff 

with allergies. 

Catering receives data on all pupils with allergies from The School Nurse and this is updated if changes are 

made during the term. 

All allergies are displayed in the Kitchen Office available to be viewed by all catering staff. 

Catering staff are aware of the pupils with allergies and what they are able to consume, so pupils can be 

guided to make the correct choices from the server.  Where the allergies are significant catering will plate up 

food for the pupil to ensure that the food is suitable. 

Allergy information is available for pupils on the daily menu in addition to the processes operated within the 

food service. 

Heating Oil 

Tank Maintenance 
The tanks are all integrally bunded, and the condition is checked annually as part of the plant 

servicing contract.  In addition the school has an independent supply contractor who carries out 

maintenance on the storage tanks and refilling pipework. 

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Administration%20of%20Medicines%20Policy%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Administration%20of%20Medicines%20Policy%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Anaphylaxis%20policy%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Anaphylaxis%20policy%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Asthma%20Policy%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Diabetes%20policy%202018.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Epilepsy%20policy%202018.pdf
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Deliveries 
The school uses approved supply contractors for its heating oil supply, and their delivery drivers are 

supervised when making deliveries. 

The supply company carries the required spill kits to contain any spillage they may make during 

deliveries, and the vehicles have the required grounding to avoid any potential ignition from static 

Emergencies 
The maintenance team are able to deal with most emergencies relating to the storage. 

They have contact details for our Heating plant contractor and the company who can provide support 

with the storage containers if required. 

The plant are fitted with auto shut off should there be a fire in the main boiler rooms 

LPG Gas  

Tank Maintenance 
The tanks are rented from the gas supplier (Calor Gas) and the supplier monitors the condition of the 

taks at each refilling. 

The tanks are subjected to a full inspection every 10 years by the supplier 

Deliveries 
Deliveries are automated via a telemetric monitoring system. 

Deliveries are supervised by the maintenance team 

Gas Emergencies 
Emergency Number in the event a leak is suspected 03457 444 999 

IF a tank leak is identified call the emergency services in order that the risk of fire can be minimised 

by cooling the vessel with water. 
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Hazardous Substances  - COSHH 
All reasonable steps will be taken to ensure all exposure of staff and pupils to substances hazardous 

to health is prevented or at least controlled to within statutory limits.   

The school will give sufficient information and training to ensure full understanding of the hazards to 

health posed by substances in the workplace and the importance of the control measures provided. 

Information will also be given to others who may be affected such as contractors, temporary staff and 

visitors where appropriate.  

Staff should not use any hazardous substance unless they have received the information and 

training for the safe use of that substance.  

There are a range of hazardous substances to which the regulations apply. These include:  

• those classified and shown with warning label  

• substances with Occupational Exposure Limits  

• biological agents e.g. Legionella bacteria  

• any kind of dust  

• substances generated by work processes e.g. various bacteria/viruses from bodily fluids   

Hazard Labelling  

Hazardous substances may be defined as being toxic, corrosive, a health hazard, a serious health 

hazard, flammable, oxidising, explosive, harmful to the environment or gases stored under pressure.  

Classification of hazardous substances is currently done under the Classification Labelling and 

Packaging (CLP) Regulations, which came into full effect in June 2015. These Regulations require 

hazardous substances to be packaged and labelled to an internationally agreed standard.  

Hazardous substances can be readily identified by their label:  

Hazardous substances that are generated by work processes are not as easily identifiable as they do 

not come conveniently labelled.  

Exposure Routes  

Exposure to hazardous substances may be via:  

• inhalation e.g. dust/particulate or vapours/fumes  

• contact with eyes or cuts  

• absorption through the skin  

• ingestion  

• injection.  

Hazard Effects  

Effects on health may be short-term or long-term and will generally vary according to levels and 

duration of exposure. Effects of substances also vary with some having an accumulative effect and 

some that will have only temporary health effects.  

  

Control Principles  

The principles applied to substances to control exposure are:  

1. elimination e.g. don’t use the substance  

2. substitution e.g. a less hazardous substances  

3. engineering controls e.g. Local Exhaust Ventilation  

4. information, instruction, supervision and training  

5. Personal Protective Equipment (PPE) e.g. gloves, glasses, overalls.  

Working with Hazardous Substances  

Prior to working:   
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• ensure you understand the risks of working with any hazardous substances and the controls in 

place  

• ensure you know the location of the material safety data sheets and risk assessments  

• ensure the controls specified in the risk assessment, including any items for emergencies are:  

 in place  

 fully operational  

 available.  

• ensure you understand how to operate or use any control measures safely and have received 

training prior to starting work.  

Whilst working  

• ensure regular checks to ensure controls are effective  

• clean up any spillages etc  

• report any problems or defects immediately to your manager  

• report any ill-health or accidents to your manager.  

