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1. Health and Safety Policy Statement 
 

It is the policy of Severn Bridges Multi-Academy Trust to safeguard the health, safety and welfare of its 
employees, pupils, visitors, and all persons likely to be affected by its undertakings. Severn Bridges MAT 
accepts the aims and provisions of the Health and Safety at Work etc. Act 1974 and the Management of 
Health and Safety at Work Regulations and aims to comply with all other relevant statutory obligations.  
The successful management of health and safety contributes to the overall performance and objectives of 
the School. 
 
The Board of Trustees, School Governors and Headteacher are committed to: 
 

● Developing a positive health and safety culture with the commitment and participation of all employees. 

● Allocating sufficient resources to ensure effective safety management. 

● Assessing the risks to the health and safety of its employees and anyone else who may be affected by its undertakings to eliminate 
or control all hazards / risks, as far as is reasonably practicable. 

● Providing safe plant, equipment, systems of work, information, training and supervision as is necessary to safeguard the health, 
safety and wellbeing of all employees and those who may be affected by our work activities. 

● Establishing arrangements for ensuring safety and absence of risks to health in connection with the use, handling, storage and 
transport of articles and substances, so far as is reasonably practicable. 

● Providing and maintaining a working environment for employees that is safe, without risks to health, and adequate as regards 
facilities and arrangements for welfare at work, so far as is reasonably practicable. 

● Consulting with trade unions and other workforce representatives on health and safety issues to ensure that everyone is informed, 
involved and engaged in health and safety. 

● Providing and promoting positive policies regarding health, safety and welfare concerns at work to include access to occupational 
health and staff wellbeing support services. 

● Bringing this policy statement and relevant safety arrangements to the attention of all employees and, as appropriate, other 
persons affected by the school’s activities. 

● Providing a robust audit and review process designed to measure safety performance and compliance with the School’s policies, 
procedures and related safety guidance documents. 

● Reviewing & amending this policy statement, organisation and arrangements as often as necessary. 

● As the Chair of Governors of [SCHOOL TO INSERT] Primary School, I along with the Headteacher are committed to the health, safety 
and well-being of all our employees, pupils, visitors and contractors. 

 
This policy will be reviewed every twelve months and will be updated as necessary. This statement of 
policy was approved by the Local Governing Body at their meeting on:  
 
Date: ................................................................................................................. 
 
Signed: ............................................................................................................. (Chairperson) 
 
Date: ................................................................................................................. 
 
Signed ………................................................................................................... (Headteacher) 
 
Date: ................................................................................................................



 

2. Key Personnel with Health and Safety Responsibilities 
 

TITLE NAME 

Trustees Pat Wilcox, Martin Kirk, Ian Yeadon, Kathryn Parsons, 
Stephanie Kelly, Phil Wilson 

Local Governing Body [SCHOOL TO INSERT] 

CEO Andrew Morris 
Headteacher [SCHOOL TO INSERT] 

Senior Management Team  

Operations and Compliance 
Officer 

Janette Griffiths 

School Health and Safety 
Coordinator 

[SCHOOL TO INSERT] 

Cleaner [SCHOOL TO INSERT] 

Lunch time supervisor [SCHOOL TO INSERT] 

School Office Manager/SBM [SCHOOL TO INSERT] 

Site Manager/Caretaker [SCHOOL TO INSERT] 

Governors Health and Safety 
Committee 

[SCHOOL TO INSERT] 

First Aid Co-ordinator [SCHOOL TO INSERT] 

 
Health, Safety and Welfare Advice and Training  
Internal Health & Safety 01952 383627 
Health and Safety Advisor for Schools – Donna Irish 01952 381817 
Internal Health and Safety Training 01952 383627 

Fire Control/Emergency Evacuation 
Fire Safety Officer (Shropshire Fire & Rescue Service) 

 
01743 260200 

Nominated Premise Fire/Emergency Co-ordinator:  
Fire Risk Assessments (BiT) 01952 380934 
Resilience Manager – Alan Boyd 01952 381932 

Deputy Fire/Emergency Co-ordinator: SCHOOL TO INSERT]  

Fire Marshals: [SCHOOL TO INSERT] 
 

 

Reporting and Recording of Accidents etc   
Persons nominated for overseeing the recording and notification of accidents, near misses, violent  
incidents, diseases and dangerous occurrences: [SCHOOL TO INSERT] 

 
First Aid 
Certificated First Aid at Work: [SCHOOL TO INSERT]  
 
Pediatric First Aiders: [SCHOOL TO INSERT] 

 
Educational Visits Co-ordinator (EVC):  [SCHOOL TO INSERT] 



 

 
Asbestos and Legionnaires Co-ordinator: [SCHOOL TO INSERT] 
 
Portable Electrical Appliance Testing Nominated Co-ordinator: 
Contracted out [SCHOOL TO INSERT] 
Control of Substances Hazardous to Health Assessment Co-ordinator (COSHH): [SCHOOL TO 
INSERT] 

 

3.  Legislation 
 

This policy is based on advice from the Department for Education on health and safety in schools, 
guidance from the Health and Safety Executive (HSE) on incident reporting in schools, and the following 
legislation including, but not limited to, the following: 

 

The Health and Safety at Work etc. Act 1974 

The Management of Health and Safety at Work Regulations 1992 

The Management of Health and Safety at Work Regulations 1999 

The Control of Substances Hazardous to Health Regulations 2002 

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 

The Health and Safety (Display Screen Equipment) Regulations 1992 

The Gas Safety (Installation and Use) Regulations 1998r 

The Regulatory Reform (Fire Safety) Order 2005 

The Work at Height Regulations 2005 

The Construction (Design and Management) Regulations 2015  

The Personal Protective Equipment at Work Regulations 1992 

The Education (School Premises) Regulations 1999 

The Ionising Radiation Regulations 2017 (IRR17)  

The Food Information (Amendment) (England) Regulations 2019 (Natasha’s Law) 

The Human Medicines (Amendment) Regulations 2017 

Health and safety responsibilities and duties for schools  

Safe storage and disposal of hazardous materials and chemicals 

HSE Schools and education 

DfE First Aid in schools, early years and further education 

UK Health Security Agency Health protection in children and young people settings including education 

 

https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.hse.gov.uk/pubns/edis1.htm
http://www.legislation.gov.uk/ukpga/1974/37
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2002/2677/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1992/2792/contents/made
http://www.legislation.gov.uk/uksi/1998/2451/regulation/4/made
http://www.legislation.gov.uk/uksi/2005/1541/part/2/made
http://www.legislation.gov.uk/uksi/2005/735/contents/made
https://www.legislation.gov.uk/uksi/2015/51/contents
https://www.legislation.gov.uk/uksi/1992/2966/contents
https://www.legislation.gov.uk/id/uksi/1999/2
https://www.legislation.gov.uk/uksi/2017/1075/contents
https://www.legislation.gov.uk/uksi/2019/1218/made
https://www.legislation.gov.uk/uksi/2017/715/made
file:///C:/Users/Janette/Downloads/Health%20and%20safety%20responsibilites%20and%20duties%20for%20schools
file:///C:/Users/Janette/Downloads/Safe%20storage%20and%20disposal%20of%20hazardous%20materials%20and%20chemicals
file:///G:/Shared%20drives/Central%20Teams/Trust%20Office/Policies/Policies%20and%20Report%20for%20Trust%20Board%20Approval/December%202025/HSE%20Schools%20and%20education
file:///G:/Shared%20drives/Central%20Teams/Trust%20Office/Policies/Policies%20and%20Report%20for%20Trust%20Board%20Approval/December%202025/DfE%20First%20Aid%20in%20schools,%20early%20years%20and%20further%20education
file:///G:/Shared%20drives/Central%20Teams/Trust%20Office/Policies/Policies%20and%20Report%20for%20Trust%20Board%20Approval/December%202025/UK%20Health%20Security%20Agency%20Health%20protection%20in%20children%20and%20young%20people%20settings%20incuding%20education


 

The school follows national guidance published by UK Health Security Agency (formerly Public Health 
England) and government guidance on living with COVID-19 when responding to infection control 
issues. 

Schools with Early Years Foundation Stage (EYFS) provision:  

Sections of this policy are also based on the statutory framework for the Early Years Foundation Stage. 

This policy complies with our funding agreement and articles of association. 

 

4.   Responsibilities of Nominated Personnel 
 

4.1    Trustees/Local Governing Body 
 

● Will be responsible in conjunction with the Headteacher to ensure formulation, reviewing and 
subsequent amendment to the School Health and Safety Policy. 

● Will ensure the Health and safety Policy is translated into effective action at all levels within the school. 
● Will ensure that the school complies with Health and Safety Legislation and that Codes of Practice and 

Guidance are followed to ensure safe working practices. 
● Will ensure that Health and Safety is put on the agenda regularly at the main governors meetings. 
● In liaison with the Headteacher, will ensure that professional, competent health and safety advice is 

available. 
● In liaison with the Headteacher, will ensure that there is a nominated Health and Safety Coordinator 

appointed for the school premises. 
● Will make adequate financial provision for enabling the policy to be put into effect. 
● Will ensure the effectiveness of the policy and the safety performance of the school is monitored on a 

regular basis. 
● Will ensure the health and safety policy is amended whenever necessary. 
● Will promote a positive culture and an interest in health and safety matters throughout the school. 
● Will ensure that the Fire Risk Assessment is reviewed annually in conjunction with the Headteacher. 
● Will ensure the Asbestos Management Plan is completed on receipt of the Asbestos Survey Report in 

conjunction with the Headteacher. 

4.2  The Headteacher 
 

● Will be responsible for the implementation of the Health and Safety Policy and will liaise with the 
Trustees/ Governors/Operations & Compliance Officer to ensure full compliance with all its 
requirements. 

