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1. Aim and objectives 
 

1.1. As a school we recognise we have a duty of care under the Health and Safety at Work Act 1974 
in respect of the health, safety and welfare of our employees.  We also have responsibilities in 
respect of its pupils, visitors, contractors and anyone else who may be affected by school 
activities under the 1974 Act and the Occupiers Liability Acts of 1957 and 1984.  This policy also 
follows DfE non-statutory advice Health & Safety: responsibilities and duties for schools (2018). 
 

1.2. The health, safety and wellbeing of all of our pupils at Oakwood School is our paramount 
responsibility.  Every adult who works at the school has been trained to appreciate that he or 
she has a key responsibility for helping to keep all of the children safe at all times.   

 
1.3. It is the School’s policy to promote standards of health, safety and welfare that comply fully 

with the terms and requirements of the above Act, Regulations made under that Act and 
Approved Codes of Practice.  It is considered by the Governors that health and safety is a 
responsibility at least equal in importance to that of any other function of the school. 

 
1.4. Our school aims to: 

● Provide and maintain a safe and healthy environment 
● Establish and maintain safe working procedures amongst staff, pupils and all visitors to 

the school site 
● Have robust procedures in place in case of emergencies  
● Ensure that the premises and equipment are maintained safely, and are regularly 

inspected. 
 

1.5. This policy is dependent upon the total co-operation of every person who works for the School 
and indeed all employees have a legal duty to: 
● Take reasonable precautions in safeguarding the health and safety of themselves and 

others 
● Observe all Health and Safety rules and procedures as laid down by the School and use all 

health and safety equipment provided. 
● Alert management to any potential hazard that they have noticed and report all accidents, 

incidents or near misses that have led, or may lead to, injury, illness or damage. 
● Ensure that no person uses a hazardous machine unless they have been fully instructed as 

to the dangers and the precautions to be observed and either have received sufficient 
training in work at the machine or are being supervised by someone with a thorough 
working knowledge and experience of the machine. No person under the age of 18 years 
should be allowed to dismantle or clean a hazardous machine, nor should they be allowed 
to operate machinery which is forbidden by specific legislation. 
 

 
1.6. The policy statement of intent can be found in Appendix A. 
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2. Responsibilities 
 

2.1. Governors are accountable for the health and safety of school staff and pupils; to this end they 
retain oversight of all health & safety matters through the Buildings and Grounds Committee, 
attended by the Estates Manager & Estates Project Manager, Business Manager, Operations 
Manager and Headteacher. 
 

2.2. Accountability for compliance with health and safety is delegated to the Operations Manager.  
They have the day-to-day responsibility for managing health and safety risks effectively and are 
able to give sensible guidance about managing the health and safety risks at the school. The 
Head, the Business Manager, Operations Manager and Estates Manager regularly communicate 
to ensure that relevant statutory requirements are being complied with and that no places, 
people or school activities are overlooked.  The Operations Manager and Estate Manager meet 
regularly. 
 

2.3. Where appropriate the Operations Manager delegates line management responsibility for 
certain aspects of Health and Safety in specific areas of the school, for example the kitchens, 
swimming pool, science labs, maintenance and school grounds.  Periodic site inspections are 
arranged as appropriate to need and in accordance with regulatory guidance.  

 
2.4. Staff complete all necessary training in accordance with regulations, overseen by the Business 

Manager and Operations Manager (training typically includes Fire Safety, First Aid, Manual 
Handling etc.).  This training may be provided by external agencies and through the schools 
Educare CPD package. 

 
2.5. The School retains the services of a Health and Safety consultant, Pearson Webb Consultancy 

who visits the School on request and who monitor the activities of all areas and personnel where 
significant hazards might be found.  Pearson Webb Consultancy discuss such hazards with 
personnel affected, draws up risk assessments where necessary and advises on safe methods 
of work.  Pearson Webb Consultancy liaise with the Operations Manager who is responsible for 
day-to-day management of Health and Safety. 

 
2.6. Health and safety at Oakwood is supported by the following additional policies: 

● First Aid Policy:  first aid for staff and pupils and supporting medical needs; recording and 
reporting accidents to staff, pupils and visitors – including Reporting of Injuries, Diseases 
and Dangerous Occurrences Regulations 2013 (RIDDOR); how the school will investigate 
accidents and incidents to understand causes; 

● Educational Visits & Activities Policy: policy and procedures for off-site visits, including 
residential visits and any school-led adventure activities; emergency plan and 
communications plan, known to the trip leaders;  

● Crisis Management Policy: dealing with health and safety emergencies, including 
procedures and contacts; 

● SEND Policy: occupational health services; 
● Fire Safety & Fire Risk Prevention Policy: fire safety, including testing of alarms and 

evacuation procedures 
● Catering & Food Hygiene Policy 
● Risk Assessment Policy 
● Security, Access Control, Workplace Safety and Lone Working Policy 
● Safeguarding and Child Protection Policy 
● CSS Pool Standard Operating Procedures  
● Vehicle Policy 

 
  

http://www.hse.gov.uk/riddor/
http://www.hse.gov.uk/riddor/
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3. Organisation and individual responsibilities 
 
3.1. This part of the Policy deals with the organisation, planning, implementation, operational 

monitoring and management review of the Policy.  It also covers the development of general 
policy and how we train our employees (and others) to carry out our activities.  An organogram 
has been prepared to assist in the understanding of the health and safety structure within the 
School, which is shown at the end of this section. 
 

3.2. Board of governors ("The Board") 
The Board has overall collective responsibility for health and safety within the School.   The 
Board shall: 
● ensure that health and safety issues are considered and addressed and that the Policy is 

implemented and adhered to by staff and pupils throughout the School.  
● make adequate resources available so far as is reasonably practicable, to enable legal 

obligations in respect of health and safety to be met (including ensuring the provision of 
sufficient training opportunities to staff to ensure they are able to work in a safe manner.)  

● where appropriate, seek advice from a Competent Person to advise the School. 
● ensure tasks will be delegated to suitable employees in order to assist the Board in 

carrying out its duties.  
● hold the Headteacher to account in respect of the requirements set out in this policy. 

 
3.3. Headteacher & Senior Leadership Team. 

The Headteacher and the Business Manager are responsible to the Board of Governors for 
ensuring that the Operations Manager is regularly reviewing and updating the schools Health 
and Safety Policy.  The Headteacher ensures that effective arrangements are in place for 
ensuring compliance with its aims and objectives.  
 
The Headteacher will have day to day responsibility for controlling health and safety within the 
school. The Headteacher shall: 
● ensure there is sufficient resource deployed to meet health and safety requirements.  
● have overall responsibility for ensuring that health and safety training is deployed as 

required. Ensure that accidents are suitably and appropriately investigated and recorded.  
● assist the Board in directing the overall management and development of the Policy, 

defining the aims of the Policy and communicating the responsibilities associated with the 
management of health and safety within the School.  

