
 

 

                                                                                  

 

 

 

 

 

 

 

 

 

 

 

 

 

Health and Safety Policy 
 

 

Reviewed     Feb 2017 by H & S Committee 

Next review     Feb 2018 

Committee Resp   Health and Safety 

 

PREFACE: 
 

 

The following Health and Safety Policy has been adopted by Alvechurch C.E Middle School and accompanies 

and compliments that of the LA.  This policy conforms to the legal framework set out in four key acts of 

parliament.   

 

• The Health and Safety at Work Act 1974 (HSW Act) gave employers a legal duty to ensure, so far as is 

reasonably practicable, the health, safety and welfare of their employees at work.  It also required all staff, 

including supply staff and contractors working on the School premises, to conduct themselves in a 

manner in which they pose no risk to their own or any other person's Health and Safety. 'Other persons' 

includes staff, pupils, and visitors to the School. 

 

• The Management of Health and Safety at Work Regulations 1992 required employers to assess the risks to 

employees and to make arrangements for their health and safety by effective: 

i. planning; 

ii. organisation; 

iii. control; 

iv. monitoring and review. 

The risks covered should, where appropriate, include the need to protect employees from exposure to 

reasonably foreseeable violence. 

 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) required 

employers to notify their enforcing authority in the event of an accident at work to any employee resulting 

in death, major injury or incapacity for normal work for three or more days.  N.B.  This includes an act of 

non-consensual physical violence done to a person at work. 

 

• The Safety Representatives and Safety Committees Regulations 1977 (a) and The Health and Safety 

(Consultation with Employees) Regulations 1996 (b) required employers to inform, and consult with, 

employees in good time on matters relating to their Health and Safety.  Employee representatives, either 

appointed by recognised trade unions under (a) or elected under (b) may make representations to their 

employer on matters affecting the health and safety of those they represent. 

 

 



 

 

Management systems for Health & Safety are clearly documented so that they maybe understood by all staff.  

 

N.B.The term staff is used to refer to all full and part time staff (teaching and non-teaching) and includes: 

helpers/volunteers and staff on temporary or fixed term contracts. 

 

 
 

 

 

 

 

 
 

AIMS 
 

 

The school believes that by implementing this Health and Safety policy they can achieve the following aims: 

 

•  To provide a safe and healthy working and learning environment for staff, pupils, visitors and any other 

person using the school premises or facilities. 

 

• o create an organisational structure and a culture in which staff and pupils have the required safety skills 

and access to detailed Health and Safety information. This should significantly contribute towards the 

education of the pupils (as detailed in the National Curriculum 2000) and the professional development of the 

School's staff. 

 

• To provide appropriate resources to support Health and Safety matters; 

 

•To regularly monitor and review the School's provision for, and record on, Health and Safety and  

        thereby improve performance.  
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

RESPONSIBILITIES 
 

The Governing Body 
 

The Governing Body and the Health and Safety sub-committee of the Governing Body, in consultation with the 

Head teacher, will make arrangements for: 

• Producing and maintaining effective policies concerning the organisation and arrangements for the 

provision of a safe and healthy working/teaching/learning environment.  The policies detail the School's 

current command, control, co-ordination and communication systems for the management of health and 

safety issues.  Policies are in compliance with,  

i. Statutory requirements; 

ii. Codes of practice - whether statutory or advisory; 

iii. Guidance - whether statutory or advisory. 

 

• Providing, monitoring and reviewing safe systems of working to ensure, so far as is reasonably 

practicable, the health and safety at work of all staff/pupils, e.g. 

 

i. Ensuring adequate risk assessments are undertaken and any risks/ hazards are identified and 

addressed with the aim of minimising any risks to staff, pupils and others.  All reasonable 

foreseeable risks should be identified and evaluated, particularly those related to: 

a. Accidents; 

b. Health and security of pupils and staff; 

c. Security of property and premises; 

d. School sponsored activities (including work experience); 

e. Pupils' behaviour. 

f. Extra curricular activities, educational visits and residential activities/courses. 

 

ii. Providing information to staff and ensuring that reporting arrangements are annually reviewed so 

that they provide effective command, control, co-ordination of accidents/near misses and 

facilitates the summoning of assistance. 

 

iii. Liasing with the LA, Health and Safety Executive and other official bodies with the aim of 

improving all aspects of Health and Safety at work.  The Governing Body will enable officers of 

the LA, or their agents, to carry out risk assessments in respect of landlord items. 

