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January 2019 – to be reviewed in January 2021 

Academic, cultural and sporting excellence where students add value & attain above the national average. An education for 
the whole learner including spiritual development, creating students who are Citizens of the World.  

HEALTH AND SAFETY POLICY 

Introduction  
This document outlines the health and safety policy arrangements for ensuring compliance with the 
Bi -borough LA Policy, and where appropriate highlights the specific responsibilities of individual 
employees to ensure that this is achieved.  
A copy of this policy will be issued to each member of staff. The Head will ensure that individual 
members of staff receive any sections that are specifically relevant to them.  
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Health & Safety Statement  
The Governing body and Head teacher of St. Augustine’s CE High School will take all reasonable and 
appropriate steps to ensure that the legal responsibilities of all persons associated with school are 
met. Therefore, all activities must be carried out in such a way as to ensure, so far as is reasonably 
practicable, the health, safety and welfare of all staff, children and visitors.  

The Governing body / Head teacher expect all staff to maintain an active involvement in accident 
prevention and health protection and recognise it as an integral part of their job.  

The Governing body / Head teacher will take all reasonably practicable steps to meet their 
responsibilities, with particular attention to the following:  

 maintenance of plant and equipment so that they are in a safe condition and without risks to
health

 adequate arrangements for avoiding risks to health in the use, handling, storage and
transport of equipment, articles and substances for use at work

 the provision of sufficient information, training, instruction and supervision as is necessary
to ensure, the health and safety of all staff, children and visitors

 a working environment without risk to health, including safe access and exit

 employment of staff who are competent for the work in which they are engaged

 Compliance with this local policy, the Health and safety legislation and any associated
guidance from Bi -borough.
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1. ORGANISATION
a) Specific Responsibilities
The Governing body will:

 ensure effective communication with the Head, Bi -borough officials, staff, safety
representatives parents and pupils

 monitor health and safety generally, receive termly reports from the Head and discuss same
as an agenda item at governing body meetings

The Head teacher will: 

 take primary responsibility for ensuring that the school meets the objectives set out in this
policy;

 advise the LA and the Governing Body of any circumstances that restrict or obstruct
implementation;

 ensure that the school’s policy statement is actively applied, and updated and revised as
necessary;

 ensure that all health and safety guidance issued by Bi-borough is available to everyone and
that appropriate training is offered to help staff perform these tasks

 welcome any formal safety audit;

 remove, contain or isolate as is appropriate any hazard on the school premises;

 meet and consult regularly with safety representatives;

 Provide a health and safety report to the governing body at regular intervals.

Senior staff will: 

 advise the Head of any circumstances that restrict or obstruct their responsibilities;

 liaise as necessary with other staff to ensure adequate health and safety awareness of their
individual specialism, and advise the Head of any problems or perceived training needs;

 be conversant with this policy and assist in its implementation in the areas affecting their
responsibilities;

 ensure that the details of all accidents or incidents are properly recorded, investigated and
brought to the attention of the Head teacher;

 liaise appropriately with safety representatives and refer ongoing concerns to the Head;
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The site manager will: 

 on behalf of the Head, remove, isolate, contain any hazard,

 make regular inspections of the school, paying particular attention to building and services
conditions that could extend to being health and safety hazards

 notify the Head of any circumstances where he/she is unable to take suitable remedial
action;

 ensure the emergency exits are clear and that rubbish is not allowed to accumulate in
unguarded areas in or around the school;

 Ensure that the fire alarm system is tested regularly.

 The Health and Safety at Work Act places a general duty on all staff to:

 take reasonable care of themselves and other persons who may be affected by their acts or
omissions at work;

 Co-operate with the employer so far as is necessary to comply with their legal
responsibilities.