● report to the Board on health and safety performance including an annual audit and will 
assist the Board in implementing changes in the Policy which the Board have approved.  

● be responsible for the implementation of an Emergency Plan / Crisis Management Plan. 
 

3.4. Operations Manager / Business Manager 
The Operations Manager (who also acts at the Health & Safety Co-ordinator and Deputy Fire 
Safety Responsible Person) is responsible to the Governors and the Headteacher for ensuring 
that steps are taken to implement the requirements of the Health and Safety Policy in all the 
School’s non-core or support services. The Operations Manager ensures that the Estates 
team, ICT, Office and Catering staff comply with the Governor’s Health and Safety policy aims 
and objectives.  
 
The Operations Manager also acts as the Health and Safety Co-ordinator, responsible to the 
Headteacher, ensuring that adequate resources are available to implement the health and 
safety policy and fulfilling the role of the ‘Responsible Person’ as defined in the Regulatory 
Reform (Fire Safety) Order.  To assist them with this task, when necessary, they may seek 
advice from an external advisor. 
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The Operations Manager alongside the Business Manager will have been delegated by the 
Headteacher, the day to day management responsibility for ensuring that, so far as is 
reasonably practicable, arrangements are in place for: 
● Safety and security 
● Fire safety  
● Electrical safety  
● Gas safety  
● Water quality 
● Asbestos 
● Emergencies 
● Staff induction and training 
● The appointment of competent contractors 

 
In acting as the School’s Health and Safety Co-ordinator, they shall: 
● monitor health and safety within the School and raising concerns with the Headteacher; 
● ensure that contractors brought on site are provided with sufficient information to ensure 

their Health and Safety whilst working on site; 
● to ensure that work conducted on site complies with the Construction (Design and 

Management) Regulations; 
● chair the School Health and Safety Committee. 
● investigate accidents and incidents and recording as appropriate; 
● report injuries, diseases and dangerous occurrences to the Health and Safety Executive as 

required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR);  

● liaise with the Health and Safety Executive (HSE) as required; 
● advise the Headteacher on maintenance requirements based on information received from 

the Estates team or others; 
● co-ordinate advice from specialist safety advisors and producing associated action plans; 
● co-ordinate and implement training 
● investigate accidents and incidents that occur on site to prevent any future reoccurrences 

in addition to reporting findings to the Headteacher; 
● ensure that there is a sufficient number of fire marshals across the school building who are 

adequately trained. 
 

As Operations Manager they shall: 
● actively promote a positive health and safety attitude and culture throughout the School; 
● assist and advise all staff on good risk management practices, including how to complete 

risk assessments and accident prevention; 
● be a member of the School’s Health, Safety & Welfare Committee; 
● monitor the effectiveness of this Policy and report back to Governors and the Headteacher 

as appropriate 
● recommend changes in the Health & Safety Policy in the light of experience;  
● have responsibility for obtaining, interpreting and disseminating all relevant Health & Safety 

information to the School via the normal line-management structure 
● be the liaison point between the School’s Health and Safety advisors and ensure that their 

services are used appropriately; 
● be responsible for the safe operation for all administrative, estates/maintenance, cleaning 

and support staff; 
● maintain copies of relevant health and safety documentation 
● establish a system for reporting back of all accidents, incidents, near misses and damage to 

School Property and investigate accordingly.  The results of these should be reported to the 
termly Health and Safety Committee; 

● be responsible for liaising with outside bodies who may from time to time use the facilities 
of the School, and ensure that appropriate action is taken both to ensure these bodies have 
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sufficient knowledge of the School procedures and that the School itself is appropriately 
indemnified 

 
3.5. Heads of Department (teaching) 

The Heads of Department are responsible to the relevant member of the Senior Leadership 
Team for ensuring implementation of the requirements of the Health and Safety Policy in all 
activities within their departments.  The Heads of Department will ensure, so far as is reasonably 
practicable, the health and safety of those affected by activities under their control.  They shall: 
● ensure that all teachers and other staff within their department comply with the 

requirements of the School’s Health and Safety Policy and implement all relevant 
procedures detailed within it. 

● ensure that all reasonably foreseen risks and hazards are identified.  Where possible these 
should be eliminated, reduced or minimised.  Control measures that are introduced are 
such that risks do not place Staff, Pupils or any other persons in danger. 

● ensure that risk assessments are documented for significant hazards and reviewed when 
necessary.  Specific risk assessments include: 

⮚ Early Years Foundation Stage – Head of EYFS 

⮚ Science (including harmful substances and flammable materials) – Head of Science 

⮚ Sporting activities – Head of Sport / Head of Girls Games 

⮚ Drama – Head of Performing Arts 

⮚ Art, Design & Technology (including harmful substances and flammable materials) – 
Head of Art 

⮚ Music – Head of Performing Arts 

⮚ Outdoor lessons – Head of Outdoor learning  

⮚ Trips and visits – Educational Visits Coordinator 

⮚ Catering and cleaning functions – Head of Food Technology, Catering Manager 
● be responsible for identifying, organising (and maintaining records) of training that is 

relevant to their area of control. 
● ensure that all accidents or near miss incidents, ill health or damage to equipment are 

reported to the Health & Safety Manager. 
 
3.6. Head of Non-teaching Support Departments 

Together with the Business Manager and Operations Manager, managers who are in charge of 
the Estate, Estate Projects, Catering and Grounds of the School shall: 
● be responsible to the Operations Manager for the safe running of their activities, ensuring 

that work proceeds according to the standards laid down in this Policy; 
● be responsible for ensuring they have the appropriate training according to the needs of 

their work.  Where a need is identified, this should be shared with the Operations Manager 
and appropriate training put in place; 

● ensure that all agreed systems of work are followed; 
● undertake the necessary training pursuant upon completion of work under the COSHH 

Regulations; 
● refer matters to the Operations Manager or Business Manager where they feel they are not 

within their competence or skill set to deal with;  
● report regularly to the Operations Manager on compliance with the Health and Safety 

Policy; 
● ensure that, before any contractor is engaged, an adequate assessment has been made of 

the competence an ability of that contractor to undertake any work safely and according to 
legal requirements; 

● ensure a comprehensive asbestos register is kept and maintained for all buildings, and carry 
out annual monitoring of residual materials; 

● report any incidents to the Operations Manager to investigate and report on accordingly. 
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● ensure there are adequate supplies of Personal Protective Equipment (PPE) is issued and is 
available for use. 

 
3.7. Estates Department 

The Estates Manager and Estates Groundsmen are nominated as the Fire Safety Duty Holder 
both attend the Health & Safety Committee meeting, whilst working closely with the Operations 
Manager. All estates team members report to the Operations Manager on a regular basis and 
attend regular Building & Grounds/Health and Safety committee meetings. 
 