 

• Establishing, practising and maintaining effective emergency evacuation procedures.   

•       Maintaining the cleanliness and state of repair of the building. 

•       Providing safe plant, equipment and systems of work. 

• Providing safe means of entry and exit to the school premises for staff and pupils. 

• Providing safe arrangements and facilities for the handling, storage and transport of articles and hazardous 

substances – to include managing and maintaining the use of personal protective equipment, together with 

associated guidance, instruction and supervision. 

• Providing adequate first aid facilities. 

• Providing consultative measures to monitor and review the effectiveness of Health and Safety procedures. 

• Carrying out detailed reporting and investigation of all accidents and dangerous occurrences to persons 

and/or property to prevent a recurrence.  This includes notifying the LA and the Health and Safety 

Executive of any major accident or dangerous occurrence. 

 

 

N.B.  The Governors with a special interest in Health and Safety are: Mrs Janet Wright – Chair H&S 

                                                                                                                Mr D Snell - Headteacher  

 

 

 

 

 



 

 

The Head Teacher  

 

The Head Teacher as an employee has the same general personal responsibilities as all other members of staff. 

However, the Head Teacher is the School's Key Manager for Health and Safety and as such takes day to day 

responsibility for all Health & Safety matters in the School.  The Head Teacher also has specific legal 

responsibilities to: 

 

1. Monitor and take reasonable practicable steps to instigate, maintain and develop working practices, 

procedures and conditions which ensure the Health, Safety and Welfare of all staff, pupils, visitors 

and any other person using the premises or engaged in activities sponsored by the school (including 

visits). 

 

2. Monitor the provisions for first aid and welfare and the effectiveness of the safety management 

communication structure in conjunction with the Governing Body. 

 

3. Take all necessary and appropriate action to ensure that the requirements of all relevant legislation, 

codes of practice and guidelines are met in full and at all times. 

 

4. Encourage staff, pupils and others to promote Health & Safety and to suggest and implement practices 

and procedures which reduce risks and discipline those who consistently fail to consider their own 

Health, Safety and Welfare or that of others. 

 

5. Ensure that any defects on the premises, its plant, equipment or facilities which relate to or may affect 

the Health & Safety of staff, pupils and others are made safe without delay.  This may involve 

authorising remedial work, taking equipment out of use, instigating new procedures, etc. 

 

6. Report on Health and Safety to the Governing Body and to liaise with the Governors/LA on Health 

and Safety issues, e.g. the Head Teacher must inform the Governors and the LA if there are problems 

in implementing the Health and Safety policies. 

 

7. Ensure that risk assessments are undertaken whenever necessary in order to identify and eliminate 

potential hazards.  Risk assessments should be regular and relate to premises, methods of work and all 

school sponsored activities.  It is particularly important that following changes in circumstances or 

personnel risk assessments are conducted out of the regular cycle. 

 

8. Carry out periodic reviews and safety audits on findings of the risk assessments. 

 

9. Collate accident information and instigate an accident and/or incident investigation where appropriate. 

 

10. Assign clear safety functions to senior members of staff, subject co-ordinators, class teachers and 

others as appropriate. The Head Teacher may appoint another Senior Member of Staff as the School's 

Health and Safety Co-ordinator.  However, the Head Teacher still retains an overall legal 

responsibility for the implementation of the School's Health, Safety and Welfare policy. 

 

11. Consult with members of staff and Safety Representatives and act on reports received within agreed 

time scales, reporting problems to the LA as necessary. 

 

 

 

 

 

 

 

 

 

 



 

 

SUPERVISORY STAFF 
 

Supervisory staff are defined as those having curriculum responsibilities or representing non-teaching staff or 

those who have buildings responsibilities and who manage safety in those areas on a day to day basis.  

Supervisory staff are directly responsible to the Head teacher and as employees have the same general 

personal responsibilities as all other members of staff.  They also have specific responsibilities for: 

 

1. The overall day-to-day responsibility for the correct implementation and operation of the School's Health 

& Safety Policy and other regulations, rules, procedures and codes of practice in their specific area of 

responsibility. 

2. Instigating, monitoring, maintaining and developing working practices, procedures and conditions which 

ensure the Health, Safety and Welfare of all staff, pupils, visitors and any other person using their area of 

responsibility. 

3. Drawing up a Health and Safety policy for their area which: 

• Requires planning and risk assessment before a lesson starts. 

•Controls the Health and Safety by regular checks. 

• onitors and reviews Health and Safety, e.g. procedures for reviewing risk assessment and safety 

is reviewed annually. 