 

Legionella 
All reasonable steps will be taken to identify potential legionellosis hazards and to prevent or minimise 
the risk of exposure. 
 
The school will: 
 

 carry out a Legionellosis Risk Assessment 

 prepare a written scheme/plan for preventing or controlling the risk of Legionella 

 implement and manage the scheme/plan 

 keep records for a minimum of 5 years. 
 
Day to day responsibility for monitoring and ensuring that the systems are being correctly operated lies 
with the Maintenance. 
 
At risk systems include the hot and cold water storage and distribution system. 
 
To achieve control of legionella bacteria the school will adhere to the procedures of the schools 
Legionella Policy document full details of which are available at 
..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Legionella Policy & 

Management Plan Mar19.pdf 

  

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Legionella%20Policy%20&%20Management%20Plan%20Mar19.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Legionella%20Policy%20&%20Management%20Plan%20Mar19.pdf
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Passenger Lift 
The school has one passenger lift in the Performing Arts Building. Pupils should be supervised when 
using the lift. 
 
The school will ensures that: 

 an examination scheme is drawn up by a competent person for the lift 

 suitable equipment and mechanisms are installed to prevent the lift from: 
o leaving its landing when the doors are unlocked and/or open 
o falling (including its maximum working load) in the event of a failure in the lifting 

mechanism 
o overrunning its furthest intended point of travel 
o being operated from more than one position at any one time 
o being overloaded or exceeding its maximum number of passengers. 

 The lift is maintained in a safe condition and examined/inspected by competent persons 6 monthly  

 the safe working load (SWL) is clearly displayed inside the lift 

 notices are posted adjacent to each lift opening advising against the use of a lift in the event of a 
fire 

 arrangements are made for the emergency evacuation of persons in the event of lift failure 

 lift motor rooms are kept locked and entry only allowed to authorised persons. 
 

Lone Working 
Lone working increases the health and safety risks to individuals because they may not be able to 

summon assistance in the event of an incident and any delay may in receiving attention may increase 

the consequences of any injury. 

Lone working relates to any individual who spends most or all of their working hours working alone 

without direct supervision and who does not have someone close at hand to assist them in the case of 

an incident. 

People falling into this category may include: 

 anyone working outside normal hours on their own 

 cleaners who normally work outside school hours 

 caretakers or maintenance staff 
 

 

It is acceptable for people to work alone so long as the school has completed a risk assessment and 

any measures deemed necessary have been put into place. 

Some activities should not be carried out by people working alone and include: 

 working at height on ladders or tower scaffolds 

 use of high risk chemicals including science experiments 

 use of high risk machinery such as band saws, power drills etc 

 electrical work on any electrical circuits 

 entry to areas of restricted or limited access or exit. 
 

Key Actions 

 identify all workers who work alone 
The school have identified the employees whose work puts them at risk of lone working 
These are The Evening Caretaker during the hours of 1900 and 2200 hours 
Staff supporting the Facilities Hires at weekends, Sports staff driving teams to away fixtures where 
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they are the only member of staff and the Maintenance & Farm Assistant due to the remote location 
of the Farm 

 Complete a risk assessment for all lone working 

 Control measures to be identified, prioritised and implemented 

 Formal systems/procedures developed for particular activities/areas as required. Stay Safe app on 
a mobile phone for example. 

 

Requirements of lone workers 

It is important that lone workers are considered for any known medical conditions which may make 

them unsuitable for working alone. Consideration should be given to routine work and foreseeable 

emergencies which may impose additional or specific risks. 

Lone workers must be suitably experienced, have suitable instructions and if necessary, training on the 

risks they are exposed to and the precautions to be used. 

The school shall ensure adequate supervision is provided. The adequacy of the supervision will depend 

on the level of the risk, types and duration of exposure. Adequacy of supervision may involve some of 

the following: 

a) periodic contact with lone worker i.e. telephone 

b) general or specific alarms for emergencies 

c) checks on lone workers to ensure they have returned to the school on completion of 
extracurricular activities. 

Rules for Lone Workers 

 Anyone electing to work alone should consider the need to do so and where possible avoid all lone 
working 

 Anyone working alone must have access to a telephone and ensure that a relative or colleague is 
aware 

 The caretaker (or other named person) must be informed of anyone intending to work late and a 
satisfactory arrangement made for locking up the building 

 Staff must not place themselves in danger by challenging intruders or vandals but should call the 
police for assistance 

 Staff working alone have a responsibility for making themselves familiar with and following the 
school’s safety procedures and location of safety equipment 

 If staff rely on mobile phones they must ensure that their network has good reception within school. 
Although phones can give extra reassurance, they do not provide complete protection and staff 
should still be alert for their own personal safety at all times 

 In the situation where two or more people are working in isolated areas of an otherwise unoccupied 
building, personnel should keep each other informed about their movements. 