The Estates team shall: 
● work with the teachers and occupiers of the School buildings or offices to help them 

maintain, as far as is reasonably practicable, a safe and healthy working and learning 
environment; as a minimum, to help them meet the requirements of the Health and Safety 
at Work Act and the Regulatory Reform (Fire Safety) Order; and all applicable subordinate 
legislation; 

● ensure that all maintenance undertaken at the School premises, is completed by competent 
persons and complies with the relevant statutory provisions; 

● ensure that all contractors arriving on site are reported to reception and any known hazards 
on the school site are made aware to those individuals; 

● ensure that risk assessments, including COSHH assessments are undertaken and control 
measures are in place for all Outdoor Work activities, buildings and outside areas; 

● provide a workplace and environment that does not pose an unacceptable risk to the 
health, safety and welfare of Staff, Pupils or any other persons, or animals involved in 
Outdoor Work. 

● ensure that all equipment used is safe and fitted with guards or safety devices as 
appropriate to comply with safety standards and relevant legislation; 

● ensure that Personal Protective Equipment is worn and that it is properly inspected, 
cleaned, used and returned to the correct storage location after use – where PPE needs 
replacing, estates team staff will inform the Operations Manager. 

● ensure that the inspection and maintenance of all equipment, in accordance with the 
manufacturer’s recommendations, alongside records of such checks are kept as evidence; 

● report any incidents to the Operations Manager immediately. 
 

The Estates Manager oversees the implementation of the following: 
● Building security; 
● Prevention of unsupervised access by pupils to potentially dangerous areas (in co-operation 

with others as appropriate). 
● Registration and control of visitors and management of contractors. 
● Site traffic movements. 
● Maintenance of School vehicles. 
● Testing arrangements, maintenance and records for those including but not limited to: fire, 

electrical, gas, equipment, water quality, asbestos; 
● Good standards of housekeeping, including drains, gutters etc. 
● Control of hazardous substances for grounds maintenance activities.  

 
3.8. Head of Sport 

The Head of Sport shall: 
● ensure that risk assessments are undertaken for all outdoor games, athletics, gymnastics 

and other adventurous activities organised under the responsibility of the Sports and PE 
department; 

● ensure staff supervising PE are appropriately trained and competent, that records of the 
training are kept and that the training remains in date; 

● ensure that injuries are reported to the Operations Manager on a timely basis. 
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3.9. Staff & Employees 
Teaching staff are responsible to the Headteacher and relevant Heads of Departments, for the 
effective application of the Health and Safety Policy and procedures on all activities associated 
with their teaching subject.  
 
The co-operation of all Oakwood staff is essential to the success of the Policy and the School 
requests that staff should notify their Head of Department / Operations Manager of any hazards 
to health and safety which they notice and of any suggestion they wish to make regarding health 
and safety. Staff shall: 
● follow the Policy; 
● take reasonable care for the health and safety of themselves and others who may be 

affected; 
● follow requirements imposed on the school or any other person under health and safety 

law and specific codes of regulations and co-operate fully so as to enable the duties upon 
them to be performed; 

● carry out all reasonable instructions given by managers / senior staff; 
● make proper use of anything provided in the interests of their health and safety such as 

personal protective equipment. Reckless or intentional interference with such equipment 
will potentially be regarded as a dismissible offence; 

● ensure that activities they undertake with pupils under their control are adequately risk 
assessed and that any necessary control measures identified are put in place to manage 
residual risks – staff are encouraged to seek advice from the Operations Manager; 

● ensure that all injuries, accidents or dangerous occurrences that could have resulted in 
injury, ill health or damage to equipment are reported to the Operations Manager; 

● comply with any reasonable request made by any of the persons named above in relation 
to the fulfilment of their duties; 

● co-operate willingly with investigations undertaken to establish the root cause of an 
incident whilst assisting in analysing preventative measures to eliminate or reduce 
reoccurrences. 

 
3.10. The Head of Food Technology / Catering Manager  

The Head of Food Technology and the school’s Catering Manager arranges for: 
● An external professional to take swabs of all knives, chopping boards and other kitchen 

equipment and report of those findings.  This is usually conducted during the external 
annual audit by Environmental Health Officials. 

● An independent hygiene and safety audit of food storage, meal preparation and food 
serving areas.  This is usually conducted during the external annual audit by Environmental 
Health Officials 

● Professional advice from a dietician on healthier food, menu planning and special diets as 
needed. 

● The professional deep cleaning of all equipment, high level cleaning of all cooking, food 
preparation and storage surfaces, areas. 

 
3.11. External health and safety advisors  

The Business Manager alongside the Operations Manager and Estate Manager will arrange as 
appropriate for external consultants to advise on matters of health and safety within the 
School.  Such provision may include: 
● Structural surveyors, to give advice on the external fabric of the school as necessary. 
● Tree surveyors, to give annual advice on the trees around the School site; with repeat visits 

scheduled every 6 months; 
● Traffic site surveyors as necessary 
● Engineers to monitor and service the school’s plant, equipment, including boilers, any lifts 

and hoists annually. (NOTE: there are none present within the school at this current time.) 
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● Gym and fitness equipment and design and machinery used in both design and technology 
and in the maintenance, department are serviced annually.  

● The school’s adherence to health and safety in catering and cleaning is subject to external 
inspection by the Environmental Health Department.   

● Appropriate pest control measures to be in place. 
● The school has a suitable and sufficient fire risk assessment which is reviewed annually for 

items in the action plan and updated every three years, or when significant changes are 
made to the interior of buildings, or new buildings are bought or added. 

● In addition to the weekly fire alarm tests, the alarm system, together with all smoke 
detectors, emergency lighting, extinguishers are tested annually by a qualified contractor.   

● An external health and safety consultant report annually on the arrangements for health 
and safety across a range of areas including, but not limited to: lessons, support areas, 
public spaces, sports and swimming facilities.   

● The school has a suitable and sufficient risk assessment for legionella, every two years and 
a quarterly water sampling and testing regime in place. 

● The school maintains an asbestos register and the Operations Manager alongside the 
Estates Project Manager is responsible for ensuring that it is kept up-to-date and for any 
sampling or removal before major works takes place.  They are also responsible for the 
maintenance of an asbestos management plan. The Estates Project Manager in consultation 
with the Operations Manager is also responsible for making sure that contractors are fully 
briefed on areas of asbestos before starting work. 

● The school has current electrical test certificates for all its buildings. It uses NICEIC qualified 
electrical engineers to inspect and maintain its electrical installations all of which are RCD 
protected and meet the requirements of BS7671 IET wiring regulations.   

● All work on gas boilers and appliances is carried out by registered Gas Safe engineers. 
● All domestic boilers are serviced annually and all domestic properties have current 

landlord’s gas safety certificates. 
● All lightning protection and earthing conforms to BS 6651-1999 or to BS EN 62305.  It is 

tested annually by a specialist contractor - SFA. 
● A competent Principal Designer, Principal Contractor / Contractor would be appointed in 

order to ensure compliance with the Construction (Design and Management) (CDM) 
Regulations 2015 whenever significant or new construction work is undertaken. 