• Arranges for staff, pupils and others under their management to receive appropriate information and 

training regarding Health, Safety and Welfare.  N.B. this is particularly important when staff join the 

department. 

•Creates an atmosphere which encourages staff, pupils and others to: 

i. Achieve the highest possible standards of Health and Safety; 

                    ii. Promote Health & Safety; 

                    iii. Suggest and implement practices and procedures which reduce risks; 

                    iv. Discipline those who consistently fail to consider their own Health, Safety and Welfare or that of     

others. 

Specific Areas: Persons Responsible: 

Cleaning and general maintenance BAM Site managers 

PE equipment PE. co-ordinators 

Science laboratory Science co-ordinator 

DT Room 2 DT. co-ordinator 

HE Room 1 HE. & DT. co-ordinators 

Art Room Art co-ordinator 

Kitchens and dining room Site manager & lunchtime superintendents 

Classrooms Classroom teachers 

 

In particular supervisory staff should ensure that: 

1. Safety inspections are regularly made of their area of responsibility. 

2. Appropriate remedial action is taken whenever necessary to ensure the Health, Safety and Welfare of all staff, 

pupils and others. 

3. All machinery and equipment in their working area is in good and safe working order and adequately guarded.  

Guards must not be damaged or removed. 

4. Supervision and end of day/lesson procedures prevent the unauthorised and improper use of all plant, 

machinery and equipment in their area of responsibility. 

5. Appropriate protective clothing and equipment (staff and pupils), first aid and fire fighting appliances are 

present, maintained and functioning properly for their area of responsibility. 

6. Ensure that all chemicals and substances are the subject of a written risk assessment, correctly used, stored and 

labelled – especially toxic, hazardous and/or highly flammable substances. 

7. All Health and Safety signs in their area of responsibility meet the statutory requirements. 

8. All Health & Safety information is communicated to their staff in the manner prescribed in this policy. 

9. They report any concerns relating to Health & Safety to the Head Teacher and/or safety representatives. 

10. Act on reports received from other staff and report problems to Head Teacher and/or Safety Representatives. 

 

 

 

 



 

 

All staff have specific responsibilities for Health and Safety as described below. 

 

1. All staff must be familiar with the requirements of: 

 

• The Health & Safety at Work Act 1974. 

 

• The Management of Health and Safety at Work Regulations 1992. 

 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. 

 

• This Health & Safety Policy and all safety regulations as laid down by the Governing Body. 

 

• All other Health & Safety legislation and Codes of Practice which are relevant to their work. 

 

2. All staff must take reasonable care of their own Health & Safety and that of any other persons who may 

be affected by their acts or omissions at work.  To this end staff should practice, maintain and develop 

working practices, procedures and conditions which ensure the Health, Safety and Welfare of other staff, 

pupils, visitors and any other person in their charge, ie. staff must: 

 

•   Check that work areas and plant, machinery and equipment are adequately guarded and is in 

good/safe working order before, during and after activities. 

 

• Ensure that toxic, hazardous and highly flammable substances are correctly used, stored and 

labelled and that potentially hazardous equipment is carefully counted back at the end of the 

lesson, e.g.  knives. 

 

• Ensure safe procedures are followed by all – including pupils and visitors. 

 

• Ensure 'the correct equipment/tool is used for the job' and that protective equipment/safety 

devices are used by staff and pupils whenever appropriate, e.g. goggles, aprons, etc. 

 

3. All staff must co-operate with all matters concerning Health and Safety, e.g. 

 

• Staff must not interfere with or misuse anything provided for their Health, Safety and Welfare. 

 

• Staff must not make unauthorised or improper use of plant, machinery or equipment. 

 

• Staff must report all accidents and near misses using the established accident reporting procedure. 

 

• Staff should take an active interest in promoting Health & Safety and suggest ways of reducing 

risks. 

 

• Staff must report hazards or defects in the premises, plant, equipment or facilities initially to their 

Line Manager and Safety Representatives. 

 

 

 

 

 

 

 

 

 

 



 

 

The Health and Safety Co-ordinator  

 

The Health and Safety Co-ordinator  is responsible for the day to day co-ordination of the School's Health and 

Safety Policy to include: 

 

• regular inspections and risk assessments. 

• liasing with contractors and site manager. 

• initiating action on reported hazards and accidents. 

• fire and emergency procedures. 

• maintaining an accurate record of completed training on Health and Safety issues for current staff.  