● Will appoint key personnel to take responsibility for operational health, safety and welfare issues. 
● Will periodically review the policy and draft amendments to it whenever necessary. 
● Will monitor the safety performance and take such steps as may be necessary to improve 

performance. 
● Will ensure that all employees have access to a copy of the school’s health and safety policy and are 

aware of their responsibilities. 
● Will ensure that effective channels of communication and consultation with staff and safety 

representatives are maintained. 
● Will be responsible for facilitating the necessary health and safety training for staff, in order for them 

to undertake their work safely. 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
https://www.gov.uk/government/publications/covid-19-response-living-with-covid-19
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2


 

● Will ensure that suitable and sufficient assessments of risks to the health and safety of all persons on 
the school premises or affected by school activities are carried out and that risks are controlled by 
effective and proportionate means. The assessments are recorded, together with the significant 
findings of the assessment and highlight any employees identified as being especially at risk. 

● Will promote a positive culture and an interest in health and safety matters throughout the school. 
● Will ensure that appropriate staff liaise with subject advisers and health and safety officer/coordinator 

on health and safety matters. 
● Will make recommendations for improvement and liaise with the Operations & Compliance Officer. 
● Will ensure all relevant accidents/incidents are reported via the appropriate channels (i.e. MyView or 

Telford & Wrekin’s Health and Safety Team), that they are thoroughly investigated, reported to the 
relevant enforcing authority, where necessary and that appropriate remedial actions are taken to help 
prevent a recurrence. 

● Will be responsible for dealing with visits from the Health and Safety Executive and other enforcing 
agencies. 

● Will ensure that competent persons are appointed to test and maintain the utilities, facilities, plant 
and equipment within their buildings / areas of control, as appropriate (gas, electrical, water systems, 
etc.). 

● Will ensure service and maintenance records are maintained for all relevant services, facilities, plant 
and equipment within their buildings / areas of control. 

● Will be responsible for ensuring that the Fire Risk Assessment has been completed and is reviewed at 
least annually. 

● Will ensure that suitable and appropriate fire safety and emergency arrangements are in place in 
respect of the buildings & premises, pupils & employees that they manage and / or are responsible 
for. 

● Will be responsible for ensuring that the Asbestos Survey Report is reviewed on receipt from 
Development, Business & Employment and an Asbestos Management Plan is completed and reviewed 
annually. 

● Will be responsible for ensuring that there is liaison with key partners that have a building responsibility 
on matters of health and safety relating to electricity, gas, water supplies, waste disposal, safe access 
of pedestrians and vehicles, building regulations and planning. 

● Will be responsible for ensuring that health and safety repairs and necessary emergency work 
required to ensure the health and safety of staff, pupils and others are undertaken. 

● Will be responsible for ensuring that plans, schedules and other data relating to the maintenance and 
building alterations as they affect health and safety issues are maintained. 
 

4.3  The School Health and Safety Coordinator 
 

● Will encourage a positive approach to accident prevention and the health and safety of staff, pupils 
and others on the school premises and affected by school activities. 

● Will ensure that they understand current school policies and procedures affecting health, safety and 
welfare of staff, pupils and others. 

● Will carry out investigations as deemed necessary, periodically inspect the premises and activities in 
order to determine whether the law is being complied with and whether adequate standards of health, 
safety and welfare are being achieved. 

● Will ensure that effective measures are in place to deal with and prevent emergencies, this includes 
the organisation of periodic fire drills and all necessary checks to safety equipment (Fire Extinguishers, 



 

First Aid Kits, Electrical Equipment etc.) working with the School Office Manager, Site Manager and the 
Operations and Compliance Officer. 

● Will ensure that all staff regularly check the electrical leads and plugs of the equipment they use. A 
system to report any defects is in place in the defects book so that defective equipment can be taken 
out of use and repaired by a competent person. The Cleaner in charge will be responsible for checking 
electrical items of cleaning equipment. 

● Will liaise with and seek advice, guidance and support from outside Health and Safety Advisers (e.g. 
Internal Health and Safety Adviser), Enforcement Authorities (Health and Safety Executive and 
Environmental Health Officers, The Fire Prevention Officer, etc.) and the Operations and Compliance 
Officer when necessary. 

● Will ensure that they understand current legislation affecting health, safety and welfare of staff, pupils 
and others. 

● Will identify health and safety repairs and put into operation as necessary emergency work required 
to ensure the health and safety of staff, pupils and others. 

● Will maintain plans, schedules and other data relating to the maintenance and building alterations 
as they affect health and safety issues. 

● Will liaise as above on matters of health and safety relating to electricity, gas, water supplies, waste 
disposal, safe access of pedestrians and vehicles, building regulations and planning. 

● Will ensure that vehicles belonging to the school are maintained in a safe condition. 
 

4.4  Teaching Staff  
 

● Will take reasonable care of their own health and safety and that of the pupils and others who may 
be affected by what they do. 

● Will co-operate with school management on matters of health and safety and will not interfere with 
or misuse anything provided in the interest of health and safety. 

● Will promptly report all accidents, dangerous occurrences and potentially dangerous practices and 
situations to Management\Health and Safety Coordinator etc. as appropriate. 
 

4.5  Health and Safety Representatives 
 

Health and Safety Committee representatives may be trade union representatives, but not necessarily. 
They attend the twice yearly ‘School Premises, Health and Safety and Risk Management Committee’, where 
they represent the views of employees (regardless of whether they are union members or not). Health and 
safety representatives will be consulted in good time about health and safety issues.  
 
Amongst their functions they have the right to: 
 
● Carry out regular inspections of the workplace. 
● Investigate accidents and incidents.  
● Examine health and safety documents.  

 
4.6  All Employees of the School including cleaning staff 

 

Must at all relevant times, to minimise the risk of injury to themselves, other colleagues, pupils or partners 
of the School; 

 



 

● Will take reasonable care of their own health and safety and that of the pupils and others who may 
be affected by what they do. 

● Will co-operate with school management on matters of health and safety and will not interfere with 
or misuse anything provided in the interest of health and safety. 

● Will report all accidents and incidents (i.e. near miss, violence, abuse, racial and hate related) 
occurring in their area of work including cases of work related ill health to their manager/supervisor 
immediately, following the correct reporting process. Employees may be involved in the investigation 
and any remedial actions required arising from this process. 

● Will comply with the measures specified in this policy and other relevant risk control measures, 
procedures and guidance, produced by the School, whilst at work. 

● Will conduct themselves in an appropriate manner so that they, and/or others are not put at risk by 
their activities, actions or failings. 

● Will co-operate with the Headteacher, managers and supervisors, on all matters affecting health, 
safety and wellbeing at work. 

● Will make full and proper use, in accordance with the user instructions and the training provided, of 
any plant, machinery or equipment that is made available to them; and to not misuse such 
equipment. 

● Will only use plant, machinery and equipment for which they have been authorised, have been fully 
instructed as to its safe use and have received suitable training. Where appropriate, employees must 
ensure that plant, machinery and equipment is suitably guarded during use. 

● Will attend relevant training courses as requested by management and adhere to the techniques and 
practices specified within any training provided. 

● Will wear/use the necessary protective clothing and/or safety equipment (including PPE) as specified 
for their role/work. 

● Will report hazards, defects or potential risks affecting the health safety or welfare of themselves or 
others, which they cannot eliminate or control themselves to their supervisor or manager immediately. 

● Will at any time, employees are involved in any activity that feels unsafe or they feel at risk, they should 
stop the activity and raise their concerns with their line manager.  
 

4.7 Operations and Compliance Officer 
 

● Will ensure the Trust‘s Health and Safety policy is relevant and up to date with any legislative or other 
changes. 

● Will ensure the Trust meets all its obligations under the Health and Safety policy and legislative 
requirements. 

● Will direct and assist schools with any health and safety inspections and requirements. 
● Will coordinate and maintain a record of all compliance testing across the Trust ensuring that all fire 

risk assessments, other statutory and non-statutory testing and inspections are carried out in a timely 
way by suitably qualified personnel or contractors.  

● Will ensure adequate systems are in place to enable the identification of hazards and risk 
assessments. 

● Will work with the Human Resources officer to ensure staff are trained in all health and safety matters.  
● Will manage school measuring, monitoring and recording of Health and Safety incidents and produce 

reports for Local Governing Bodies and for Trust Board as required.  
 

4.8 Contractors 



 

 

● Contractors will agree health and safety practices with the head teacher before starting work. Before 
work begins, the contractor will provide evidence that they have completed an adequate risk 
assessment of all their planned work. 

 
4.9 Trainees, Apprentices and Volunteers 
 
The School recognises its responsibilities both as sponsor and managing agent to all its Trainees, 
Apprentices and Volunteers (and similar groups that may be affected). Such groups will be afforded the 
same health and safety status, and adopt the same duties and responsibilities as that of an “Employee” 
and are required to be made aware of and adhere to the requirements of the School’s Health and Safety 
Policy. 
 
4.10 Young persons and work experience students 
 
All Young Persons and Work Experience Students have the same health and safety status and 
responsibilities as an employee and are required to be made aware of and adhere to the requirements of 
the School’s Health and Safety Policy. The potential vulnerability of such persons requires that they will be 
subject to greater levels of supervision than standard employees and may also be subject to additional 
controls depending upon the findings of the risk assessment process. 
 
4.11 Visitors and the Public 
 
Appropriate action must be taken to ensure that visitors are made aware of risks relevant to their visit, at 
the specific site they are attending. All visitors must be accompanied within areas of the School which are 
identified as non-public areas. These persons should not be allowed to access areas which may place 
them or others at significant risk. The School will conduct its undertakings in such a way as to ensure that 
visitors and members of the public are not endangered by its work activities. 
 
4.12 Disciplinary Procedures 
 
The Health and Safety at Work etc. Act 1974 states that, “No person shall intentionally or recklessly interfere 
with or misuse anything which is provided in the interests of health, safety or welfare in pursuance of any 
of the relevant statutory provisions.” 
 
Disciplinary action may be initiated against any employee who knowingly violates or fails to implement 
the School’s safety policies, procedures or guidance, or who fails to use any personal protective equipment 
or other safety devices or equipment, when required, that is specifically provided for their protection.  
 
Breaches of the health and safety policy, procedures and arrangements will be dealt with under the 
Schools Disciplinary Procedures. It must be understood that such breaches may also expose the individual 
committing the breach and / or the School to criminal prosecution. 