 
3.12. School Health and Safety Committee   

The Committee will meet once a term, and will be chaired by the Operations Manager/Business 
Manager. It shall be open for the schools appointed Health & Safety competent person or 
School Governors to be invited to attend any meeting of the Committee in an advisory or 
reporting capacity.  The other members of the Committee are: 
● Business Manager 
● Operations Manager 
● EVC 
● Head of Science 
● Estates Manager 
● Head of EYFS 
● Head of KS1  
● Head of Art & Design Technology 
● Head of Sport 
● Headteacher's PA in their role of First Aider (minute taker) 
● Catering Manager 
● Head of Food technology / Head of Humanities 
● Head of Performing Arts 
 
The role of the Health and Safety Committee is to:  
● discuss matters concerning health and safety, including any changes to regulations; 
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● monitor the effectiveness of health and safety within the school; 
● review accidents and near misses, and discuss preventative measures;  
● review and update risk assessments;  
● discuss training requirements; 
● monitor the implementation of professional advice; 
● review the safety policy guidance and updating it; 
● assist in the development of safety rules and safe systems of work; 
● monitor communication and publicity relating to health and safety in the work place;   
● encourage suggestions and reporting of defects by all members of staff. 

 
 
4. Oakwood School Organisational Structure 
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5. Health and Safety Specific Policy Arrangements 
 
5.1. The Health and Safety policy is supported by a range of additional standalone policies and 

procedures.  Where appropriate, Head of Departments have produced their own policies and 
procedures to outline their specific departmental issues. 
 

5.2. Specific standards will be established to cover specific risks and these standards will be 
constantly monitored. 

 
 
6. Accident Reporting and Investigation 

 
6.1. The school takes its responsibility to report any accident or injuries in compliance with the 

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

6.2. Details of any incident must be recorded, either by the employee concerned or by someone 
acting on their behalf, using the Accident or Incident Reporting form. 

 
6.3. All accidents and ‘near misses’ must be reported.  A ‘near miss’ is defined as follows: 

“Any event, which under slightly different circumstances, may have resulted in injury or ill 
health of people, or damage or loss to property, plant, materials or the environment or a 
loss of business opportunity.” 

 
6.4. In the event of an accident, incident or near miss, no matter how trivial, a report must be made 

by the individual or individuals to the Operations Manager. 
 

6.5. Where the accident, incident or ‘near miss’ involves a pupil, it is the responsibility of the 
member of staff who witnesses the event to take the immediate appropriate action, including 
being taken to the nearest medical treatment facility to be attended by either one of the 
Paediatric First Aiders or suitable trained medical first aider. 

 
6.6. All accidents, incidents and ‘near misses’ must be reported to the Operations Manager 

immediately.  Any serious accident or incident involving the Emergency Services must also be 
reported to the Operations Manager or a member of the SLT team immediately. It is the 
responsibility of the Operations Manager to investigate the incident.   

 
6.7. Every accident, incident or ‘near miss’ must be investigated to determine the cause of the 

incident and discover whether repetition of the event can be avoided.  Data collected assists in 
the identification of patterns or trends as well as establishing the effectiveness of the controls 
and work methods. 

 
6.8. The level of investigation should be in keeping with the nature of the accident or incident, and 

the scale of its actual or possible consequences.  The investigation should discover the 
following: 
● What happened? 
● The lessons which can be learned and can be applied to similar circumstances in the future; 
● What changes are necessary to risk control measures to prevent repetition of the event in 

the future. 
 

6.9. Every accident investigation is recorded using an Accident Report Form.  (Please refer to 
Appendix B: Accident Report Form for further information).  All sections of the form are 
completed by the Operations Manager, with as much detail as possible.  Where necessary, 
pictures of the accident site or CCTV footage are taken and stored on file.  A file is then created 
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on the network where all documentation relating to the accident is retained. 
 

6.10. A copy of the accident report form is available for discussions at the next Senior Leadership 
Team meeting and Health and Safety committee meetings.  All staff must be aware that in order 
to comply with the Data Protection Act, any personal information that has been recorded on 
the accident form must be regarded as confidential and must be treated accordingly. 

 
6.11. In the case of a serious, major injury or a death, the Health and Safety Executive must be notified 

immediately, for example by telephone and this must be followed up with a written report.  For 
dangerous occurrences and other reportable incidents, the Operations Manager or Business 
Manager will complete a RIDDOR report online.  For further guidance on reporting a serious, 
major injury or death, refer to the appropriate HSE online guidance for reporting. 

 
6.12. It is important to note that if a serious accident or incident occurs, the condition and status of 

the accident scene must be preserved to enable a thorough and accurate investigation.  In such 
cases the following action should be taken as soon as practically possible: 
● Remove and exclude all persons from the accident scene except essential emergency 

responders 
● Cordon off the area with rope, tape or barriers 
● Post personnel to control access 
● Take photographs and video recordings (narrated) of the accident scene, especially of any 

evidence that could potentially be destroyed, for example tyre tracks, fluids on the ground. 
 

 
7. Display Screen Equipment (DSE) 

 
7.1. It is the policy of the school to comply with the Health and Safety (Display Screen Equipment) 

Regulations 1992 utilising the guidance given in the HSE Booklet INDG36 9 (rev 4 04/13). 
 

7.2. Staff are required to complete DSE training online in the safe use of DSE.   
 

7.3. In addition, the School will endeavour to carry out a suitable and sufficient analysis of all user 
workstations to assess the Health and Safety risks.  This was last completed in June 2023 by an 
external consultant.  Report findings are being addressed in due course.  A workstation 
assessment can be completed by a user to identify any potential health or safety issues from 
answers given to specific questions.  The results of the assessments are reviewed by the 
Operations Manager and discussed at the Health & Safety Committee where applicable. 

 
7.4. Users who would normally use DSE for continuous spells of an hour or more on a daily basis can 

arrange for an eyesight test to be undertaken.  The school will contribute to the costs of basic 
eye tests for Display Screen Equipment users, on request, and at appropriate regular intervals 
(at most once per year) as recommended by the optician or optometrist. 
 
 

8. Management of Health & Safety at work Regulations 1999 
 

8.1. It is the policy of the school to comply with the Management of Health & Safety at Work 
Regulations 1999 and its Approved Code of Practice. 
 

8.2. The school will make suitable and sufficient assessments of the risks to Health and Safety of its 
employees whilst they are at work, to identify the preventative and protective measures 
necessary to comply with the requirements of relevant statutory provisions. 
 

https://www.hse.gov.uk/riddor/reportable-incidents.htm
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8.3. Where the Risk Assessment identifies any appropriate Health Surveillance, this will be 
completed, following consultation with suitably qualified and Competent Persons.  As per 
regulation 7 of the Management of Health & Safety at Work Act 1999, the School has appointed 
the following individuals as competent persons to assist in undertaking the measure necessary 
to comply with relevant statutory provisions: 

 

Health & Safety Matters External H&S Consultant (Pearson Webb Consulting) 
Business Manager / Operations Manager 
Headteacher 

Fire Evacuation Procedures Estate Manager 
Estate Groundsman (an ex Fireman) 
Operations Manager 

Electrical Work Schools electrical contractor – AMS Electrical Services 

Display Screen Equipment Network Manager and Head of Digital Development 
Operations Manager 

Eye & Eyesight Tests Business Manager / Operations Manager 

 
 
9. Manual Handling 

 
9.1. Manual Handling encompasses the lifting, pushing, pulling or carrying of any load by physical 

rather than mechanical means.  Strains and sprains to back, muscles and joints are common 
injuries caused by poor manual handling practice. 
 