 All staff should vacate the building during the week (Mon-Fri) by 2100 hours in order not to impede 
the securing of the school buildings by the Evening Caretaker. 

 

Opening/Closing the School 

When the last person has left the building and notified the caretaker (or other named person), they 

should leave the building by the agreed route. This includes the closing of all fire doors and ensuring 

the exterior doors are secured as they leave. 

 
When the caretaker (or other named person) arrives in the morning he must make a quick examination 
of the exterior of the building to make sure that there are no signs of a break-in or of anyone having 
been in the building. If the caretaker is in any doubt he should contact the Police/security firm and 
should never enter the building if they is unsure of their safety. 
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Key holders are also advised to inform someone when they are attending an alarm call out. 
 
Emergency Considerations 

Lone workers should be capable of responding correctly to emergencies. Risk assessment should 

identify foreseeable events. Emergency procedures should be established and the people concerned 

trained in using the procedures. 

Emergency Procedures may need to cover: 

 fires resulting from the process or work being undertaken 

 if a person has an accident what needs to be done to recover them, especially important in 
laboratories 

 actions to be taken in case of a chemical spill 

 actions to be taken in the event of power failure (for example where the person is reliant on power 
for their safety systems or for egress from a building e.g. power operated doors). 

 

Manual Handling 
Manual handling means: the transporting or supporting of a load by hand or by bodily force including 

lifting, putting down, carrying, pushing or pulling. 

A load can include a person or animal as well as inanimate objects but not an implement, tool or 

equipment while in use for its intended purpose. 

Typical manual handling tasks in school are: 

 moving tables and chairs 

 carrying piles of books or stationery 

 putting out PE equipment 

 maintenance activities 

 receiving and putting away food deliveries. 
 

To prevent injuries and long term ill-health from manual handling the school will ensure that activities 

which involve manual handling are eliminated, so far as is reasonably practicable. Where it is not 

practical the school will carry out an assessment to determine what control measures are required to 

reduce the risk to an acceptable level. 

 

To implement this policy the school will ensure that: 

 manual handling assessments are carried out of activities that: 
a) pose a foreseeable risk of injury 

b) cannot be avoided 

c) cannot be mechanised and consider the risks to pupils and employees. 

 

 adequate information and training is provided to persons carrying out manual handling activities 
including details of the approximate weights of loads to be handled and objects with an uneven 
weight distribution, where appropriate 

 any injuries or incidents relating to manual handling are investigated, with remedial action taken 

 where relevant, employees undertaking manual handling activities are suitably screened for 
reasons of health and safety, before doing the work 

 wherever possible, the school will conduct the risk assessments of pupils with special needs before 
they attend and the school should seek to receive information on pupils in advance. 
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Reducing the risk of injury 

In considering the most appropriate controls, an ergonomic approach to designing the manual handling 

operation will optimise the health, safety and productivity associated with the task.Techniques of risk 

reduction will include: 

 mechanical assistance 

 Team lifting 

 redesigning the task 

 reducing risk factors arising from the load 
 
No employee will be required to lift any item that they do not feel confident of doing without risking 
personal injury. 
 
Key Actions 

 Heads of Departments to identify and list tasks with a potential to cause injury 

 complete a manual handling risk assessment for each task 

 Bring the assessment to the attention of relevant staff and pupils, where relevant 

 Provide manual handling information and where required training for staff and pupils 

 Review assessments at least annually 

 Complete risk assessments for pupils with additional needs before they enter school. 
 

Outdoor Fixed Play Equipment 
Supervision 

Children must be supervised at all times whilst using outdoor play equipment. 

Supervising staff should be familiar with the equipment, the rules for use and of the ability of the 

children.  They have the authority to make safety judgements and limit or close any piece of equipment 

that they consider necessary. 

General guidelines 

 Staff/supervisors on duty must ensure that outdoor play equipment is appropriately supervised 
when in use. 

 The maintenance team make regular checks for defects and adjust, repair or close equipment as 
required. Staff/supervisors on duty have a responsibility to report defects to the maintenance team. 

 Staff/supervisors have a responsibility to ensure appropriate behaviour on the equipment. 

 Consideration needs to be given to weather conditions, outdoor play equipment should not be used 
during wet or icy conditions.  The maintenance team will assess the equipment in poor weather 
and close the area if required.  Supervising staff can restrict the use of the equipment if they feel 
conditions warrant it even if it was deemed suitable for use at an earlier inspection by the 
maintenance team. 

 Apparatus must only be used at appropriate times when supervised. Parents are informed that the 
apparatus is for school aged children only and not to be used before and after school, unless 
actively supervised by a parent or guardian. 

 

Clothing/Footwear 

Suitable clothing should be worn. Hazards can arise from - unfastened coats, woollen gloves, scarves, 

ties, etc. 
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Appropriate footwear must be worn. Hazards arise from - slippery soles, open toed and sling back 

sandals, heels and untied laces, etc. 