 

5.   Arrangement for Health and Safety 
 
In order to promote a health and safety culture that aims to produce high standards and continuous 



 

improvement, the School has put in place the following health and safety arrangements.  
 
Governance and the School Premises, Health and Safety and Risk Management Committee 
 
The principles of good governance are integrity, openness and accountability.  
 
These principles describe the systems and processes whereby the Chair of Governors, the Lead Governor 
for Health and Safety and the Headteacher, as Senior Management Team, fulfil their collective 
responsibilities and provide the foundation for securing the health and safety of the School’s pupils, 
employees and others affected by its activities.  
 
The Senior Management team will meet for regular updates on health & safety performance, to determine 
if the School’s health and safety policy, strategy and action plans are being achieved and if necessary 
ensure that any outstanding issues are being prioritised and addressed via a risk based approach.  
 
Communication, Consultation and Co-operation on Health and Safety 
 
High quality communication is an integral part of effective health, safety and wellbeing management. 
[SCHOOL TO INSERT] School will consult with other employee representatives on matters affecting health 
and safety via the safety forums and meetings outlined below. 
 
School Premises, Health and Safety and Risk Management Committee 
 
The School Premises, Health and Safety and Risk Management Committee is the principal forum for health 
and safety matters at the School.  
 
The committee oversees health and safety management within the School and is the formal mechanism 
for consultation with employee representatives (including the trade unions, where applicable) on health 
and safety matters.  
 
It will monitor performance and consider proposals on school health and safety policy and strategy. 

 
Membership of the School Health and Safety Committee 
 
● The School Premises, Health and Safety and Risk Management Committee is made up of the Chair of 

Governors, the Lead Governor for Health and Safety, the Headteacher, other governors and members 
of staff and also employee representatives (including those of trade unions) as applicable. EACH 
SCHOOL TO PUT THEIR OWN INFORMATION IN AS TO WHO HAS BEEN APPOINTED 

● Members of the committee shall be nominated and appointed annually at the autumn term meeting 
of the Governing Body. 

● The Committee shall be chaired by the Chair of Governors. 
● Neither the Headteacher, any ‘Teacher Governor’, nor anyone else employed at the school shall be 

appointed as the Chair of the Premises, Health and Safety and Risk Management Committee. 
● In the event of a vacancy arising on the Committee, a successor shall be appointed by the Governing 

Body at its next meeting following receipt of the resignation. 
● The Governing Body will appoint the Clerk who shall not be the Headteacher. 



 

 
Meetings 
 
The Committee will meet at least 2 times a year to fulfill its responsibilities and to meet any prescribed 
deadlines. 
 
Meetings of the committee shall be called by the Clerk to the Committee and seven days’ notice will be 
given with an explanation of the purpose of the meeting. 

 
6.0 Local Governing Body Premises, Health and Safety and Risk Management Committee  
 

Terms of Reference 
 
Purpose of the Committee 
 
The main functions of this committee center on the operational management, maintenance, and safety 
of the school. The committee is responsible for monitoring the condition of the school buildings and 
grounds (both internal and external) and ensuring necessary actions are taken. Furthermore, it oversees 
the application of all health, safety, and security policies, including completing the annual health and 
safety audit. Finally, the committee is responsible for monitoring the Risk Management Register and 
reviewing the Network and Security Policy through an annual risk assessment. 
 
Membership and Meetings 
 
Size : Three governors and the Head teacher (ex officio) 
Quorum: Three members of the committee must be present for a meeting to be valid. 
Appointment of members : Members of the committee shall be appointed annually at the autumn term 
admin meeting of the LGB. Should a vacancy arise on the committee a successor shall be appointed by 
the LGB at its next meeting following receipt of the resignation and the governor chosen shall serve until 
the next annual review. 
Chair: The LGB or the committee can appoint the chair. The chair of committees cannot be a current 
member of staff or staff governor. 
Meetings: The committee meets twice a year and as and when necessary to fulfil its responsibilities. 
Clerk: A clerk is nominated by the school or committee. 
Minutes : 
 

 Minutes must be taken at all committee meetings and stored along with relevant accompanying 
papers on the LGB Google Drive.  

 All minutes need to clearly confirm decisions taken by the committees. 
 Minutes should also have action points clearly presented and submitted to the next meeting of 

the committee to ensure actions are completed. 
 Minutes from previous meetings must be signed by the Chair of the meeting. Minutes from 

previous meetings should be circulated to all members of the committee prior to the next 
meeting. The signed minutes are the formal record of the meeting. 

 The minutes shall also be submitted to the next meeting of the LGB. 
 



 

Key Responsibilities and Duties 
 

1. 1 To monitor the state of repair of the school buildings and establish a reporting system to allow 
staff, pupils and others where appropriate to bring to the attention of the Head Teacher or 
committee any areas of concern. 

2. Through the Head, to liaise with the Trusts Facilities and Compliance Officer over repairs and 
maintenance work to be undertaken each year. The school should be following the Asset 
Management Plan (AMP). 

3. Through the Head, to take any action required to carry out repairs in an emergency. The CEO is to 
be consulted on any major works particularly if it exceeds the authorisation limit of the Head as 
outlined in the Trusts Financial procedures. 

4. To consider and recommend to the LGB any proposed improvement projects for which resources 
might be sought from the EFSA through CIF bids or from private school funds. 

5. To, in conjunction with the Head Teacher, make sure buildings, equipment and materials are safe 
and no risk to health, reporting or making recommendations to the full LGB as appropriate. 

6. To review the fire risk assessment on an annual basis or if there have been any significant changes 
in school, to ensure that it is kept up to date and valid. 

7. Implement the Trust's health and safety policy. 
8. Implement the Trust's security policy. 
9. To monitor the application of the Trust's health and safety policy. 
10. To make arrangements and establish any necessary procedures to ensure the school site is kept 

free of litter and refuse. 
11. To arrange for security measures to be reviewed regularly and to report to the LGB with 

recommendations where appropriate. 
12. With the Head Teacher, to undertake an internal and external health and safety inspection and 

report to the LGB with recommendations as required. 
13. With the Head Teacher, undertake the annual health and safety audit and to report to the LGB and 

the Trust Board. 
14. To ensure that all security measures and procedures, including signage and lighting are in place. 
15. To monitor and evaluate the application of the Network Security Policy and undertake an annual 

risk assessment. 
16. To monitor the application of the Supporting Pupils at School with Medical Conditions policy. 
17. To ensure the school is compliant with relevant Health and Safety statutory training. 
18. Risk Management:- 

●  To monitor the Trusts Risk Management Register, identify 3 key areas to form a focus for 
the year 
● To report to the CEO any identified risks to be discussed at the next Trust Risk 
Management meeting 

  
7. Local Health and Safety Arrangements 

 
7.1 Access on to and exit from the school site 
 
The school premises are organised in such a way as to ensure that pedestrian and restricted traffic can 
circulate in a safe manner. Signs and lines have been put in place for designated parking e.g. staff, visitors. 
Barriers are in place to control the risk of children coming into contact with vehicles when walking along 



 

the foot paths on site. 
 

Letters will be sent to parents/carers/guardians to inform them of the procedures at the beginning of the 
term and whenever necessary to ensure that they only park in the appropriate bays and do not block the 
entrances. Parents/carers/guardians are responsible for their children until handed over at the classroom 
doors. 

 
7.2 Accidents, Incidents and Near Misses and Accident Reporting 
 
All accidents/incidents arising out of work activity should be reported on MyView the Council’s employee 
recording system or on the relevant Accident Reporting/Violent Incident Forms, as soon as possible (within 
5 working days) so that action can be taken to prevent a recurrence (incidents include violence). But 
remember any serious incident needs to be reported to the internal health and safety team immediately. 

 
School Managers must notify Telford & Wrekin’s Health and Safety Team and the SBMAT’s Operations and 
Compliance Officer, whenever an incident is deemed to be reportable under RIDDOR so they can support 
the process. This must happen prior to reporting to the HSE. 

 
If there is any uncertainty as to what needs reporting staff can contact Telford & Wrekin’s Health and Safety 
Advisor for advice and support 01952 383627. Staff should be aware that in the event of a serious 
accident/injury the Health and Safety Advisors may need to investigate the incident. Therefore, it is 
advisable to take witness statements and photos of the site of the incident as soon as possible while it is 
still fresh in everyone’s mind. 

 
Where such an incident results in a ‘specified injury, incident or occurrence’ as described in the Reporting 
of Injuries Diseases and Dangerous Occurrence Regulations 2013 (RIDDOR), the School’s line managers 
hold the responsibility for reporting such incidents or occurrences to the relevant authorities. 

 
All RIDDOR reportable incidents involving the School’s pupils, employees or others affected by the School’s 
work activities, must be reported to the Health & Safety Executive within a proscribed timescale. 
 
School Managers have a responsibility to carry out a robust investigation following an incident and where 
appropriate to take reasonable action to prevent reoccurrence. 
 
7.3 Reporting to the Health and Safety Executive  

 

The Headteacher will keep a record of any accident, which results in a reportable injury, disease, or 
dangerous occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7). 
 
The Headteacher will report these to the HSE as soon as is reasonably practicable and in any event within 
10 days of the incident – except where indicated below. Fatal and major injuries and dangerous 
occurrences will be reported without delay (i.e. by telephone) and followed up in writing within 10 days.   

 
School staff: reportable injuries, diseases or dangerous occurrences 
 
These include: 



 

● Death 
●  
Specified injuries, which are: 
 
● Fractures, other than to fingers, thumbs and toes. 
● Amputations. 
● Any injury likely to lead to permanent loss of sight or reduction in sight. 
● Any crush injury to the head or torso causing damage to the brain or internal organs. 
● Serious burns (including scalding) which: 

o Covers more than 10% of the whole body’s total surface area. 
o Causes significant damage to the eyes, respiratory system or other vital organs. 

● Any scalping requiring hospital treatment. 
● Any loss of consciousness caused by head injury or asphyxia. 
● Any other injury arising from working in an enclosed space which leads to hypothermia or heat-

induced illness, or requires resuscitation or admittance to hospital for more than 24 hours. 
● Work-related injuries that lead to an employee being away from work or unable to perform their 

normal work duties for more than 7 consecutive days (not including the day of the incident). In 
this case, the [job title of relevant member of staff] will report these to the HSE as soon as 
reasonably practicable and in any event within 15 days of the accident. 