9.2. It is the policy of the school to comply with the Manual Handling Operations Regulations 1992 
utilising the guidance given in the HSE Booklet INDG143 (rev4). 
● The school will avoid the need, so far as is reasonably practicable, for employees to 

undertake any manual handling operation which involves a risk of injury; 
● Where a manual handling operation cannot be avoided a suitable and sufficient assessment 

will be carried out.  The person responsible for carrying out these assessments will be the 
Head of departments. 

● The School will take appropriate steps to reduce the risk of manual handling operation 
injury to the lowest level reasonably practicable, and provide employees with general 
indications on the weights of loads. 
 

9.3. Where manual handling can simply not be avoided and the use of mechanical means is not 
practicable, the following safe working principles should be adopted: 
● Undertake Manual Handling training modules on the online training platform Educare; 
● Wear gloves, safety footwear or other appropriate PPE; 
● Assess if the weight of the object is within your capabilities; 
● Seek assistance if necessary – two man lift or reduce the load to smaller amounts; 
● Avoid twisting, stopping or reaching to lift or place down the load; 
● Keep the load close to your body, bend and lift with your knees keeping your back straight. 
 

9.4. It is the policy of the school to comply with the Manual Handling Operations Regulations 1992 
utilising the guidance given in the HSE Booklet INDG143 (rev4). 

 
 
10. Working at Height 

 
10.1. Working at height is to be considered where there is a risk of injury from falling.  This could be 

from a roof, on a ladder to next to a drop onto a lower level.  The school takes all necessary 
steps to prevent falls from height in accordance with the Work at Height Regulations 2005 and 
the HSE guidance in the Booklet INDG401 (rev2-01/14). 
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10.2. Staff have received training on the use of kickplate steps and step ladders as correct equipment 

to use when hanging their displays or working at height.  Staff have been reminded that at no 
time, should they stand on a chair to access something that is off the ground, at height. 

 
10.3. Ladders should only be used when the risk assessment indicates that the job cannot be 

completed using other means such as fixed platforms, mobile elevated platforms or scaffold 
towers.  Ladders may only be used for low risk short term work.  If necessary, an external 
contractor should be called to complete the necessary work. 

 
10.4. Ladders should be visually inspected each time prior to use.  The ladder is to be used on a secure, 

firm footing on even ground.  Where possible, the ladder should be footed by an additional 
competent person. 

 
10.5. Staff should use appropriate footwear that affords sufficient grip and stability. 
 
 
11. Personal Protective Equipment 

 
11.1. It is the policy of the school to comply with the Personal Protective Equipment at Work 

Regulations 1992 as amended by the Personal Protective Equipment at Work (Amendment) 
Regulations 2022 based on the HSE Booklet INDG174 (rev2-06/13) and Guidance Booklet – ISBN 
9780717667468. 
 

11.2. The School recognises that Personal Protective Equipment is a last resort and that wherever 
possible, risks should be controlled by other means.  Where the risks cannot be controlled by 
other methods or it is assessed there is a residual risk, then suitable Personal Protective 
Equipment will be provided to staff and students.  Staff and teachers are responsible for 
ensuring that both they and the pupils ALWAYS wear the correct PPE for the task being 
undertaken. 

 
11.3. Where it is determined that Personal Protective Equipment is required then a risk assessment 

of the task being undertaken will be completed.  This will define the characteristics of the 
equipment and compare these with the characteristics of available equipment to ensure the 
equipment provided is appropriate and suitable. 

 
11.4. All Personal Protective Equipment must be maintained and stored correctly.  Personal 

Protective Equipment must be checked prior to use and replaced if found to be faulty. 
 

11.5. Workers will be informed, instructed and trained on the risks which the Personal Protective 
Equipment will avoid, or limit, the purpose and manner in which the equipment is to be used 
and the action required to be taken to ensure it remains in good condition/effective working 
order. 

 
11.6. The person nominated to coordinate the above on behalf of the School is the Operations 

Manager, assisted by the Estates Manager. 
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12. Noise 
 

12.1. The School is aware of the Noise at Work Regulations and will adhere to relevant HSE guidance 
in the booklet INDG362 (rev 2-11/12).   Where employees are subject to noise levels that 
represent a safety risk, appropriate hearing protection will be provided and must be worn. 
 

12.2. It is believed that the following operations would require relevant controls to be in place: 
● Grass cutting operations including the school’s Billy machine 
● Strimming 
● Use of power tools such as chain saws or wood cutting tools 
● Driving of JCB or digger around the school site 

 
12.3. On occasion, the Performing Arts department may be subject to higher exposures from noise.  

The School recognises the requirement to undertake a risk assessment where noise levels are 
likely to reach or exceed the lower exposure action values of 80dBA.  Ear protection is to be 
made available for staff working in areas where noise levels exceed 80dBA. 

 
 

13. Construction work 
 

13.1. There is construction and building work being carried out continually on the School premises. 
All staff are prohibited from entering any area where construction works are being 
undertaken unless accompanied by the Estate Manager or Contracting Project Manager and 
are wearing appropriate Personal Protective Equipment (PPE) where necessary.  
 

13.2. Each building project will have site rules specific to the job and type of work being carried out. 
These rules must be obeyed by all staff and visitors to the site. If any dangerous practices are 
observed by staff it should be reported to the Operations Manager and/or the Estate Manager 
immediately.  

 
13.3. Staff are responsible for ensuring pupils do not enter any construction/building work areas 

unless they are authorised to do so and are under the appropriate supervision.  All students 
should be made aware of the hazards associated with the construction sites. 

 
 

14. Asbestos 
 
14.1. An Asbestos survey (Type 2) was undertaken for all School buildings in 2004.  The survey, 

asbestos register and management plan are managed by the Business Manager and 
Operations Manager.  A full Asbestos Management Survey is being completed in April 2024. 
 

14.2. The Estate Manager is responsible for ensuring that regular monitoring of any ACMs within 
buildings is undertaken in accordance with the Asbestos Management Plan.  Any re-inspection 
surveys are completed annually by an asbestos surveyor to ensure that any asbestos 
containing materials remaining in situ remain in a good condition. 
 

14.3. A programme of Asbestos removal has been undertaken in previous years at the School.  Any 
remaining asbestos items are either inaccessible or deemed to be of low or very low risk.  
These items will be removed during future refurbishment works. 