All staff are required to be properly conversant with this policy and any safety guidance provided to 
them by the LA and governing body applying to their work, and comply in so far as it affects their 
work  
3. ARRANGEMENTS
3.1 Risk Assessments
A responsible person will be appointed to oversee the undertaking of risk assessments. Suitable and
sufficient assessments identifying hazards and associated risk will be undertaken for all activities,
and locations. Risk assessments will be coordinated by: The Site Manager.
The Head teacher on behalf of the governing body, will liaise as necessary with the Education Health
and Safety Manager for the LA to meet the school’s responsibilities.
Assessments will be undertaken by a competent person and reviewed and revised on an annual
basis and or sooner as required. Copies of completed risk assessments are held by: The site manager
Risk assessment will be reviewed and updated on at least an annual basis; when there is a significant
change or when they are no longer valid. This will be checked by: Governing Body Premises
Committee or equivalent.
Appropriate remedial action will be undertaken in good time; risk assessment findings will be
communicated to staff and other interested parties as appropriate and any significant findings will
be recorded. This will be checked by: Governing Body Premises Committee or equivalent.
3.2 Pregnant Workers & New Mothers
A risk assessment will be carried out to ensure that there are no risks to the expectant mother or
baby from the employee’s duties or environment. (It is important that the pregnant worker is
involved in the risk assessment process to ensure all the relevant facts and issues are covered).
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The risk assessment will be reviewed on a regular basis, and this may have to be increased as the 
pregnancy progresses.  
If the risk assessment identifies hazards that cannot be eliminated or reduced sufficiently the 
pregnant worker’s duties will be adjusted appropriately to ensure they are. If that cannot be 
achieved locally, the pregnant worker may be re-deployed for the duration of the pregnancy to a 
safer environment. If this cannot be achieved the legislation requires the pregnant worker to be 
suspended from work on maternity grounds.  
Any risk assessment undertaken on pregnant workers should be completed with reference to the 
Pregnant Workers and Nursing Mothers guidance in the corporate policy.  
It is the responsibility of staff to inform their line manager as soon as they know they are (or are no 
longer) pregnant.  
3.3 Fire Evacuation and emergency arrangements  
The establishment has an emergency plan and evacuation procedure. It will be reviewed on an 
annual basis, revised as necessary and communicated to all staff . Fire drills will be carried out each 
term or more frequently where circumstances dictate. The establishment’s emergency evacuation 
procedure is attached to this document as appendix.  
The Site Manager will review the emergency plan on an annual basis, revised as necessary and 
communicate to all staff.  
In the event of a fire alert/alarm, The Deputy Head teacher, will coordinate the evacuation of 
pupils/young people/others to the designated assembly point.  
A member of the site team will summon the emergency services as necessary;  
Notices will be posted at key points throughout the establishment and staff must ensure that they 
are conversant with these notices.  
The safe evacuation of persons is an absolute priority. Staff are responsible for ensuring that 
children in their care are escorted out of the building when the fire alarm has been sounded or in 
any other emergency. An appropriate number of fire marshals will operate in the establishment and 
will be appropriately trained. Staff designated as fire marshals will be displayed prominently.  
Specific arrangements will be put in place for evacuation for anyone with special needs or a 
disability.  
The Site Manager will ensure that the fire alarm system and fire appliances are tested and properly 
maintained. A fire risk assessment will cover the building and will be reviewed on an annual basis by: 
The Site Manager. 
Fire alarm tests will be undertaken weekly and a record kept in the fire log book. Regular inspections 
of the premises and grounds will be undertaken each term or more frequently if possible. (A fire 
check list is available in the “Schools Fire Safety Guidance.)  
An annual maintenance service of all extinguishers and emergency lighting, in the school will be 
undertaken by the establishments planned preventative maintenance provider in accordance with a 
published schedule.  
Defects on the system, defective equipment or extinguishers that need recharging should be 
reported directly to the Site Manager 
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3.4 First Aid  
The school will ensure an appropriate number of first aiders are in place based on risk assessment 
findings. The Head teacher/manager will ensure that First Aiders have a current certificate and that 
new persons are trained should first aiders leave. Please see appendix 1 for a list of staff who are 
trained in first aid and hold the required qualification and are nominated first aiders.  
The school will ensure an appropriate number of appointed persons are in place. The following staff 
have been trained in emergency first aid, and are nominated appointed persons: The Medical Officer 
and the First aid assistant. 