 
Occupational diseases where a doctor has made a written diagnosis that the disease is linked to 
occupational exposure. These include: 
 

 Carpal tunnel syndrome. 
 Severe cramp of the hand or forearm. 
 Occupational dermatitis, e.g. from exposure to strong acids or alkalis, including domestic bleach. 
 Hand-arm vibration syndrome. 
 Occupational asthma, e.g. from wood dust.  
 Tendonitis or tenosynovitis of the hand or forearm. 
 Any occupational cancer. 
 Any disease attributed to an occupational exposure to a biological agent. 

 
Near-miss events that do not result in an injury, but could have done. Examples of near-miss events 
relevant to schools include, but are not limited to:  

 
 The collapse or failure of load-bearing parts of lifts and lifting equipment. 
 The accidental release of a biological agent likely to cause severe human illness. 
 The accidental release or escape of any substance that may cause a serious injury or damage 

to health. 
 An electrical short circuit or overload causing a fire or explosion. 

 
Pupils and other people who are not at work (e.g. visitors): reportable injuries, diseases or dangerous 
occurrences  
 
These include: 

 Death of a person that arose from, or was in connection with, a work activity.* 



 

 An injury that arose from, or was in connection with, a work activity* and the person is taken 
directly from the scene of the accident to hospital for treatment. 

 
 An accident “arises out of” or is “connected with a work activity” if it was caused by: 
 A failure in the way a work activity was organised (e.g. inadequate supervision of a field trip). 
 The way equipment or substances were used (e.g. lifts, machinery, experiments etc.). 
 The condition of the premises (e.g. poorly maintained or slippery floors). 

 
Information on how to make a RIDDOR report is available here: How to make a RIDDOR report, HSE  
http://www.hse.gov.uk/riddor/report.htm  
 
Notifying Parents/Carers 
 
The Early Years Foundation Lead or a delegated member of staff will inform parents/carers of any accident 
or injury sustained by a pupil in the Early Years Foundation Stage, and any first aid treatment given, on the 
same day, or as soon as reasonably practicable. 

Reporting to Child Protection Agencies 
 
The Designated Child Protection Lead will notify Shropshire Safeguarding Community Partnership of any 
serious accident or injury to, or the death of, a pupil in the Early Years Foundation Stage while in the school’s 
care. 
 
Reporting to Ofsted 
 
The Headteacher will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil in the 
Early Years Foundation Stage while in the school’s care. This will happen as soon as is reasonably 
practicable, and no later than 14 days after the incident. 
 

Reviewing Accidents, Incidents and Near Misses  
 

An analysis of the accident reports and near-misses will be undertaken at intervals and considered by 
both school management and the Governors' Premises, Health and Safety and Risk Management 
Committee with Health and Safety Responsibilities for consideration of further action or for any trends or 
concerns. From the findings any Risk Assessments, Method Statements and other mitigation measures are 
managed and reviewed following any investigations. 
 
STAFF must be aware of the following: 

 

 Parents are advised of accidents and injuries in writing by means of a note where deemed 
necessary. Details of the injury, time and date must be included. A telephone call is also made 
for all head injuries. Parent slips are kept in the accident book in the school. 

 All EYFS first aid accidents and injuries will be reported to parents by means of a note. A telephone 
call is also made for all head injuries. 

 Parents will be contacted regarding any head/facial/visual injuries. 
 Information about children’s allergies are readily accessible to staff and supply teachers on 

http://www.hse.gov.uk/riddor/report.htm


 

Arbor, in files within classroom medical boxes and in other appropriate locations in school where 
necessary. 

7.4 Asbestos 
 

Staff will be made aware of the areas in the school where there is known to be asbestos. This is to ensure 
they understand how it is being managed and what to do in the event that they notice that it is becoming 
damaged. 

 
Staff will be made aware that they must not disturb areas where there is known asbestos. If there are any 
concerns they must contact the Headteacher and/or Site Manager. 

 
The Asbestos Survey is completed on an annual basis and kept in reception. Reception staff will bring this 
to the attention of all contractors who will be working near known asbestos. Any contractors whose work 
will or could disturb the fabric of the building will be required to carry out a risk assessment prior to 
commencing work. The school specific Asbestos Management plan is located in the front of the survey. 
 
What to do if you discover or accidentally disturb asbestos during your work 
https://www.hse.gov.uk/pubns/guidance/em1.pdf  
 
Emergency procedures 
 
Steps should be taken to:  
 

 Warn anybody who may be affected.  
 Exclude from the area anyone not needed to deal with the release.  
 Identify the cause of the uncontrolled release.  
 Regain adequate control as soon as possible.  
 Make sure anyone in the work area affected who is not wearing personal protective equipment 

(PPE), including respiratory protective equipment (RPE), leaves the affected area immediately. 
 Minimise the spread of asbestos by ensuring they are suitably decontaminated.  
 Clean up dust and debris (see em7)https://www.hse.gov.uk/pubns/guidance/em7.pdf. 
 Decontaminate anyone who is contaminated with dust and debris.  
 Ensure rags, clothing or PPE is decontaminated or disposed of as contaminated waste; consider 

lone and/or remote workers to ensure they can alert someone if necessary. 
 

7.5 Bad Weather Contingency Plans 
 

Site staff will be responsible for ensuring the site remains in a safe condition and will produce a risk 
assessment for gritting the site during icy and snowy conditions. Staff must stick to the agreed routes 
during icy/snowy conditions because some areas may not have been gritted. Staff will be notified of these 
areas and/or they will be cordoned off. 
 
Emergency Closure including Winter Weather 

 

In response to difficult conditions: 
 

https://www.hse.gov.uk/pubns/guidance/em1.pdf
https://www.hse.gov.uk/pubns/guidance/em7.pdf


 

 
The CEO will decide, in light of the particular circumstances prevailing in the local area, whether or not a 
closure of a school is necessary, as a result of; (i) damage to the school buildings, (ii) loss of utility supply, 
(iii) difficulty in accessing the site and/or buildings safely. 
  
If under the circumstances the CEO concludes that a school cannot open: 
 

 Closure decisions will be immediately reported to Shropshire Council 
 All major radio stations that serve Shropshire will be informed by Shropshire Council that the 

school(s) is closed and they will broadcast this information at regular intervals 
 The school will inform parents via normal communication channels - text message and/or email, 

website, social media. 
 The school will reopen as soon as it is possible to do so. This will be communicated to parents via 

normal communication channels - text message and/or email, website, social media. 
 

7.6 Chemical and Substance Safety 
 

NO SUBSTANCES WILL BE USED OR GENERATED WITHIN THE SCHOOL UNLESS AN ASSESSMENT OF THE RISKS 
THAT THEY PRESENT HAS BEEN MADE. 
 
Whenever the school intends to use, or create a substance that could be a risk to the health of staff, pupils 
and others, the School’s COSHH Assessment Co-ordinators (named in section 2) will: 
 

 Use the safety data sheet (SDS), material safety data sheet (MSDS), or product safety data sheet 
(PSDS) that lists information relating to occupational safety and health for the use of various 
substances and products. 

 Identify and control these substances, minimising the risk of exposure to staff and others. 
 Ensure staff are aware that certain substances are hazardous to health. Wherever possible these 

will be taken out of use. Where substitution proves to be impracticable then a full COSHH risk 
assessment will need to be carried out and documented. Paper copies of these documents will 
be available from the Site Manager. 

 Ensure all users are informed, trained and instructed in the safe use of these substances and 
have access to the COSHH assessments. 

 Ensure staff know that they are to read labels and instructions, practice sensible, safe working 
habits and follow and understand the emergency procedures. 

 Ensure equipment is used as instructed. 
 Ensure personal protective equipment/clothing is available and used when required (See 

Section 5.16 PPE.) All staff must be aware that they have a responsibility for reporting hazards, 
potential hazards and "near misses" to the Headteacher or if not available, School Business 
Manager/administrator. 

 

7.7 Computers 
 

All staff who use computers, including laptops, for 1 hour or more at any one time during their working day 
must undertake a workstation risk assessment (DSE). 

 

https://www.bing.com/search?q=Occupational%20safety%20and%20health%20wikipedia&form=WIKIRE
https://www.bing.com/search?q=Chemical%20substance%20wikipedia&form=WIKIRE
https://www.bing.com/search?q=Production%20(economics)%20wikipedia&form=WIKIRE


 

Speak to the Office Manager who will be able to give you a copy of the self-assessment and run through 
the procedure. If there are any remedial actions, changes or equipment that cannot be resolved directly 
by the user then report back to your line manager with your completed assessment who will see if it is 
appropriate to order the equipment e.g. screen riser, foot rest etc. Your line manager will follow-up and 
review progress. Further advice can be obtained from the Office Manager/Telford & Wrekin’s H&S team. 

 
7.8 Confidential Counselling Service 

 

Telford & Wrekin Council provides a confidential counselling service for all employees. Trustees/Governors 
recommend the use of this service to staff. Staff can find out more details via Occupational Health. 
 
Employees can also refer themselves for counselling through Education Mutual by following this link: 
https://www.educationmutual.co.uk/contact-us/#form-tab-hcr 
 

7.9 Contractors 
 

All contractors working on the school premises are to report to the school office prior to starting work. They 
must be shown the relevant part of the asbestos survey and sign the ASBESTOS SIGNATURE SHEET to 
indicate that they will be expected to operate within the guidelines if they will be working anywhere near 
any known asbestos. Contractors will be given site induction by the Site Manager/Headteacher before 
commencement or any work. 

 
For extensive work or high risk jobs the contractor must comply with the recommendations and 
procedures issued by SurVerify (Property Maintenance Advisor) or PSG BIT Team and current health and 
safety legislation. Close liaison between SurVerify representatives and contractors must be maintained. 

 
Method Statements, Risk Assessments, Permits and Safe Systems of Work for this type of work will be 
agreed prior to work commencing and amended during the work activity as necessary especially when 
there are unforeseen developments. 
 