 
14.4. All planned maintenance work in areas around the school will be subject to a third-party 

asbestos inspection and report to identify any areas which have not been previously 
highlighted in the survey report.  A third-party inspector will also record any damage or wear 
and tear to residual items of asbestos. 
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14.5. Any suspect materials found during refurbishment of buildings is always ‘presumed’ to be 

asbestos until proven otherwise.  Work ceases and an external contractor is contacted to take 
a sample for laboratory testing.  Only when a clear result is obtained from the third-party 
contractor, will work resume.  Should the result indicate a positive test for asbestos, work to 
remove the asbestos will be conducted by an accredited third-party asbestos contractor. 

 
14.6. The Estates Project team have undertaken an ‘asbestos awareness’ course and are fully aware 

of the nature of this substance.  It is made clear to all staff that they must not drill, hammer 
into or in any way disturb any part of the building fabric without first consulting the 
Operations Manager or Business Manager. 

 
 

15. Legionnaire disease and Water Hygiene 
 
15.1. The school is responsible for ensuring that the risk from exposure to legionella bacteria to staff, 

students and visitors is properly controlled.   
 

15.2. Legionella risk assessments are conducted every two years by an external third-party company, 
Aquatech.  Annual compliance testing is completed by the same third-party company. 

 
 
16. Pressure Systems 

 
16.1. Pressure systems including boilers and heating systems are regularly inspected (at least 

annually) by an external third-party company.  The Estate Manager and Estate Project Manager 
are responsible for ensuring all pressure systems are maintained and subject to statutory 
inspections as required by the Pressure Systems Safety Regulations 2000.  The Estates team 
maintains a register or all pressure systems in use on the School grounds. 
 
 

17. Contractor, Visitor and General Public Safety 
 

17.1. Where practicable, contractors will be selected from a list of Approved Suppliers. Contractors 
who are not on the Approved Suppliers list may be engaged for small works provided 
appropriate assessments of their capabilities are undertaken by the relevant department head 
and approved by the Operations Manager/Business Manager. All contractors must provide 
current Public Liability insurance, risk assessments, a method statement and/or a safe system 
of work for the intended job. These are mandatory.  
 

17.2. The School has a duty of care towards visitors, contractors and the general public when they 
are on the School premises. Visitors and contractors are required to sign in at the main School 
Reception where they will be issued with a visitor’s lanyard and relevant safeguarding/health 
and safety information.  
 

17.3. Contractors about to carry out work on the site will have already been approved by providing 
liability insurance and relevant H&S documentation as proof of their competence prior to being 
awarded a contract of work. These documents are held and kept up to date by the Operations 
Manager or Estate Manager.  Contractors come under specific ‘Control of Contractor’ 
regulations and strict safety responsibilities are placed on both the contractor and the School 
(client).  

 
17.4. Visitors’ safety will remain the responsibility of their host throughout their visit. It is the duty of 

the host to ensure the safety, security and wellbeing of any visitors for whom they are directly 
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responsible. They should assist them in an emergency and ensure they leave the site safely. 
Visitors should not be able to roam freely or move around the school unaccompanied.  

 
17.5. The General Public also falls within the responsibilities of the School for safety. This applies at 

any public event, be it inside or outside, and steps will be taken to provide for the health and 
safety of all attending persons regardless of the activity or nature of the event. ‘At your own 
risk’ is not a control measure and no disclaimer will stand up in court in the event of an avoidable 
accident occurring on the school grounds. The Health & Safety manager can advise and assist 
with risk assessments in the first instance. 

 
17.6. The School will ensure that all members of the public using the facilities at the School will be 

given sufficient information in order to allow them to avoid any risks to their personal Health 
and Safety. 

 
17.7. An agreement form will be used by the School as a contract with the hirer.  This will carry a 

specific clause stating that the hirer will ensure adequate supervision and take responsibility for 
the Health and Safety of persons using the facilities. 

 
 
18. Security, Staff and Student Safety 

 
18.1. Whilst security incidents that affect staff and pupil safety are rare, we ask that all staff are 

vigilant to approach any unauthorised persons that they see on the school estate, not in 
possession of a visitor lanyard or accompanying member of staff and politely request who they 
are visiting and if they can be of assistance.  If unaccompanied and without a visitor lanyard, 
staff are requested to immediately report this to the school office, estates team and designated 
safeguarding lead. 
 

 
19. First Aid & Administration of Medicines 
 
19.1. The majority of staff at Oakwood School are First Aid trained, having completed a First Aid 

Essentials training course on Educare or in person during INSET training days.  Where staff have 
specific requirements to administer first aid during residentials or school trips, staff are 
additionally required to have completed the Administration of Medicines course.   
 

19.2. All Early Years staff are Paediatric First Aid trained.  Additionally, staff who work with EYFS 
pupils, such as PE or outdoor learning staff, are Paediatric First Aid Trained.  For EYFS, at least 
one person with a Paediatric First Aid certificate must be on the premises at all times.  These 
qualifications are renewed every three years and delivered by an external provider.  A list of 
qualified Paediatric First Aiders is maintained by the Headteacher's PA. 

 
19.3. In the event of an injury, illness or other emergency, a first aider should be contacted 

immediately.  Where possible, staff should arrange for a first aid box to be brought out to the 
accident scene alongside a trained First Aider; however, if appropriate to do so, the injured 
party should be accompanied by a first aider to the office for additional assessment and 
treatment. 

 
19.4. All First Aid treatment must be documented and written up in an accident report form.  See 5. 

Accident Reporting and Investigation for additional information. 
 

19.5. Medicines should only be administered by staff in strict compliance with our First Aid & 
Administration of Medicines Policy. 

 



18 

19.6. For further information, see the school’s First Aid & Administration of Medicines Policy 
 
 
20. Fire Safety & Emergency Arrangements 
 
20.1. Fire is one of the Schools’ greatest threats and the first priority will always be the safety of staff 

and pupils. Immediate action in any suspected fire situation is to activate the fire alarms and 
evacuate the building. This may be a single building or a whole-school evacuation and 
Emergency Evacuation procedures for all three schools are reviewed annually. 

 
20.2. The Regulatory Reform (Fire Safety) Order 2005; requires the appointment of a 'Responsible 

Person' for the school and this is the Estates Project Manager and Estates Groundsman (a 
retired fireman). The Operations Manager, with the assistance of the Estates team, ensures that 
fire safety issues are addressed and specifically that Fire Risk assessments are carried out, and 
that appropriate fire safety measures are implemented and maintained.  

 
20.3. The Operations Manager is also responsible for ensuring that staff and pupils are adequately 

and appropriately informed and, where necessary, trained in proper fire prevention practices 
and the emergency evacuation procedures.  

 
20.4. The majority of buildings have been equipped with fire detection and alarm systems. All 

buildings are equipped with portable firefighting equipment and fire evacuation instructions, 
specific to that building, are displayed next to each alarm call point.  It is the staff’s responsibility 
to familiarise themselves, and their pupils, with the fire procedures. Heads of Department are 
responsible for ensuring all persons using the building are aware of the emergency evacuation 
procedures.  