There are other staff who have attended one day training including DT and Science Technicians and 
LSAs.  
First aid boxes are located at the following points:  

 Curriculum Block

 Ground Floor (DT): Prep room

 First floor (Science / RE): Technician/Prep. Room

 Second Floor (Humanities)

 Third Floor (Mathematics / ICT)

 Admin. Block

 Main School Office

 PE Office

The Medical Team is responsible for regularly checking that the contents of first aid boxes are 
complete and replenished as necessary. A check should be made at least once termly. The teacher 
i/c of a school visits will check that any vehicles are properly equipped with travel first aid boxes 
before they are used.  
The first aid treatment record book for recording details of all first aid administered is kept in the 
Medical Office. Details of contact numbers of hospital accident and emergency departments, 
Health Protection Agency, NHS direct and other medical services are displayed in the Main School 
Office and medical room 
3.5 Accident Reporting  
All staff must report any accidents, incidents, dangerous occurrences, violence incidents, verbal 
abuse and near miss in accordance with WCC accident reporting procedure. All staff will be informed 
of the correct procedure to take in the event of an accident as part of the general induction process. 
Further details on reporting accidents are held in the schools staff handbook  

 All accidents, dangerous occurrences, and near misses must be reported on the standard
corporate Accident, Incident and Dangerous Occurrence report form. The accident book is
held by the Head teacher’s pa

 “Near Misses” must also be reported. These are incidents that occur but where no injury or
damage is sustained but could, potentially, have resulted in injury. Remedial action taken
promptly after a near miss can prevent a serious accident occurring later.

 The Head teacher will countersign the report form before the original copy is sent to City
Hall. A copy should be kept at the establishment and held confidentially in a central file.
Inadequate systems of work, faulty plant, equipment, fittings etc, must be reported and
attended to as soon as possible.

 The Head teacher must investigate accidents and take remedial action to avoid similar
instances recurring. Faulty equipment etc. must be taken out of use when necessary and will
be clearly labelled to that effect.
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 All deaths and major injuries must be reported immediately to the Education Health and
Safety Team or Corporate Safety Team who will report the incident to the Health and Safety
Executive (HSE) on-line or by telephone. Please refer to the Accident Report Book for full
details of reportable incidents.

3.5 Hazard Reporting  
All hazards including defective equipment, furniture and other items in need of repair must be 
reported in good time, to the site manager in accordance with the hazard reporting procedure.  
Hazard report forms are available from the Site Manager or can be reported via the intranet. The 
Site Manager is responsible for ensuring that hazard reports are actioned appropriately.  
Hazards that are thought to present an imminent threat to health and safety  
Should be brought to the attention of the Head teacher or SLT member.  
3.6 Health & Safety Inspections  
Health and Safety inspections will take place each term and involve a physical walk round of the 
school site. An inspection checklist will be used to assist in the checking of safe systems and 
premises. Inspections will be organised by the Head teacher and involve appropriate persons such as 
the H & S Governor and a member of the site premises staff. The inspection will be jointly held with 
the establishment’s health and safety representative(s) if possible.  
The person leading the inspection will be responsible for completing a report in writing and 
communicating to staff and others as appropriate.  
Responsibility for ensuring issues raised in the inspection report are actioned rests with the 
Governing body.  
3.7 Health & Safety Training  
The Site Manager and Head teacher are responsible for identifying the health and safety training, 
information and instruction needs of staff. This would include the following areas:  

 Induction procedure

 Emergency evacuation, e.g. fire drills and routines, etc

 Use of emergency firefighting equipment

 First Aid

 Accident, incident reporting ( including violent incidents and verbal abuse )

 Safety inspections

 Good housekeeping including defect reporting

 Lifting and Handling procedures
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 Asbestos safety and Log

 Safe use of work equipment ( tools, machinery and other equipment )

 Personal safety and security including lone working policy

 Handling of chemicals, safe systems of work etc

 Offsite visits and journeys and working off site with pupils/students/young people etc.