The Client (school) will ensure that all Construction (Design & Management) Regulations 2015 (CDM) are 
followed, with the assistance of SurVerify, who will ensure that all contractors have been selected 
accordingly with proven competencies.  

 
 7.9.1 School safety arrangements regarding contractors  
 

Severn Bridges MAT requires contractors included on their approved list to be CHAS registered or 
registered by another of the Safety Schemes specified by SBMAT. This provides a measure of confidence 
in the contractor’s ability to manage health and safety. Schools should select contractors from the 
approved list wherever possible. 

 
Once a competent contractor has been appointed the school will: 
 

 Discuss with the contractor details of current relevant issues, supported by documentation where 
necessary. 

 Require the contractor to provide method statements, permits to work etc., as applicable. 

https://www.educationmutual.co.uk/contact-us/#form-tab-hcr


 

 Seek confirmation that the contractor agrees to work in accordance with the School's Health and 
Safety Policy and arrangements, and the health and safety requirements that are laid down in 
the contract. 

 Clarify the responsibility for provision of first aid and firefighting equipment and the procedures 
to be followed in the event of emergency. 

 Obtain details of articles and hazardous substances intended to be brought onto site, including 
any arrangements for safe transportation, handling, use, storage and disposal. 

 Obtain details of plant and equipment brought onto site, including arrangements for storage, 
use, maintenance and inspection. 

 Agree key points of contact, arrangements for communication during work, including 
arrangements for reporting problems or stopping work in cases where there is a serious risk. 

 Agree arrangements for suitable working times and segregation of school activities from the 
contractor’s work areas, including fencing off areas where necessary. 

 Seek confirmation that all workers are suitably qualified and competent for the work. 
 

7.10 Fire Safety and Emergency Evacuation 
 
The Fire Risk assessment is in the [SCHOOLS TO INSERT CONTRACTOR]. This is reviewed on an annual 
basis unless there are significant changes before this. An assessment on the risks of fire is carried out by 
[SCHOOLS TO INSERT CONTRACTOR]. As a result of the assessment, if any additional precautions are 
identified as necessary the school will implement these as a matter of priority. 
 
Notices setting out emergency evacuation procedures are displayed at key points around the school.  
Please refer to the Fire Policy  
 
Emergency exit doors and routes are kept clear at all times and not obstructed at any time. All fire doors 
are kept permanently unlocked while the premises are in use. 
 
The Site Manager and School Health and Safety Coordinator checks all firefighting and detection 
equipment to ensure that it is present in the correct locations and has been subject to a service check 
within the last 12 months. In addition, there is an annual check of all fire extinguishers by [SCHOOLS TO 
INSERT CONTRACTOR]. 
 
The fire alarms are tested weekly by the caretaker and emergency lighting monthly. Records are kept in a 
log in the school office and recorded on iAM Compliant. 
 
Fire drills take place at least termly. Details are recorded and notes made of any problems which need 
remedying. 

 In the case of a fire, the first requirement is for staff to ensure the safe evacuation of all persons 
from the building to the safe places indicated on the fire procedures notices. Buildings should 
NOT then be re- entered until it has been confirmed that it is safe to do so. 

 The Fire Brigade will be summoned by the Headteacher or in their absence by the Site Manager/ 
School Office Manager or Fire Warden. 

 Fire wardens will sweep their designated areas and report to the ‘Person in Charge’ 
 All attendance registers will be properly marked for the morning and afternoon sessions. 

Members of the teaching staff will take their fire registers with them on evacuating the premises. 



 

 A roll call will be taken when all have reached the place of safety. 
 All visitors/contractors report their presence on site to reception and sign in using the Inventory 

signing in system and ensure they are familiar with the fire precautions. Reception staff must 
remind visitors to read the emergency arrangements. 

 In the event that anyone by reason of any sort of disability or special need on the premises would 
be unable to evacuate the building without assistance a Personal Emergency Evacuation Plan 
will be drawn up, agreed with them if possible and implemented. 

 Staff or others taking after school clubs must ensure they are familiar with the fire precautions. 
 The school premises are organised in such a way as to ensure that adults and children can 

circulate in a safe manner. 
 All access routes will be maintained in a safe condition and be free from obstructions. So far as 

reasonably practicable any hole, slope, uneven or slippery surface which is likely to cause a 
person to slip, trip or fall preventing them getting out of the building safety will be repaired. 

 Drills to practice evacuation of the playground and field will take place at least termly. 

Emergency Evacuation, invacuation, lockdown and bomb threat procedure 
 

The school will follow the procedure outlined in the Emergency Response & Business Recovery Plan and 
PEEPs in the event of a crisis. 

7.11 First Aid and Medical Emergencies 
 

If urgent medical aid is needed the school office should call an ambulance immediately by dialing 999, 
providing details of the exact location, and send someone to direct the paramedics to the casualty if 
necessary. 
 
First aid treatment should be provided to the casualty whilst waiting for the paramedics to arrive. 
 
The school will ensure that first aid can be rendered to staff and pupils, should they be injured or become 
ill. First aid needs a risk assessment to have been undertaken to ensure the provision is suitable for the 
school at all times including out of normal working hours and on visits and journeys. 
 
If immediate medical assistance is thought to be necessary, parents will be contacted. However, should 
the parent(s) be unavailable, medical assistance will be sought by the school and the child will be 
accompanied to the doctor or hospital by a member of staff. 
 
The school seeks to ensure that at least two members of staff have received training on an approved first 
aid course and two other members of staff have the additional paediatric training. 
 
First Aid at Work (FAW) 

 

At least an 18-hour course (not including breaks), over a minimum period of three days. On completion of 
training, whether a full FAW course or a FAW requalification course, successful candidates should have 
satisfactorily demonstrated competence in all of the subject areas listed under 3.2 and also be able to 
administer first aid to a casualty with: 
 

 Injuries to bones, muscles and joints, including suspected spinal injuries. 



 

 Chest injuries. 
 Burns and scalds. 
 Eye injuries. 
 Sudden poisoning. 
 Anaphylactic shock. 
 Recognise the presence of major illness and provide appropriate first aid (including heart attack, 

stroke, epilepsy, asthma, diabetes). 
 

This must be renewed every three years by means of a two-day re-qualification course. 
 

Pediatric First Aid 
 

This two-day pediatric first aid course focuses on emergency scenarios that face those looking after 
young children and infants, including day nurseries, private nursery schools, pre-schools, before and after 
school clubs for children in the early years’ age group, childminders and carers of children at home. 

 
The pediatric first aid course must meet the Ofsted Early Years and Childcare Register requirements. This 
must be renewed every three years by means of a two-day re-qualification course. 
 
Copies of the First Aider’s certificates are filed in the Head teacher’s office or SCHOOLS TO INSERT see 
section 2 for names of all the First Aiders within the school. 

 
First Aid Facilities 

 

 The first aid boxes are placed in clearly identified and accessible locations: class rooms and first 
aid stations. 

 Each first aid box contains a list of required first aid items and sufficient quantities of suitable first 
aid material and nothing else. Contents of the box will be replenished as soon as possible after 
use in order to ensure there is always adequate supply of all materials. Additional supplies are 
available from the medical room. The First Aid Coordinator is responsible for ensuring these are 
replenished as soon as possible after use. 

 Disposable plastic gloves will be provided in the first aid box which will be properly stored and 
checked regularly to ensure that they remain in good condition. 

 Notices are posted in prominent positions throughout the school giving locations of first aid 
equipment and the names of the first aiders. 

Recording First Aid Treatment 
 

Records of treatment provided will be made in the accident/Incident book for pupils/students/staff. All 
other incidents will be recorded on an appropriate accident form. If the incident was work related, then 
this will be reported and recorded using Telford & Wrekin Accident Report forms or using the electronic 
MyView system and a copy kept securely in case of follow up investigation or claim. See section 5.2 for 
further information on accident/incident reporting. 

 
Administration of Medicines 

 

First Aid does not include administering medicines to children. Staff will require additional training and 



 

consent to administer medicines e.g. insulin, use of an epi-pen etc. This will only be after full consultation 
with the parents and the school nurse. 
 
Staff can be with the child as the child administers their own medicine. Staff will always administer 
medicines for EYFS children. Any member of staff witnessing the child taking their medicine must sign a 
form to confirm this. Where ever possible two members of staff will be present especially when having to 
administer the medication. 
 
Medicines are kept in [SCHOOLS TO INSERT], if required to be refrigerated can be found stored in the fridge 
located in the [SCHOOLS TO INSERT]. Further advice can be found in the Medication in Schools Guidance 
found in the School Knowledge Hub SharePoint system. 

 
Parents/Guardians will need to fill in a consent form asking for medicine to be stored in the school. 
Parents/Guardians must be made aware they will be responsible for making sure the medicine is kept 
within date. 
 
7.12 Sharps 

 

For the purposes of this policy, “sharps” is defined as sharp objects such as needles, scalpels, razor blades 
and broken glass which pose a risk of an accidental penetrating injury or laceration or puncture to skin.  
 
Sharps are not likely to be found commonly on school premises; however, staff will be vigilant towards the 
following circumstances in which sharps may be found:  

 During school-based vaccination programmes. 
 Where an individual within the school requires injections to manage a health condition.  
 Where a pupil brings a sharp into the school. 
 Where glass is broken within the school, or broken glass is found on or around the school 

premises.  
 Where drug paraphernalia, e.g. heroin needles, is found on or around the school premises. 

 
In the context of this policy, offensive weapons are not considered sharps. Offensive weapons will be 
handled in line with the School Security Policy. 
 
Handling and disposing of a sharp 
 
All staff members will receive health and safety training as part of their induction, which will be refreshed 
annually. This training will include: 

 The safe collection and disposal of sharps. 
 Assembling sharps boxes and verifying that they are compliant with the accepted standards. 
 The procedure to log incidents and who to inform.   
 Immediate action in the event of sharps or needle stick injury. 