 
20.5. The Estates Department carries out weekly testing of the alarm systems throughout the school 

site. Extinguishers, emergency lighting and detection systems are also subject to monthly, 
quarterly and/or annual testing in accordance with the Regulatory Reform (2005) guidance. All 
test records are kept and managed by the Estates team and overseen by the Operations 
Manager.  

 
20.6. All staff and pupils have a duty to care for themselves, for others and for school property. They 

must conduct their activities in such a way as to minimise the risk of fire. This involves keeping 
combustible materials to a minimum and separate from sources of ignition, correct storage of 
flammable substances and the avoidance of the use of naked flames, smoking or overloading 
of electrical appliances.  

 
20.7. Tampering with items provided for the purpose of fire protection is illegal. Prosecution may be 

brought against an individual in such an event that they contravene instructions given by their 
employer, or person in control, that prevents or compromises their efforts to carry out their 
legal duties under section 7 of the Health & Safety at work act. 

 
20.8. For additional information, see the schools Fire Safety & Fire Prevention Policy. 

 
 

21. Lone Working 
 
21.1. Lone working should be avoided. Wherever a situation arises that may require a person to work 

by themselves without close supervision or direct contact with others, it should be managed so 
that the need is eliminated, or the risks reduced to an acceptable level. Where applicable and 
the lone working is for a significant period of time, a risk assessment should be undertaken to 
document this and agree strict control measures. 

https://drive.google.com/open?id=1zks3xTkUiKqdBz9Sl-GC9MI_jUX74Um-&usp=drive_fs
https://drive.google.com/open?id=1zks3xTkUiKqdBz9Sl-GC9MI_jUX74Um-&usp=drive_fs
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21.2. A lone worker could be injured or become unable to summon help; therefore, all scenarios 

must be considered before a decision can be made. Working at heights must not be 
undertaken by lone workers.  Only when lone working has been thoroughly assessed, but still 
cannot be avoided, may controls be considered.  

 
21.3. All staff are required to cooperate with these procedures to ensure safe working and to report 

any concerns to their line manager. Staff should not work alone if they have any known medical 
conditions that could make it unsuitable for them to work alone.  The Operations Manager must 
be made aware and notified of such medical conditions that affect this aspect of operation. 

 
21.4. For further information, see the Schools Security Access Control Workplace Safety & Lone 

Working Policy. 
 
 
22. Minibuses & School Vehicles 

 
22.1. The School has a comprehensive Vehicle and Driving Policy which should be read by all current 

and new drivers of School vehicles prior to undertaking any school driving activities for the first 
time. The Operations Manager is responsible for the Policy. 
 

22.2. For further information, see the School’s Vehicle Driving Policy. 
 

 
23. New and Expectant Mothers 

 
23.1. Upon notification from the member of staff, the Operations Manager will undertake a specific 

risk assessment in relation to any staff who are newly pregnant or returning to work whilst still 
breastfeeding.  
 

23.2. Reasonable adjustments must be considered where any occupational activity or situation 
causes detriment to the health and wellbeing of such persons.  

 
23.3. Hazards which may cause risks to new or expectant mothers or their unborn children can 

include:  

• Shock, vibration or excessive noise  

• Strenuous activity  

• Manual handling/ heavy lifting  

• Poor posture (at display screen)  

• Fatigue or stress  

• Exposure to animal faeces  

• Exposure to infectious diseases e.g. chicken pox  

• Inhalation of carbon monoxide  
 

23.4. The School will ensure guidance as provided by the HSE on New and Expectant mothers is 
reviewed and adhered to.  https://www.hse.gov.uk/mothers/employer/risk-assessment.htm 
 

 
  

https://drive.google.com/open?id=1BTPtQ2JmTsfyufxQJUpmSVjxWDRka021&usp=drive_fs
https://drive.google.com/open?id=1BTPtQ2JmTsfyufxQJUpmSVjxWDRka021&usp=drive_fs
https://www.hse.gov.uk/mothers/employer/risk-assessment.htm
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24. Risk Assessments 
 

24.1. As a school we prioritise the need to identify hazards (anything with the potential to cause harm 
to persons or property) and measure and evaluate risks (the likelihood of harm and the resulting 
consequences) to members of staff (not forgetting temporary staff, cleaners, young, 
inexperienced staff, those with disabilities) and others (pupils, contractors, suppliers, visitors, 
members of the public) who may be affected by the many and varied activities of the school. 

 
24.2. Having identified each hazard, a risk assessment is made to identify, prioritise and implement 

the control measures necessary to remove the hazard altogether or, if this is not possible, to 
reduce the risk to the level required by law.  Further details can be found in the school’s Risk 
Assessment Policy. 

 
24.3. Head of Departments are responsible for ensuring that a risk assessment is undertaken of 

any/all significant risks posed to Staff and pupils within their area that arise as part of their 
normal daily work and learning activities. 

 
24.4. All external activity providers are asked to provide evidence of meeting appropriate safety 

standards and having liability insurance.  The school checks they are an appropriate 
organisation to use and this may include checking: 
● their insurance 
● they meet legal requirements 
● their health and safety and emergency policies 
● their risk assessments and control measures 
● their use of vehicles 
● staff competence 
● safeguarding 
● accommodation 
● any sub-contracting arrangements they have 
● that they have a licence where needed. 

 
24.5. Staff will be assisted in the process of how to carry out a ‘suitable and sufficient’ risk assessment 

and must apply this approach to all their work activities.  
 

24.6. Staff must assess the risks posed to Pupils’ health and safety as a result of any activities under 
their supervision or instruction.  

 
24.7. Where the risk assessment process identifies hazards where the risk is deemed ‘medium’ or 

‘high’, the risk assessment must be formally recorded. However, it is not always necessary to 
produce a lengthy documented assessment, but can also be a ‘dynamic’ assessment carried out 
mentally and in discussion with those who may be affected by the hazard or risk. In this way we 
promote an attitude to safety that becomes embedded in daily activities and thus generates an 
overall improved Safety Culture.  

 
24.8. Any written risk assessment must be forwarded to the Operations Manager & Head of 

Department for their review and signature prior to the commencement of the activity.  
 

24.9. Where a risk assessment deems a job or process to create unacceptable levels of risk it will be 
necessary to contract out the work to an external professional 3rd party specialist. For example, 
this could be:  
• Roofing repairs  
• Window cleaning at a high level 
• Electrical installations  
• Asbestos removal  
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• Water treatment  
• Theatre props/lighting/staging  

 
24.10. It is not enough to simply write a risk assessment. Details of how the work will be safely 

undertaken are necessary before the work can commence.  Safe working procedures are known 
as Safe Systems of Work (SSOW) and will be needed to detail the risk assessment findings and 
what the control measures will be that must be followed. Where significant risks remain, 
particularly when gas, or electricity are involved, isolation procedures will be a critical part of 
the Safe SSOW.  Always consult with the Health & Safety manager to help you produce your 
SSOW. 
 