Play equipment standards 

All new outdoor play equipment to be designed, constructed, installed and maintained in accordance 

with European standards BS EN 1176 and BS EN 1177. 

These European standards are not retrospective or a legal requirement but represent good practice in 

the event of an accident claim. Play equipment which was considered safe under BS 5696 will still be 

safe under the new standards. 

The independent competent person carrying out annual inspection and maintenance will advise 

whether any alterations need to be made 

Only manufacturers/contractors with appropriate play industries registration will be used to install new 

outdoor play equipment. Schools will check that companies have API (Association of Play Industries) 

or BSI registration for equipment manufacture and insta 

Scrambling and climbing elements must not exceed 3 metres, for children below 5 years the height 

should be a maximum of 1.6 metres. 

Height should not be the dominant feature on any item of equipment. Interest challenge and enjoyment 

should be achieved without the need for height itself. 

Structures must be spaced clear of each other to prevent one activity interfering with another, they must 

also be clear of walls, fences etc. 

Suppliers of new equipment will be required to supply information relating to surfacing requirements, 

intended age range, risk assessment, installation instructions, servicing and maintenance instructions. 

 

Surfaces 

All products must meet the appropriate BS EN Standards.  Both portable and fixed climbing equipment 

that has a fall height of 600mm must be on an impact-absorbing surface if used outside. (Fall height is 

the distance from the clearly intended body support to the impact area). 

Although impact absorbing surfaces cannot prevent accidents they may reduce the level of injury. There 

are a range of surfaces available which provide impact attenuation including rubber mats and tiles, bark 

etc. 

When considering surfaces their likely effectiveness, durability, practicality and management will be 

taken into account. 

Materials such as top soil and turf do have limited impact absorbing properties. 

Where bark is used this area should be a minimum of 300mm deep with a recommended particle size 

of 38mm max and 12mm min. 

Loose materials will spread if not suitably contained and will need to be topped up from time to time, 

thus it is important to have additional bark available to top up to the original level. 

Inspection and maintenance 

For new equipment a post installation inspection will be arranged. 

BS EN 1176 recommends that all outdoor play equipment be inspected and maintained on a regular 

basis. Such inspection and maintenance will include the following 
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Level 1 checks – Daily / pre use checks by the Maintenance team 

Concentrating on the following points: 

 no evidence of obvious wear / damage 

 area safe from health hazards e.g. needles, glass, faeces etc 

 impact absorbing surfaces level, sufficient depth across the areas 

 all fastenings tightly secured 

 no broken chains, stretched links or loose or twisted shackles 

 uprights unbroken and firm in the ground. 
Where any defects / hazards are identified appropriate steps must be taken to prevent use until 

problems have been satisfactorily resolved. 

Level 2 checks – termly inspection in house 

A more thorough check of the equipment to be conducted termly and these records kept on site. 

Level 3 checks – annual inspection 

A detailed certified inspection by an independent competent person capable of inspecting to BS EN 

1176 and 1177 these checks must be formally recorded and records kept on site. 

Such checks ensure safety and identify any improvements required in terms of the European standards. 

The competent person conducting the annual inspection will advise on the extent of surfacing required 

for both static and moving equipment. 

Personal Protective Equipment – PPE 
The school provides personal protective equipment (PPE) when the risk presented by a work activity 

cannot be eliminated or adequately controlled by other means. When it is provided, it is because health 

and safety hazards have been identified that require the use of PPE and it is therefore necessary to 

use it in order to reduce risks to a minimum. 

To effectively implement its arrangements for the use of PPE the school will: 

 ensure that PPE requirements are identified when carrying out risk assessments 

 use the most effective means of controlling risks without the need for PPE whenever possible and 
only provide PPE where it is necessary 

 carry out an assessment to identify suitable PPE 

 ensure that if two (or more) items of PPE are used simultaneously, they are compatible and are as 
effective used together as they are separately 

 ensure that PPE is sourced appropriately and bears the “CE” certification mark 

 ensure PPE is available to all staff who need to use it 

 provide adequate accommodation for correct storage of PPE 

 provide adequate maintenance, cleaning and repair of PPE 

 inform staff of the risks their work involves and why PPE is required 

 instruct and train staff in the safe use and maintenance of PPE 

 make arrangements for replacing worn or defective PPE 

 review assessments and reassess the need for PPE and its suitability whenever there are 
significant changes or at least annually. 

 

Sport & Physical Education 
The school is committed to safe practice in physical education and recognises that the school and the 

teaching staff and others in positions of responsibility have a duty of care for those in their charge to 

ensure that planning and implementation include recognition of safety as an important element. 
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Young people should learn about the principles of safety as applied to themselves and to the care and 

well being of others. This should be a planned and intentional aspect of the curriculum. 