 
Where an individual brings a sharp onto the school premises, e.g. a needle to manage a health condition, 
they will be responsible for its disposal. The use of needles for medication for an individual on the school 
premises will be managed in line with the Administering Medication Policy. 



 

 
The headteacher will ensure that all pupils are informed that, where they see a sharp, they must alert the 
nearest staff member immediately and avoid touching the sharp.  
 
Where a sharp is found, the nearest staff member will move all pupils away from the area in order to 
prevent accidental injuries and will guard the sharp while alerting another staff member to bring the sharps 
retrieval kit.  Sharps retrieval kits will contain:  
 

 Protective gloves. 
 A pair of long-stemmed tongs. 
 A pincer tool, e.g. tweezers. 
 Brush and pan. 
 Sharps box for disposal. 

Sharps boxes will be marked ‘Danger: Contaminated Sharps’ and ‘Destroy by Incineration’. They will be kept 
off the floor and out of the reach of pupils. Sharps boxes must not be filled above the designated fill line on 
the outside of the box. Once filled, boxes will be sealed immediately and removed by a clinical waste 
contractor or a specialist collection service. 

The staff member will check the surrounding area carefully to ensure that no other sharps are in the vicinity. 
Where the sharp cannot be removed immediately, e.g. due to a delay in obtaining the sharps retrieval kit, 
the nearest staff member will place a cone or box on top of the sharp to prevent anyone from touching or 
finding it.  

The following procedure will be followed in the event that sharps are found on the school premises:  

 Staff will wear protective gloves and will not handle sharps with bare hands. 
 Staff will not handle sharps while barefoot or wearing open shoes, as injury may occur if the sharp 

is dropped on feet. 
 Only one sharp will be handled at a time and, where there are multiple, sharps will be carefully 

separated using the pair of tongs.  
 Sharps will be picked up using the relevant equipment, e.g. pair of tongs or brush and pan for 

broken glass, and placed into the sharps box, which will be brought to the sharp rather than the 
other way around. 

 The appropriate staff, including the headteacher and site manager, will be informed.  
 The incident will be recorded, with details of when, where and by whom the sharp was found. 
 Sharps will be disposed of quickly and safely into the school’s sharps bin. 

Sharps injury 

 
First aid staff will be trained in handling sharps injuries, and will adhere following guidelines in case of injury 
from a contaminated sharp: 
 

 Encourage the wound to bleed gently, ideally by holding it under running water 
 Wash the wound using water and soap 
 Avoid scrubbing the wound while washing 
 Avoid sucking the wound 



 

 Dry the wound and cover it with a waterproof dressing 
 Seek medical advice  

 
Injuries will be handled in line with the First Aid Policy 
 
7.13 Infection control  
 
The school will actively prevent the spread of infection through the following measures:  
 

 Routine immunisation  
 Maintaining high standards of personal hygiene and practice 
 Maintaining a clean environment  

The school will keep up to date with national and local immunisation scheduling and advice. All pupils’ 
immunisation status is checked at school entry and at the time of any vaccination.  The school encourages 
parents to have their children immunised.  

All staff will be subject to a full occupational health check before starting employment at the school. 

The school will ensure that arrangements are in place to minimise any health risks, e.g. flu, by ensuring 
hygiene standards are maintained and pupils and staff are not permitted in school if they are unwell. Staff 
and pupils displaying signs of infection will be sent home and recommended to see a doctor. 

7.14 Allergens and anaphylaxis   
 
Parents will be required to provide the school with up-to-date information relating to their children’s 
allergies, as well as the necessary action to be taken in the event of an allergic reaction, such as any 
medication required. Staff will also be required to provide the headteacher with a list of their allergies. 
Information regarding pupils’ and staff members’ allergies will be collated and stored securely.  

Under The Human Medicines (Amendment) Regulations 2017, the school is able to purchase adrenaline 
auto-injector (AAI) devices without a prescription, for emergency use on pupils who are at risk of 
anaphylaxis, but whose device is not available or is not working. The school will purchase spare AAIs from 
a pharmaceutical supplier, such as the local pharmacy. 

The headteacher and catering team will ensure that all pre-packed foods for direct sale (PPDS) made on 
the school site meet the requirements of Natasha’s Law, i.e. the product displays the name of the food and 
a full, up-to-date ingredients list with allergens emphasised, e.g. in bold, italics or a different colour. The 
catering team will also work with any external catering providers to ensure all requirements are met and 
that PPDS is labelled in line with Natasha’s Law. Further information relating to how the school operates in 
line with Natasha’s Law can be found in the Whole-School Food Policy.  

Staff will receive appropriate training and support relevant to their level of responsibility, in order to assist 
pupils with managing their allergies.  

7.15 Housekeeping 
 

The school has adopted policies and practices which lead to a safe working environment. Good 
housekeeping is practiced at all times and sets a good example to the children. 



 

 
 Staff should ensure that all spillages are cleaned up immediately with safe disposal of the waste. 

If there is a large spillage the cleaner in charge should be contacted to assist. 
 All rubbish and waste paper will be disposed of every day so as to minimise the amount of 

combustible material in case of a fire. 
 All storage areas will be kept orderly, safe and provided with easy access. 
 The school premises will be cleaned to an acceptable standard on a daily basis. 
 Good food hygiene standards are observed by all staff serving school meals and to extended 

school services and activities including food handling in classrooms/activities. 
 Staff should check all equipment, including management of cables, before use to elevate any 

potential hazards which have potential to cause harm 
 All staff to ensure that all emergency exit routes are kept free of obstacles in case of fire 
 All school staff are responsible for reporting health and safety issues as these arise to the 

Headteacher/person with delegated responsibilities for health and safety. 
 

7.16 Lone Working 
 

Working alone should be avoided wherever possible. 
 
It is recognised that, from time to time, it may be necessary for school employees to work in situations or 
locations, which are remote from other members of staff. This will include employees working in the 
evenings, weekends or during the holiday in the school on their own. 
 
In such circumstances, the school will assess the risk (Lone Working Risk Assessment) to these individuals 
and introduce suitable controls to ensure that all risks are minimised. A copy of the procedures introduced 
to control these risks will be available in the staff room and on Google Drive. 
 
Any staff wishing to work on the premises outside normal school hours must have prior agreement from 
the Headteacher or designated senior manager. 
 
7.17 Manual Handling 

 

Moving heavy and awkward loads can cause injury. Where staff roles require them to undertake significant 
manual handling, training will be provided. 

 
A specific manual handling risk assessment will be undertaken for the task and reviewed regularly, staff 
must follow the control measure at all times. 
 
Employees at risk of physical injury if handling heavy, bulky or awkward loads. 
 
Manual Handling – Loads: 
 
 Pulling  
 Pushing 
 Moving  
 Lifting  



 

 Lowering  
 Shifting  
 Transferring of loads 

 
General manual handling guidance for all staff 
 

To avoid manual handling injuries all staff should follow the basic manual handling procedures: 
 

 Plan the lift before you start. 
 Assess the load – if it is awkward or heavy, find out whether there is a mechanical aid to use e.g. 

trolley or a second person to help. 
 Ensure the route you are going to take is the most direct, clear from obstruction and as flat as is 

possible. When you off-load the object make sure the area is clear for you to do so. 
 When lifting, bend your knees and keep your back straight, feet apart and angled out and ensure 

the load is held close to the body and firmly. 
 Lift smoothly and slowly and avoid twisted, stretching and reaching where practicable. 

 
7.18 Mini-Bus Use 

 

 Please see the Minibus Policy for guidance. 
 Staff who drive the school minibus for [INSERT SCHOOL] are:  
 ……………………………………………………………………………………………………… 
 Staff who drive the mini-bus must carry out the pre-use checks and fill in the log book. 
 The driver is responsible for making sure that pupils wear a seat belt at all times and if necessary 

use booster seats.  
 Appropriate first aid cover must be in place. 
 

7.19 Out of Hours Use of School Premises 
 

Consideration will be given to persons using the premises outside school hours in order to ensure their 
safety. A responsible person will be nominated to represent the school and a user representative sought 
for liaison, to ensure that all visitors understand the procedures to be adopted in the case of 
fire/emergency evacuation, first aid provision, and safe use of buildings, equipment, substances and other 
facilities. 
 
There will be control over the number of persons attending functions at the school to ensure that they 
could all evacuate quickly and safely in the event of an emergency. If necessary, further advice will be 
sought from the Fire Safety Officer. Details are in Section 2. Hirers of the building will be given written 
emergency procedures they have to comply with and sign to agree to follow the procedures. 
 
Events and entertainment programmes will be scrutinised beforehand with regard to any licensing 
requirements. 
 
A lettings agreement will be completed and signed by the organisation and agreed by the Headteacher. 
Copies of risk assessment, insurance details, equipment checks and current DBS certificates are required. 
 



 

 
7.20 Parental/Adult Help 

 

All parents and adults must be DBS (Disclosure & Barring Service) checked if they offer to help with clubs, 
or any other regular school activity unless it is a one off then they can be supervised by a member of staff. 

7.21 Personal Protective Equipment (PPE) 
 

PPE will be provided to staff as a last resort if no alternative control measures are available to reduce the 
risk to an acceptable level. PPE will be provided to staff or pupils where this is a necessary control identified 
by a risk assessment. This could be eye protection, hearing protection, gloves, high visibility wear, helmets 
and footwear. 
 
A delegated member of staff will be responsible for purchasing the correct type of PPE which is suitable 
for the task in hand. The person who will be wearing the equipment should be involved in the process of 
purchase, to ensure that it is correct in size and fit so that it is comfortable to wear. 
 
There will be suitable arrangements in place for the storage, cleaning and replacement of PPE. Staff will 
receive training as appropriate and will be required to wear the PPE provided. They will be responsible to 
keep it clean, store it correctly and report any faults so that replacements can be provided. 
 
7.22 Play Equipment (indoors and outdoors) 

 

All play equipment must be used in accordance with the manufacturers/installers instructions, age and 
height restrictions. All new pupils are given an induction on the equipment before they first use it. 
 
Staff rotas for break time supervision can be found on [SCHOOLS TO INSERT]. All staff as part of their duties 
must visually check the play equipment before the pupils use it and check that the weather conditions are 
suitable for its use. Headteacher/Deputy Headteacher/ Playground Supervisor will make the final decision 
for the equipment to be used. 
 