 Use of Display Screens

 Provision of training

 Use of personal protective equipment

 Occupational Health Issues (e.g. recommended vaccinations, stress, manual handling,
asthma etc.)

The establishment has nominated the Site Manager to be responsible for co-ordinating health and 
safety training needs, and for including details in the training and development plan.  
He/she will also keep records of training undertaken and will arrange refresher training when 
necessary. The Head teacher will be responsible for assessing the effectiveness of training received.  
3.8 Educational Visits  
All educational visits will be the subject of a risk assessment and approval process and visits must be 
approved by the head teachers/governing body, in accordance with LA and school policy.  
An educational visits coordinator will assist in ensuring that visits are appropriately planned and risk 
assessed. The educational visits coordinator is Deputy Headteacher G.McBain Local authority/school 
guidance should be referred to for the safe undertaking of all educational visits.  
Educational visits guidance is held in the Site Managers office.  
3.9 ICT  
In accordance with the ICT policy the Systems Manager will be responsible for the management of 
the ICT suites, associated equipment, training and instruction of staff and guidance to pupils.  
To ensure good hygiene is observed, (in particular with shared equipment such as headphones and 
microphones), associated equipment will be regularly cleaned.  
3.10 PE  
The school adopt in accordance with LA guidance the baalpe “Safe Practice in Physical Education and 
School sport guidance” as best practice and copy is held and is available for all staff. The Subject 
Leader PE, is the school’s sports coordinator.  
All pupils will be appropriately supervised during PE activities throughout the session. Those 
engaged in PE activities are expected to wear appropriate kit as directed by the school which 
presents no risk of injury to the wearer or other people. Staff will ensure that any jewellery or other 
personal effects are removed before the P.E. lesson. Long hair should be tied back away from the 
face and suitable footwear worn. Staff assisting in the delivery of P.E will wear appropriate clothing  
The site premises staff in conjunction with the school’s sports coordinator is responsible for ensuring 
that risk assessments for activities, areas and equipment used for PE are developed, reviewed and 
updated, in accordance with section 3.1.  
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3.11 Violence  
Staff members who are subjected to acts of violence on school premises must inform the Head 
teacher immediately in accordance with the preventing violence policy.  
Staff are required to keep written records of such episodes. An accident report form should be 
completed and sent to the Education Health & Safety Manager at the LA. Appropriate steps will be 
taken by the Head teacher to deal with such a situation. If necessary, the Governors and LA will be 
informed and involved.  
3.12 Lone Working  
Lone working refers to staff working alone or in remote areas, after hours or at weekends, including 
premises which may, or may not be your usual work place.  
All staff should:  

 Obtain the Head teacher’s/SLT members’* permission and notify him/her on each occasion
when lone working will occur and take all appropriate steps to keep themselves safe when
working alone.

 If working off site, (e.g. when visiting homes), notify a colleague of their whereabouts and
the estimated time of return. (It is good practice to obtain background information about
the child/family being visited and also to pre-plan the route if the premises are unfamiliar.)

 Ensure they have means to summon help in an emergency e.g. access to a telephone or
mobile telephone etc.

 Key holders attending empty premises where there has been an incident or suspected crime
should do so with a colleague if possible. They should not enter the premises unless they are
sure it is safe to do so.

 Ensure they do not put themselves or others at risk.

 Report any incidents or situations where they may have felt “uncomfortable”. Good
communication between colleagues, in terms of personal safety is essential.

 Caretakers working alone after hours or at weekends should ensure they always have a
means to summon assistance close to hand.