Full details of the school’s procedures can be found in 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Great Walstead Sport 

Health and Safety Policy - July 2019 version3.docx 

 

  

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Great%20Walstead%20Sport%20Health%20and%20Safety%20Policy%20-%20July%202019%20version3.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Great%20Walstead%20Sport%20Health%20and%20Safety%20Policy%20-%20July%202019%20version3.docx
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Safeguarding 
Safeguarding children is everyone’s responsibility at Great Walstead School. Everyone who comes 

into contact with children and families has a role to play. We recognise that all adults, including 

temporary staff, volunteers and governors, have a full and active part to play in protecting children 

from harm, and that the child’s welfare is our paramount concern. 

The school will promote awareness and best practice to deal with situations of suspected abuse. The 

school has appointed the Deputy Head and Head of EYFS as Designated Safeguarding Leads, who 

are responsible (amongst other things) for providing support to staff members in their safeguarding 

duties and for liaising closely with relevant external agencies, e.g. MASH. 

 

Staff Responsibilities 

Great Walstead School requires all staff to: 

• support the children’s development in ways that will foster security, confidence and 

independence and make provision to teach the children how to keep themselves safe including on-

line 

• provide an environment in which children and young people feel safe, secure, valued, 

respected, feel confident, and know how to approach adults if they may be worried 

• raise all concerns with the DSLs, including concerns about other staff members 

• always act in the best interest of the child 

If at any point there is a risk of immediate harm to a child, staff members should make the DSLs 

aware or if this is not possible contact MASH themselves.   

If a child’s situation does not improve or staff are not happy with the response or outcome they 

receive from MASH they should press for re-consideration or refer to the WSSCB Escalation Policy 

2017 

Record Keeping 

At Great Walstead School we will ensure that appropriate, accurate, legible and promptly written 

records of safeguarding concerns are made and stored securely in accordance with the Data 

Protection Act 2018.  

Further Information 

All staff should refer to the Child Protection – Safeguarding and Welfare of Pupils Policy for full details 

of the school’s policy and arrangements for safeguarding.  This policy can be found on the network 

and on the school website. 

 

Science Laboratory 
This policy sets out the schools arrangements for ensuring that practical work within the science 

department is carried out safely and that safety control measures applied are pragmatic and 

proportionate so as not to inhibit good teaching. 

The task of overseeing health and safety within the science department is that of the Head of 

Department. 

  



P a g e  | 35 

 

UNCONTROLLED ONCE PRINTED 
Printed Tuesday, 12 November 2019 

Monitoring and checking 

The school requires the science department to monitor the implementation of this policy. Records of 

monitoring are kept by the Head of Department. 

Training 

Any non-science staff who have to supervise any class in a laboratory will receive brief training in 

laboratory rules. 

Laboratory Rules are displayed in the science room, and all science classes are supervised by a 

qualified science teacher. 

 

Risk Assessments 

 The school utilises the generic risk assessment templates provided by CLEAPPSS.  The school 
maintains a subscription to CLEAPPSS for resources and advice 

 

Lesson plans have been checked against the model risk assessments, staff should deviate from 

it only if their proposed activities have been also checked with the models and where 

appropriate agreed with the Head of Department. 

Where an activity must be restricted to those with special training, that restriction is included in a note 

in the text. 

 

Fume Cupboards 

The school will arrange regular testing of fume cupboards at a maximum interval of 14 months but 

require teachers to perform a quick check before use. Records of the tests are kept on file. 

All users have been trained to carry out a quick check that a fume cupboard is working before use. 

 

Pressure Vessels 

 

Autoclaves and pressure cookers need periodic inspection, normally annually, under the Pressure 

Systems Safety Regulations. Records of examinations are kept on file. 

 

Equipment Safety 

All staff selecting equipment for purchase will check that it is safe and suitable for the intended purpose 

(to comply with the Provision and Use of Work Equipment Regulations). Equipment listed by specialist 

educational equipment suppliers is taken to meet these Regulations but all other equipment, especially 

gifts, is treated with caution and carefully assessed. 

Any user who discovers a hazardous defect in an item of equipment must report it to the Head of 

Department or other nominated person. 

 

Personal Protective Equipment 
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The school accepts the duty to provide eye protection, gloves and laboratory coats for employees 

where the risk assessment requires them and safety spectacles for pupils. The condition of the eye 

protection is checked at the start of each term. 

Chemicals  

The safe storage and, where necessary, disposal of chemicals including highly-flammable liquids, will 

be arranged in accordance with the requirements of the Dangerous Substances and Explosive 

Atmospheres Regulations (DSEAR) in order to ensure that chemicals are stored securely, the risks of 

fire, explosion and spillage are minimised, labels are readable and that a spill kit is available and 

properly replenished. 

Hazardous activities involving chemicals is restricted to those who have received special training and 

as identified in the texts in daily use as part of the risk assessment. 