Indoor and outdoor play equipment weekly/quarterly inspections are undertaken by the Caretaker. 
Records of the inspections are recorded and kept on the compliance dashboard. Annual inspections are 
undertaken by a competent contractor and a report/certificate is kept in the H&S folder in the Site 
Manager's Office. 
 
For further information and details of the checks required see the Outdoor Playground Inspection & 
Maintenance Guidance available from Telford & Wrekin and schools Play Equipment and its Use Risk 
Assessment. 

 
7.23 Portable Electrical Appliance Testing 

 

The Headteacher/Site Manager or delegated responsible person is responsible for ensuring that all 
portable electrical equipment is tested regularly by a competent approved contractor. A register of all 
such electrical equipment used in the school is kept on Google Drive/i AM Compliant. 

 
No equipment other than that purchased as new may be used unless tested. This includes personal 



 

equipment brought into school by members of staff. All new equipment must be entered into the register 
as soon as practicable and not left until required to be tested. 

 
The Site Manager will be responsible for co-ordinating the registration, inspection and testing of 
equipment by an outside contractor. (See section 2 for named person responsible). 

 
All staff will be instructed to visually check electrical equipment for obvious defects before use. 

 
All hard wired electrical installations are maintained by the school at least every 5 years unless changes 
have occurred. 
 
7.24 Maintaining equipment  
 
The school will ensure that staff and pupils can expect that any equipment they use is suitable for its 
intended use and is properly maintained. Inspectors, or a trained health and safety technician or 
contractor, will inspect the following equipment for health and safety issues annually: 
 
 All electrical appliances 
 All fixed gymnasium and play equipment 
 Any workshop equipment, e.g. lathes and kilns 
 All fume cupboards 

 
It will be the responsibility of the health and safety officer to ensure new equipment meets the appropriate 
standards and conforms to all health and safety requirements. A health and safety technician or 
contractor will be consulted if necessary. 
 
The school will make use of an automated external defibrillator (AED) as part of its first aid equipment 
through the DfE’s arrangements to buy, install and maintain an AED. 

 
7.25 Pregnancy and New Mothers 

 

Risk assessments must be produced to identify any further precautionary measures that are needed to 
protect pregnant employees. If you are expecting a baby (or have given birth in the last six months) or are 
currently breastfeeding you will need to let the Headteacher know as soon as possible. Your Headteacher 
will review the risk assessments applicable to you to ensure that you are as safe as possible during your 
pregnancy and will take any additional measures needed to protect you. 
 
Rest and Breastfeeding in the Workplace 
 
As a pregnant worker or new mother, you are entitled to more frequent rest breaks. Your employer should 
agree with you on the timing and frequency of these breaks with you. 
 
Before you return to work after maternity leave, you should send your employer written notification that 
you are breastfeeding. This is so your employer can ensure you return to a healthy, safe, and suitable 
environment. 
 

https://www.gov.uk/government/publications/automated-external-defibrillators-aeds-in-schools


 

Your employer must provide a suitable area where you can rest, breastfeed/expressing milk. It should: 
 

● Include somewhere to lie down if necessary. 
● Be hygienic and private so you can express milk if you choose to – toilets are not a suitable or hygienic 

place for this. 
● Include somewhere to store your milk, for example a fridge. 
 
7.26 Risk Assessments and Risk Management 

 

Risk Assessments  
 
School relies upon risk assessments to identify and control the risks arising from our work that could 
potentially harm employees, pupils, parents, contractors, visitors and anyone else affected by the 
operations of the School. The School’s Senior Leadership Team have the responsibility for ensuring that all 
significant risks, arising from their activities are properly assessed, to identify: 

 

 Any hazards which have the potential to cause harm. 
 Who is likely to be harmed (employees, contractors, public etc.). 
 How likely it is that the harm will occur. 

 
From the above the SLT will do all that is reasonably practicable to protect people from harm by looking at 
the control measures already in place and then asking if the hazard can be removed altogether, or if not 
how the risk can be controlled e.g. trying a less risky option, organising the work differently to reduce 
exposure to the hazard and / or by providing PPE. 
 

 Risk assessments will be carried out or reviewed before every educational visit 
 All P.E. activities have been risk assessed including the use of the outdoor play equipment. 
 All employees should have access to risk assessments that relate to the work they do. 

 
Specialist assessments are needed for certain work activities for example: 
 

 Working with a computer (DSE). 
 Working with hazardous substances (COSHH).  
 Working in very noisy environments. 
 Working at height or doing jobs that involve significant amounts of Manual Handling. 
 Extended school provisions. 
 Lone working. 

 
The SLT should always consult employees, and others where appropriate, when completing the risk 
assessment process. Employees carrying out the work, generally know best as to what the risks are and 
should play a part in ensuring that the assessments are carried out robustly and that the precautions and 
preventive measures that we put in place, work effectively in practice. Employees must be made aware of 
the significant findings of the assessment and the control measures put in place to protect them. 
 
All the significant risks to employees and those affected by the School’s undertakings will be recorded and 

https://telfordcorporate.sharepoint.com/:w:/r/sites/HealthandSafety/Shared%20Documents/Risk%20Assessment/DSE/DSE%20Policy.docx?d=w212519e8b7214458a2e9077f8b27804f&csf=1&web=1&e=d3C0Tm
https://telfordcorporate.sharepoint.com/:w:/r/sites/HealthandSafety/Shared%20Documents/Hazardous%20Substances%20(COSHH)/COSHH%20RA%202021.doc?d=wa70b6730800547ccbcbdac936b14069b&csf=1&web=1&e=rIf2hd
https://telfordcorporate.sharepoint.com/:w:/r/sites/HealthandSafety/Shared%20Documents/Risk%20Assessment/Working%20at%20Height%20RA.doc?d=w9876ffa2fea94219a0fcb1082c58e9fe&csf=1&web=1&e=qB9SHh
https://telfordcorporate.sharepoint.com/:w:/r/sites/HealthandSafety/Shared%20Documents/Manual%20Handling/Manual%20Handling%20Policy.doc?d=w85bc2c936e2e4467a05dcd5e4d267706&csf=1&web=1&e=tK28cD


 

control measures put in place to enable all employees to operate in a safe manner. 
 
A full range of risk assessment templates and supporting documents are available from the health and 
safety pages of the T&W Health and safety portal, iAM Compliant, National College and the Trusts Google 
Drive Risk Assessment template library to guide and assist managers with the risk assessment process. 
Training is also available for those involved in the risk assessment process. 

 

Managers are responsible for ensuring that they undertake the risk assessments and review them at least 
annually or more frequently as required, shared with staff and copies available on Google Drive. This will 
be monitored by the School’s Health and Safety Coordinator. 
 
There is guidance on risk assessment in the Education Health & Safety Manual and a resource called the 
risk assessment bank that can be used to help record suitable risk assessments.  
 
Risk Management 
 
The Severn Bridges Trust Board views risk management as an integral part of good corporate governance. 
It is essential in order to continue to meet high educational standards, demonstrate Best Value and protect 
the assets of the Trust. Risk management is not about totally eliminating risk but about identifying and 
understanding risk and therefore managing it more effectively, to ensure:  

 

 Significant risks are known and monitored, enabling directors and governors to make informed 
decisions and take timely action. 

 The Trust makes the most of opportunities and develops them with the confidence that any risks 
will be managed.  

 Forward and strategic planning are improved. 
 The Trust’s aims are achieved more successfully. 

 
7.27 School Security (Safeguarding) 

 

This will be monitored at least annually by the Health and Safety committee. 
 

 Gates are locked at the same time each day in the morning at SCHOOL TO INSERT am and after 
school at SCHOOL TO INSERT pm. After which time access to school is through the main entrance. 
After school clubs use the SCHOOL TO INSERT door. 

 The school office monitors those that come to the door at reception before deciding who to let 
into the building. 

 All visitors sign in and out using the InVentry system and wear badges of identification or a 
visitor’s badge. 

 The main doors have good locking mechanisms. 
 Intruder alarms are installed. 
 Nominated staff key holders, and the site manager, have a set of keys to access the school at 

any time. They can also activate the school’s electronic security system. The school has an 
inventory of key holders and keys that have been allocated. 

 Blinds or curtains have been installed in all classrooms and corridors for security, the classroom 
blinds or curtains are closed at the end of each school day. 



 

 
The Caretaker and SLT are responsible for the security of the school at the end of the day by ensuring that 
doors, windows, skylights etc., are secured. All staff have responsibilities for ensuring their classroom 
windows are shut and lights and computers are switched off at the end of the day. 

 
Responding to Call Outs 

 

The following are the school’s nominated representatives who will respond in the event of an out-of-hours 
call out or see section 2. 
 
The school has assessed the risks to these individuals and introduced suitable control measures to ensure 
that all risks are minimised. 

 
Lone Worker Attendance 

 

If anyone has to attend to a call out on their own, procedures must be in place so that the individual on 
site keeps in contact with someone on arrival at site, at regular intervals whilst on site, when leaving site 
and on arriving safely at home. If the lone worker fails to make contact within the agreed time further steps 
to establish their whereabouts will be needed. Also see section 5.13 Lone Working. 
No employee will enter a building alone before assistance arrives. No employee is expected to enter a 
building where it is believed there is a significant risk. 
 
A copy of the detailed procedures introduced to control these risks will be kept in the staff room/Google 
Drive. Following any event, the risk assessment should be reviewed and further control measures 
implemented where appropriate. 

 
7.28 Smoking and Vaping 

 

Everyone’s health is important so smoking and vaping is prohibited during the school day either by staff, 
visitors or parents whilst on the school premises.  
 

7.29 Stress 
 

Although pressure is necessary for us to live normal lives, excessive pressure can cause stress which in turn 
can lead to real physical and mental problems. Training is available on handling personal stress and 
employees are encouraged to take their PPA time and take regular exercise. Heads are expected to be 
able to recognise and manage stress and try to promote a harmonious working environment within their 
teams. Training is available to help with this. 
 