3.13 Work Equipment  
The work equipment listed below has been identified as likely to involve a specific health and 
safety risk and details are given below on inspection, use and repair.  
An inventory of all electrical work equipment will be maintained by The Site Manager.  
Staff are prohibited from bring on to the establishments electrical equipment such as heaters.  
3.14 Contractors  
Guidance on the management and selecting of contractors is held by the Site Manager  
Contractors working on school premises will be managed and supervised by  
The site manager. On selecting contractors the LA or schools approved list will be reviewed. For 
contractors not on the approved list the above guidance will be followed and, skills, references, 
insurances and health and safety documentation will be requested.  
The Site Manager will ensure that relevant safety and building information is communicated with 
contractors, and requested form contractors. Before beginning works of an extensive nature 
involving other stakeholders the Site Manager will liaise with the contractors, Local authority etc. to 
ensure that adequate safety precautions are in place to safeguard all school users. 
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WORK EQUIPMENT Responsible 
person 
(who can 
assess risk) 

Authorised user 
of equipment  

Authorised 
person for 
inspection and 
repair  

Inspection period 
(e.g. termly , 
annually , other)  

Access equipment 
e.g. ladders, mobile
access platform

Site 
Manager 

Site team Site Manager Quarterly 

Caretaking/cleaning 
equipment including 
hand tools 

Site 
Manager 

Site team Site Manager Weekly 

PE and play equipment  
Site 
team/PE 
department 

Site team/PE 
department 

Site team/PE 
Department 

Annually 

Lab Apparatus e.g. 
fume cupboards 

Science 
department
/ site team 

Science 
department/ 
site team 

Site Manager Annually 

ICT Equipment Network 
manager 

Network 
manager 

 Network 
manager 

Annually 

Art/Design 
Equipment 

Art/Design 
department 

Art/Design 
department 

Site Manager Annually 

Stage Lighting Site 
Manager / 
network 
manager 

Site team Site team Annually 

Portable electrical 
equipment  

Site 
Manager / 
network 
manager 

Site Manager / 
network 
manager 

PAT Tester Annually 
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3.15 Flammable & Hazardous Substances  
Inventories of flammable and hazardous substances and risk assessments for their use are 
maintained by the Site Manager.  
They will ensure the safe use of these chemicals or substances and will ensure that adequate 
warning notices are properly displayed especially in storage areas.  

3.16 Manual Handling  
All manual handling activities which present a significant risk to the health and safety of staff 
whether they involve the manual handling of people or objects will be identified by the 
establishment. These activities must be eliminated where it is reasonably practical to do so. Where it 
is not reasonably practicable to do so a risk assessment will be made and the risk reduced as far as is 
reasonably practicable.  
Staff will be provided with appropriate equipment to reach items that are stored at height. Note - 
heavy items should never be stored at height.  
All work activities that involve the manual handling of loads which present a significant risk to the 
health and safety of any persons must be reported to the Site Manager who will arrange for a risk 
assessment to be carried out.  
The written risk assessment will be provided to employees who must follow the instruction given 
when carrying out the task, and will take into account the task, load, environment, individual and 
other factors that might affect the risk to the health and safety of employees or other persons.  
Staff should ensure they are not lifting heavy items and equipment unless they have received 
training and/or equipment in order to do so safely.  

3.17 Asbestos 
The Establishment’s authorising officers are: The Site Manager and Head teacher.  
The premises asbestos log is kept in the Site Office and will be presented to all contractors who will 
be working on site.  
Any damage to materials known or suspected to contain asbestos should be reported to the Site 
Manager. Any contractor who is suspected to be carrying out unauthorised work on the fabric of the 
building should be reported to the Site Manager .  
Under no circumstances must staff carry out work however minor to the fabric of the building unless 
it has been authorised by the Site Manager or Head teacher.  
Please note that even drilling a hole or pushing a drawing pin into asbestos containing materials may 

result in the release of fibres into the air. 