Waste disposal 

Waste chemicals and equipment are disposed of in an environmentally-responsible manner in 

accordance with relevant legislation.  
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Safe disposal of Sharps 

All sharps must be correctly and safely disposed in a leak-proof, puncture resistant, lockable container. 

The container should not be filled more than two thirds then sealed and disposed as per the school 

procedure. 

Security 

Access to laboratories and preparation rooms are controlled to prevent unauthorised access. All 

science rooms including store rooms are to be kept locked at all times except when in use. It is the task 

of the staff member leaving such a room to see that the room is empty and that the door is locked. All 

laboratories which are left open are cleared of all hazards, including shutting-off all services when 

supervision by a suitably-trained teacher or teaching assistant comes to an end. No class is allowed to 

be in a laboratory without adequate supervision. 

All science areas are made safe for cleaners or contractors to work in before these persons are allowed 

to proceed. 

Fire fighting equipment 

When using flammable metals, it is better to have a bag of sand immediately available in case of fire. 

Dry powder extinguishers may cause permanent damage to computers and lead to such a mess that 

industrial cleaning will be required. A fire blanket can be used to smother fires, often causing less 

damage than a carbon dioxide extinguisher, which may blast apparatus across the bench. 

Spills 

Trivial spills are dealt with using damp cloths or paper towels. Spills of any amount which do not give 

rise to significant quantities of toxic or highly-flammable fumes (‘minor spills’) are dealt with by teachers 

using a ‘spill kit’ provided for this purpose. 

Major spills are those involving the escape of toxic gases and vapours or of flammable gases and 

vapours in significant concentrations. Staff are trained in the appropriate procedures  
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Smoking 
It is the policy of the school that all of its premises are smoke-free and that all employees and 

pupils have a right to work in a smoke-free environment. 

Smoking is prohibited throughout the entire school, including the use of all artificial smoking 

aids (electronic or otherwise) with no exceptions. This policy applies to all employees, pupils 

and visitors in all areas of the school, including school vehicles. 

All staff are obliged to adhere to and facilitate the implementation of the policy. 

The school will ensure that all employees and contractors are aware of the policy on smoking. 

They will also ensure that all new personnel are given a copy of the policy on recruitment or 

induction. 

 

Stress 
The Health and Safety Executive define stress as “the adverse reaction people have to 
excessive pressure or other types of demand placed on them”. This makes an important 
distinction between pressure, which can be a positive state if managed correctly, and stress 
which can be detrimental to health. 
 
Stress at work can come about for a variety of reasons. It may be excessive workload, 
unreasonable expectations, or overly-demanding work colleagues. The school will endeavour 
to ensure a pleasant working environment and that employees are as free from stress as 
possible. 
 
The schools has a Stress Management Policy which gives full details of how it will support 
staff. 
 
..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\GWS Stress 
Management  Oct 2017.pdf 
 

  

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/GWS%20Stress%20Management%20%20Oct%202017.pdf
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/GWS%20Stress%20Management%20%20Oct%202017.pdf
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Swimming Pool 

Normal Operating Procedures 
The current NOP can be located at 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Normal Operating 

Procedures Dec18.docx 

Emergency Operating Procedures 
The current EOP can be located at 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Emergency 

Operating Procedures Dec18.docx 

Pool Plant Monitoring 
The Pools Mechanical & Electrical plant is regularly maintained by a specialist contractor in 

order to maintain the performance and safety of the equipment. 

Water Quality Monitoring 
The chemical balance of the water in the pool is monitored daily by the maintenance team 

who have undertaken training to maintain their competency. 

The biological testing of the water is carried out monthly by a specialist contractor. 

Temporary Workers 
The school will take the necessary measures to ensure the health and safety of any staff 
members employed on a temporary or voluntary basis. 
 
To achieve this, the school will provide temporary or voluntary staff with the following 
information prior to starting work: 
 

 details of the qualifications and skills are required to do the work safely 

 the requirements of the safeguarding policy 

 any risks to health and safety identified by workplace risk assessments 

 the preventive measures to be taken 

 safe working procedures 

 the action to be taken in the event of an emergency. 
 
The competence of temporary or voluntary staff will be assessed to ensure they are capable 
of working safely. 
 
All temporary workers or volunteers will either have a suitable DBS or be actively supervised 
whenever there is potential access to children  
 

  

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Normal%20Operating%20Procedures%20Dec18.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Normal%20Operating%20Procedures%20Dec18.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Emergency%20Operating%20Procedures%20Dec18.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Emergency%20Operating%20Procedures%20Dec18.docx
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Contractors 
When working on school premises it is considered that contractors are joint occupiers for that 

period and therefore we have both joint liabilities in “common areas”.  The school will aim to 

use contractors that have been accepted as “Preferred Providers”, although it is recognised 

that in some circumstances other contractors may be required to support the school’s 

operations.  In order to meet our legal obligations with regard to contractors we will ensure that 

prior to engaging any contractor they are competent and that any works are carried out safely. 