If you feel that work is causing you to have too much stress or even that stress caused by other things is 
affecting you at work, then you need to tell your manager/Headteacher or contact the Telford & Wrekin 
Internal Health & Safety (01952 383627). If you wish, all such contact can be confidential. Employees can 
also refer themselves for counselling through Education Mutual by following this link: 
https://www.educationmutual.co.uk/contact-us/#form-tab-hcr 

 

https://www.educationmutual.co.uk/contact-us/#form-tab-hcr


 

7.30 Supervision of Pupils 
 

The school will be open from [SCHOOL TO INSERT] until [SCHOOL TO INSERT] on weekdays during term 
times. Between these times supervision will be provided. Pupils will not be allowed on site outside these 
times. Parents are informed of the details of the school arrangement at the beginning of the school year 
and reminders sent throughout the year when necessary. The school website gives details of 
arrangements for Breakfast Club times and After school care. 
 
7.31 Training in Health and Safety 

 

Providing relevant health and safety training as is necessary to protect the health and safety of our 
employees is a key policy commitment of the Trust. All employees regardless of their status, must be 
provided with sufficient training, knowledge and skills to enable them to carry out their work safely and with 
the minimum of risk to themselves and / or anyone else. The trust has developed a SBMAT Training 
Schedule to be followed by all staff. 
 
One of the core competencies for Headteachers and managers is health and safety and all Headteachers 
and managers will be assessed on this and encouraged to improve their skills and knowledge. 
 
Relevant members of the Board of Governors, along with the Headteacher and other Managers as 
appropriate will attend periodic health and safety training sessions as arranged by Telford & Wrekin’s 
Internal Health and Safety Team and via the Trust’s Operations and Compliance Officer via National 
College and iAM Compliant. The training may be face to face or online. This will help ensure that the School 
Management Team is kept abreast of their safety obligations and how to implement them. 
 
It is particularly important that managers ensure new employees are given an induction, on their first day 
of employment, recorded and signed off. This induction must include essential health and safety related 
matters, including their responsibilities as identified in this policy; other basic information such as first aid, 
fire safety and the reporting of hazards and incidents. 
 
Job specific training should follow which introduces local policies, processes and procedures. Further 
specialist training should take place where additional skills are required; this will include refresher training 
where these skills are not frequently used or where the risks have potential to change. 
 
Attendance on all health and safety courses must be recorded. For any Health and Safety Training needs 
contact Telford & Wrekin’s Health and Safety Team or contact the Trust’s Operations and Compliance 
Officer.  
 
Training is recorded on iAM Compliant and National College. See the SBMAT Training Schedule. 
 

7.32 Challenging Behaviour 
 

The School follows Telford & Wrekin Council’s Policy and Guidance on Personal Safety at work. The 
Headteacher is responsible for ensuring that all staff: 

 



 

 Are aware of the policy and procedures for avoiding violence at work and reporting and recording 
all incidents of verbal and physical abuse. See section 5.2 for Accident Reporting. 

 Are aware of Telford & Wrekin Council’s arrangements available for victims of violence at work. 
 Know that when they have meetings with potentially hostile parents these must be in the 

presence of another member of staff. 
 

Staff will be trained to manage actual and potential aggression or unacceptable behaviour where 
required. Crisis prevention training is delivered across the MAT. 
Parents, carers and visitors should comply with the SBMAT Code of Conduct/Behaviour on School Premises 
Procedures. 
For lockdown procedures please refer to the school’s Emergency and Response Business Recovery Plan. 

 
7.33 Visits and Journeys 

 

Telford & Wrekin Council’s Educational Visits and Journeys Guidance is followed and the Educational Visits 
Coordinator (EVC) is listed on page 3 of this policy. The EVC will liaise with the members of staff who will be 
undertaking the trip to ensure the procedures have been followed. (N.B. If the EVC is not the Headteacher 
then the EVC must make sure the Headteacher countersigns the approval documents including the risk 
assessment.) 
 

 Staff will take a school mobile phone, an appropriate portable first aid kit, information about the 
specific medical needs of pupils, along with the parents/carers’ contact details 

 There will always be at least one first aider on school trips and visits 
 
7.34 Working at Height 

 

Working at height, can be very high risk and persons do not need to be very far off the ground for these 
risks to be realised. An assessment must be made of the risks from such work, and those risks should be 
designed out (by avoiding work at height) wherever possible.  
 
Work at height is defined as work where, if the required measures were not taken, a person could fall a 
distance liable to cause personal injury. This includes drops below ground level as well as those above it. 
 
Relevant staff, particularly site managers/caretakers, whose role may periodically require them to use 
ladders, step ladders, podium steps, access towers, powered access and fall arrest systems must have 
completed training if using these and cannot be replaced by safer means, as part of the risk assessment 
process. 
 
Where work at height cannot be avoided the equipment used for such work must be appropriate and 
suitable for the job, and must be regularly inspected and well maintained.  
 
The use of chairs/desks and other equipment (that is not specifically designed for work at height) as a 
means of gaining access for such work is strictly prohibited within the school. 
 
7.35 Work Equipment 



 

Work equipment relates to all things that assist you to do your job including tables and chairs, ladders, 
vacuum cleaners, utensils, computers, photocopiers, fire extinguishers etc. 
 
The equipment must be suitable and fit for purpose. Therefore, before any equipment is purchased staff 
must ensure they understand what is required and consult with all those that will be using the equipment: 

 

 Consideration will be given to the installation, storage and positioning of the equipment. 
 Training and use of the equipment will be required and where practical provided by the 

companies that provide the equipment. 
 The equipment will be maintained to ensure that it remains in good condition by the Site Manager 

or will be under contract for maintenance and repairs by the supplier. 
 All the relevant equipment will be inspected in accordance with LOLER and PUWER regulations. 

 
It is the responsibility of the person using the equipment to ensure it is in a safe condition before using it. 
They may require instruction and/or training before the initial use to know how to undertake the checks. 
 
The school keeps a record of the inspections and checks that are made to all equipment. The log/record 
is kept on the dashboard. 
 
7.36 Wellbeing of Employees 

 

Many of us spend a great deal of our time at work, therefore our health and wellbeing in the workplace is 
as important as it is outside of the workplace, after all, how you are feeling does not automatically stop the 
moment you step foot into work! Telford & Wrekin’s Health and Well-Being Service engages and inspires 
individuals to improve their physical, mental and social wellbeing. The tools included in the Wellbeing Offer 
support employees in maintaining good wellbeing at work, with a proactive and preventative approach to 
wellbeing including self-care, support, developing resilience and therapy.”   

 
Employee Assistance Programme 

 

Telford & Wrekin’s Employee Assistance Programme (EAP) provides employees with access to a dedicated 
online health hub to support their health and wellbeing. The Hub contains a wealth of information and 
resources including webinars, wellbeing fact sheets, videos, articles, self-help programmes, interactive 
tools and educational resources to help with life's challenges. 

The service operates a 24 hour, 7 days a week confidential telephone support line too and this can be used 
for advice or to access counselling support 0800 783 2808.  Counselling support is also available for all 
adult family members living in the household. As part of this programme employees are entitled to up to 
6 sessions of counselling to provide immediate support until other counselling support is available if 
required through the NHS for example. 

The health hub can be accessed by visiting: https://healthassuredeap.co.uk/ or by downloading the ‘My 
Healthy Advantage’ app on Google Play/the App Store and entering code MHA128723 

Sources of support, information and guidance on Health and Safety 

Wherever possible, School employees are encouraged to try and resolve health and / or safety issues for 

https://telfordcorporate.sharepoint.com/teams/eCouncil/WTW/Pages/Mental-Health-&-Wellbeing.aspx
https://healthassuredeap.co.uk/


 

themselves in the first instance, providing it is safe to do so; Sort it or report it! 

Where employees are unable to deal with a problem directly, they are encouraged to contact the person 
responsible for the issue and / or that has the necessary authority to resolve it. 

Often this will be the employee’s headteacher or line manager and, in any case, should the employee be 
uncertain of whom to go to, they should always report the matter to their line manager in the first instance. 

If the line manager is unable to answer the query or the employee would feel more comfortable talking to 
someone independently, they should contact: Telford & Wrekin’s health and safety team on 01952 383627 
and/ or their trade union health and safety representative. 

8.  Monitoring and Review 
 

Internal monitoring and review of the health and safety policy and procedures will be undertaken on an 
annual basis. 

The Trust Board, Headteacher and the Health and Safety Committee will be responsible for reviewing and 
amending this policy in conjunction with the Annual Health and Safety Self-Monitoring Checklist and Fire 
Risk Assessment which is required by Telford & Wrekin Council. 

The school will make arrangements to carry out a systematic and regular programme of monitoring and 
reviewing of: 

 All accident and incident reports. 
 All advisory reports received. 
 All termly audit reports (where appropriate). 
 The annual audit report. 
 Progress on health and safety and fire action plans, policy and procedure updates. 
 Other information about changes is requirements as they occur. 

 
Aspects of these will be reported on to the appropriate Committee of Governors/Officers responsible for 
Health and Safety so that any review of policy that may be necessary or contemplated can be informed 
by them. 
 
9.   Links with Other Policies 
  
This health and safety policy links to the following policies and risk assessments including, but not limited 
to, the following: 

 

 First Aid Policy 
 Supporting Pupils With Medical Conditions Policy 
 Administering Medicines Policy 
 Eye Safety Policy 
 Play Equipment and its Use Policy 
 Smoking and Vaping Policy 
 Emergency and Response and Business Recovery Plan 
 Minibus Policy 
 Lettings Policy 
 Menopause Policy 



 

 Fire Safety Policy 
 Parent, Carer and Visitors Code of Conduct and Behaviour on School Premises Procedures 
 Employee Code of Conduct 
 KCSiE Child Protection Policy 
 Manual Handling Risk Assessment 
 Working at Height Risk Assessment 
 Premises Plan for Asbestos Management 
 No Smoking and Vaping Policy 
 Lone Working Risk Assessment 
 New and Expectant Mothers Risk Assessment 

List any other related policies that your school has here, if applicable. 

 