24.11. Further information can be found in our Risk Assessment Policy. 
 
 

25. Training 
 

25.1. Safety training is regarded as an integral part of an effective Health and Safety system at 
Oakwood. All new staff will receive health and safety training as part of their induction 
programme when they commence employment at Oakwood.  An online education training 
portal (Educare) is used to track and monitor all staff training records. 

 
25.2. All staff training is logged against their individual training records which is held on a centralised 

spreadsheet maintained by the Headteachers PA.  
 

25.3. All teaching staff are responsible for ensuring that they and their pupils undertake their tasks 
without unacceptable risk to themselves or others.  

 
25.4. In addition, Heads of Departments are responsible for ensuring that all staff within their 

department are provided with the same high level of information, instruction, or training so 
that they can undertake their daily work activities in a safe manner. It is the duty of all staff to 
carry out only those tasks for which they have been trained. 

 
25.5. Where a member of staff identifies a training need or knowledge gap that could compromise 

the health and safety of themselves or others, the Head of Department should be consulted in 
the first instance. If assessed as necessary, e.g., when undertaking a new role or new activity, 
additional training, or refresher training will be provided. In order to generate a good safety 
culture staff must be competent, which means they must possess knowledge, aptitude and 
attitude, training and experience.

https://drive.google.com/open?id=1IE2lLKP1CpAehDyu1zDGfDNBmNC1YSmB&usp=drive_fs


 

    

APPENDIX A:  

 

 

Health and Safety Policy Statement 
Oakwood School aims to ensure, so far as is reasonably practicable, the health, safety and welfare of 
our employees while they are at work and of others who may be affected by our undertakings. This 
general policy statement provides a commitment and intent to comply with the Health and Safety at 
Work etc. Act 1974. 
 
To ensure the principles of health and safety are clearly understood throughout the School, The 
Headteacher and Governors of Oakwood School will be committed to ensure, so far as is reasonably 
practicable that we: 
● comply with relevant health and safety laws and regulations, voluntary programmes, collective 

agreements on health and safety and other requirements to which the School subscribes; 
● set and monitor health and safety objectives for the School; 
● install effective communication and consultation on health and safety matters throughout the 

School; 
● assess the risks to the safety and health of our employees and others who may be affected by our 

activities and implementing controls to minimise those risks; 
● prevent work-related injuries, ill health, disease and incidents; 
● provide and maintain a safe and healthy teaching environment for all employees and pupils with 

adequate facilities and arrangements for their welfare.  To ensure any plant and equipment is fit 
for purpose and implement safe systems of work; 

● provide suitable and sufficient information, instruction, training and supervision to ensure the 
health and safety at work of all employees and pupils; 

● provide a safe environment for all visitors to the School site appreciating that not all visitors may 
be attuned to certain aspects of the School’s environment; 

● to ensure any outside contractors working on the School site work inline with our Health and 
safety standards.  This aim will be achieved in part by requiring copies of the contractors’ Safety 
Policies, Risk Assessments and public liability. 

● ensure the safe use, handling, storage and transport of articles and substances; 
● provide and maintain a safe working environment with safe access, egress and welfare facilities; 
● provide the necessary training to our employees and others, including temporary employees to 

ensure their competence with respect to health and safety; as a result of this, create individual 
responsibility for health and safety at all levels; 

● continually improve the performance of our health and safety management; 
● devote the necessary resources in the form of finance, equipment, personnel and time to ensure 

the health and safety of our employees and seeking expert help where the necessary skills are not 
available within the School; 

● will ensure that the School will have an maintain up to date documented emergency procedures; 
to ensure that all employees and pupils are familiar with them; to ensure that emergency drills 
are practised on a regular basis (at least once a term). 

● will conduct an annual review and when necessary the revision of this health and safety policy; 
● make this policy available to relevant interested external parties, as appropriate. 
● will constantly review the details of this Policy and keep it in line with changes in current 

legislation.  At least one Governor is briefed on the Health & Safety Committee agenda items 
which meets at least once per term.  Matters are a standing item on the termly Building and 
Grounds Governors meeting.

Signature:    Date:  1st September 2025 

Name:         Clare Bradbury Position:  Headteacher 



 

 

    

APPENDIX B: Accident & Incident Investigation Form  

 

 
 

Date & Time of accident/incident [insert date and time of accident/incident] 

 

 

 

Name/Location of accident/incident [Insert name & address of the premises] 

 

 

 

Name of injured party or parties [insert the details of those that were 
injured/nearly inured] 

 

 

 

Circumstances of accident/incident [insert description/details about what 
happened] 

 

 

 

Immediate response/actions taken [insert details about initial/emergency actions 
taken] 

 

 

 

Witnesses to accident/incident [insert name/roles of witnesses to 
accident/incident] 

 

 

  



 

 

    

Witness statements taken/attached [insert which witness statements are attached] 

 

 

 

Control measures currently in place [insert any control measures in place at the time 
of the incident] 

 

 

 

Contributory Factors [Tick any which contributed to the incident] 

Defective premises/fittings/fabric  Defective equipment/plant/materials  

Incorrectly issued or defective PPE  Incorrect use or non-use of PPE  

Poor layout of premises  Poor environment (eg. Heating, vent)  

Poor behavioural management  Lack of appropriate supervision  

Lack of training/knowledge/skill  Poor housekeeping (eg. storage)  

Inadequate safe working practices  Failure to safely plan activity/task  

Failure to determine/appreciate risk  Lack of care by individual  

Lack of information for injured party  Horseplay or fighting  

Alcohol or medication  Workload (eg. Pressure, fatigue)  

Violence & aggression  Medical condition (eg. of pupil)  

Risk Assessment [Tick any which contributed to the incident] 

Had a risk assessment been done  Had this hazard been identified  

Were control measures in place  Were the documented procedures  

Were documented procedures used  Do current procedures need reviewing  

Does the risk assessment need a review  Is a new risk assessment required  

  



 

 

    

Immediate causes [insert the determined immediate cause of 
incident] 

 

 

 

Underlying causes [insert the determined underlying cause of 
incident] 

 

 

 

Control measures required [insert any actions to prevent reoccurrence] 

 

 

 

Other relevant information [insert other details which may assist/support 
findings] 

 

 

 

Name of person completing report  

Signed by person completing report  

Date of signature  

Name of responsible manager  

Signed by responsible manager  

Date of signature  

 
  



 

 

    

 
 

Witness Statement of accident/incident  
 

The information within this document should remain CONFIDENTIAL at all times 
 
Incident Reference:  
 
DETAILS OF WITNESS: 
 

Name:   

Date of incident: 

Time of incident:  

Statement Date:   

Duties at the time of incident:   

Occupation:  

 

Statement of fact 

Please describe what happened and provide as much detail as you can 
 

Declaration - I believe that the facts stated in this witness statement are true. 
 

Print Name: 
 

Sign Name:  
 

Date: 
 

 
 