Selection of Contractors 

The school will adopt a standard application form to gather the required information from 

potential contractors, and use this as the basis to ensure their Health Safety and Welfare 

arrangements are compatible with our own. 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Contractor 

Approval Form.docx 

Control of Contractors 

The School’s Maintenance Supervisor will monitor works on the school’s buildings and 

infrastructure to be able to satisfy the school that the work is being completed to the agreed 

standard and in a safe manner. 

Contractors working on the site will be given a copy of the School’s Health & Safety 

Coordination Information 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Contractor Safety 

Information.docx 

Permit to work 

A Permit to Work issued by the School must be obtained before any Hot Work, Demolition, 

Work on Asbestos, or any work in a confined space. 

  

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Contractor%20Approval%20Form.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Contractor%20Approval%20Form.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Contractor%20Safety%20Information.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Contractor%20Safety%20Information.docx
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Construction (Design and Management) Regulations 2015  

Where any construction work is carried out, to fulfil our legal duties as a “client” under the 
Construction (Design and Management) Regulations 2015 we will: 
 

 make suitable arrangements for the management of the project and review those 
arrangements throughout the project to ensure that they are still relevant 

 ensure that all dutyholders that we appoint have the necessary skills, knowledge and 
experience to carry out their roles safely 

 appoint in writing the Principal Designer and Principal Contractor sufficiently early in 
the project to allow them to carry out their duties properly 

 notify the HSE in writing for projects that require it 

 ensure that relevant pre-construction information is passed to all designers and 
contractors  

 ensure that the Principal Designer and Principal Contractor carry out their duties 

 ensure that adequate welfare facilities are provided for the contractors 

 ensure that no construction commences until an adequate health and safety plan and 
construction phase plan covering the work has been prepared 

 ensure that any health and safety file passed to us is kept securely and readily 
available for inspection by anyone who requires it to fulfil their legal duties, and, if we 
choose to dispose of the building, to pass the file to any person or company who 
acquires the building. 

 cooperate fully with all other dutyholders and provide all relevant information and 
instruction promptly and clearly. 
 

Other Temporary workers 
Visiting Music Teachers & Bank Staff 

These staff are vetted by Human resources in the same way as full employees 

Agency Workers 

Staff employed from agencies will either have a full compliance declaration from the agency 

concerned (principally educational agencies) or will have a barred list check completed 

together with a risk assessment before working on site.  The latter will be supervised 

whenever there is a potential for contact with pupils 

Volunteers 

Have a DBS clearance check or will supervised at all times 

 

Training 
Training in health and safety is a legal requirement and also helps create competent 

employees at all levels within the school to enable them make a far more effective 

contribution to health and safety, whether as individuals, teams or groups.  

All employees receive induction training.  

Such training will cover:  

fire procedures, warning systems, actions to be taken on receiving warning, locations of 

exits/escape routes, evacuation and assembly procedures, first aid/injury reporting 

procedures, names of first aiders/appointed persons, instruction on any prohibition areas 

(i.e. no smoking), issue of protective clothing/equipment and its use, instruction under 

COSHH, mandatory protection areas, thorough instruction applicable to their particular 

duties at work etc.  
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Training needs will be reviewed as a result of job changes, promotion, new activities or new 

technology, following an accident/incident and performance appraisal.  

Human Resources will maintain training records for all employees.  

Employees must:  

• participate in the induction training activities they have been required to attend or carry 

out  

• work according to the contents of any training they receive  

• ask for clarification of any points they do not fully understand  

• not operate hazardous plant or equipment, use hazardous chemicals or carry out any 

hazardous activity unless they have been appropriately trained and instructed.  

Violence 
The school recognises that in certain situations violent behaviour towards staff may occur 

and therefore will take all reasonable measures to protect staff from violence and 

aggression.  

We define violence and aggression as:  

• actual or threatened physical assaults on staff  

• psychological abuse of staff  

• verbal abuse which includes shouting, swearing and gestures  

• threats against employees.  

  

If you are a witness or receive any violence or aggression towards you, then you should 

report this to a senior member of staff / your manager so that this can be recorded and 

investigated. The school will support the decision of any employee wishing to press charges 

against the individual(s) involved. Access to counselling can also be provided where 

required.  

Visitors 
In the interest of safety and security, the school will take the necessary measures to protect 
staff and visitors from any accidents or incidents that may occur during visiting. 
 
Employees hosting visitors much ensure that: 
 

 they are accompanied unless the school has completed all the necessary vetting 
procedures. 

 they adhere to applicable health and safety instructions and rules during their visit 

 adequate information is passed to ensure their safety including emergency information 

 any protective clothing required is provided and worn 

 any accidents / incidents involving visitors are reported through the accident reporting 
arrangements. 

 
Employees aware of people on the premises who may be unauthorised should escort them to 
reception or report these to front office for action.  
 
Emergency Action 
In the event of the fire alarm sounding, all visitors should be escorted to the assembly point 
by their host. Visitors should not leave the area until authorised to do so by the Evacuation 
Co-ordinator. 
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Work at Height 
The school will take all reasonable steps to provide a safe working environment for all 

employees who may be affected by work at height activities.  

Using Ladders (including stepladders)  

  

Ladders and stepladders should only be used for short duration tasks (less than 30 

minutes), light duty tasks or where more suitable access equipment cannot be used due to 

existing features of the site which cannot be altered.   

Only those persons who have been trained to use ladders safely may use them.  

Prior to use it should always be ensured that the ladder is in good condition and fit for 

purpose.   

Where ladders are to be used to work from it should be ensured that:  

a) a secure handhold and support are available at all times;  

b) the work can be completed without stretching;  

c) the ladder can be secured to prevent slipping.  

  

Under no circumstances should high areas be accessed using chairs, tables or such 

other items of furniture not designed for the purpose.  
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Provision & Use of Work Equipment 
The school will provide a safe working environment in relation to work equipment safety and 

ensure all employees receive appropriate safety information and training in their work 

equipment.  

Employees must  

• only use work equipment that has been provided for them by the school 

• only use work equipment for which they have received information and training for  

• not undertake any maintenance work unless competent and authorised to do so  

• not interfere with or remove anything which has been provided for safety reasons  

• report defects immediately to their manager/supervisor  

• use any personal protective equipment as required.  

 

Work Experience 
 

Security 
The School employs both active and passive controls to monitor access to the school site 

and particularly its buildings.  All visitors are directed to the School Office on arrival. 

A number of key doors on site are controlled access via an electronic lock system to deter 

unauthorised access to our buildings 

The school also uses CCTV to deter would be trespassers and assist identify the identity of 

those involved in any security breach 

Further details are available in the following policies 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Security Policy 

(2019).docx 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\GW - CCTV Policy 

GDPR2018.docx 

Risk Assessment 
Risk assessment is a systematic examination of an area or activity to identify what could cause 

harm to people and help us determine whether the existing controls are sufficient to minimise 

the risk of injury or ill health. 

It is the responsibility of the Headmaster to ensure risk assessments are conducted, although 

in practice the actual assessment process will be delegated to Heads of Departments and 

Managers. 

Our policy is to complete a risk assessment of all our known and reasonably foreseeable 

health and safety hazards covering all our premises, people, equipment and activities in order 

to control risks and to plan and prioritise the implementation of the identified control measures. 

 

Full details are available in our Risk Assessment Policy 

..\..\..\..\..\Staff\Health & Safety Policies\Specific Referenced H&S Policies\Risk Assessment 

Policy.docx 

file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Security%20Policy%20(2019).docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Security%20Policy%20(2019).docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/GW%20-%20CCTV%20Policy%20GDPR2018.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/GW%20-%20CCTV%20Policy%20GDPR2018.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Risk%20Assessment%20Policy.docx
file://///GW02/users/Staff/Health%20&%20Safety%20Policies/Specific%20Referenced%20H&S%20Policies/Risk%20Assessment%20Policy.docx
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Monitoring  
Measurement is essential to maintain and improve our health and safety performance to 

identify how effectively we are controlling risks and how well we are developing a positive 

health and safety culture. 

 

There are two types of performance monitoring, active and reactive. 

Active monitoring 

Monitoring is a line manager’s responsibility The school uses checklists for each of the key 

management positions to be used to determine achievement against relevant health and 

safety standards. In completing the checklist managers are providing evidence that they have 

carried out monitoring within their areas of responsibility and they are reinforcing their 

commitment to health and safety objectives in general and helping to develop a health and 

safety culture. 

This approach to proactive monitoring gives the school feedback on its performance before 

an accident, incident or case of ill health. 

Managers and supervisors with defined health and safety responsibilities must monitor in 

detail the areas for which they have day to day control. Much of this checking will be informal 

and not recorded but formalised, structured checks are also essential to ensure all areas are 

covered and to demonstrate compliance to senior managers who must in turn seek assurance 

that first line monitoring is taking place. 

Employees who take a proactive interest or represent groups for health and safety can also 

be involved with monitoring and may take the format of a health and safety tour or if more 

formally via a devised checklist. 

Reactive monitoring 

Reactive monitoring of events including accidents, incidents, cases of ill health or property 

damage provide an opportunity to check performance and learn from mistakes and improve 

control measures. 

Trends and common features arising from accident and incident investigation can identify jobs 

or activities where future health and safety initiatives would be most beneficial.. 