Temporary, part-time and supply staff must be informed of their responsibilities and the school's 

agreed policy prior to the commencement of their duties. 

 

 

Hirers, contractors and others 
 

This section refers to use of the School premises/facilities for activities not under the direction of the Head 

Teacher, e.g. for activities outside of normal school hours.  In such cases the main person in charge of the 

activities will have responsibility for safe practices and must comply with the requirements of this section – this is 

the case even if the organiser of that activity is an employee.  The Governing Body will carry out its responsibility 

for the control of premises/facilities by taking all reasonable steps to ensure that such persons are competent and 

determined to comply with statutory and advisory safety requirements and this Policy. 

 

1. All hirers must have sufficient Third Party Liability insurance to satisfy LA requirements. 

 

2. All hirers, contractors and others using the premises/facilities, must: 

• Be familiar and comply with this Policy and all Governing Body safety directives.  N.B.  A 

statement pertaining to relevant Health & Safety issues accompanies any application for a letting; 

• Take reasonable care of their own Health & Safety and that of any other persons who may be 

affected by their acts or omissions at work – including their own employees and the School's staff 

or pupils; 

• Obtain the Governing Body's written permission to bring any equipment onto the school 

premises; 

• Respect any capacity figures detailed on the lettings documentation; 

• Be competent to perform the tasks being undertaken and ensure that the School or LA has 

supplied them with the information they require about the work and the environment they will be 

working in. 

 

3. All hirers, contractors and others using the premises/facilities, must not: 

• Alter fixed installations. 

• Interfere with or remove fire/safety notices or equipment. 

 

4. The Head Teacher or their representative must take immediate appropriate action if the contractor creates 

a hazard and refuses to eliminate it or reduce it to a safe level.  This may require the suspension of the 

work/contract and a request for the contractors to leave the premises. This is usually done after 

consultation with County representatives. 

 

 

 

 

 

 

 

 



 

 

 

THE MANAGEMENT OF HEALTH AND SAFETY 

 

Risk Assessment: 

 
We attempt to balance the desire to eliminate risk with the need to maintain a pleasant welcoming school 

environment with a minimal but acceptable level of risk.  The best action to take, with respect to improving 

Health and Safety, will always be the complete removal of all hazards.  However, in order to maintain a pleasant 

welcoming school environment we can only hope to eliminate or reduce risk as far as is reasonably practicable.  

The degree of risk has to be balanced against the time, trouble and cost involved in introducing preventative 

measures.  

 

Risk assessment is mostly undertaken by the Health and Safety Co-ordinator. During the annual Health and Safety 

Audit, the appropriate staff inspect their workplace and practices therein.   

 

There are many examples where risk assessment is undertaken: 

• Annual Health and Safety Audit to be undertaken by Head, Health and Safety Co-ordinator and Governor 

responsible for Health and Safety.   

• Termly Health and Safety Inspection of school premises to be undertaken by the Health and Safety co-

ordinator. 

• Continuous identification of hazards and risks on a daily basis, e.g. both formal and informal staff 

consultation is done through line management systems. 

• Assessment of any substance or material introduced into the School and school site to ensure compliance 

with COSHH regulations – this must be completed before the substance or material is used. 

• Assessment of any new activity or procedure introduced into the School.  Testing of electrical equipment 

will take place annually or as appropriate. 

 

The results of all such risk assessments are reported to the Governing Body who, in consultation with the Head 

Teacher, prioritise issues and assign resources to undertake remedial/control measures where required. 

 

The process of risk assessment 
 

There is a five stage management process in risk assessment: 

1. Identifying hazards. 

 

2. Identifying who might be harmed, and how. 

 

3. Evaluating the risk. 

 

4. Establishing the level of risk. 

  

5. Recording findings and informing the Head Teacher of any issues to be addressed.  

 

Procedure for addressing issues. 

 

i. Taking immediate remedial action or risk control measures to minimise hazard. 

ii. Immediately take the relevant piece of equipment out of service. 

ii. Organising a replacement or repair of item of equipment using County recommended contractors. 

iii. Contacting County Health & Safety representatives for advice.(Peter Babb) 

 
 

 

 

 

 

 

 



 

 

Monitoring and Evaluating 
 

To monitor and evaluate the implementation and effectiveness of the School's Health and Safety policy, risk 

assessments and related preventative actions are undertaken.  We have an annual Health and Safety audit during 

which staff are required to complete a Health and Safety questionnaire.  The Head Teacher or Health and Safety 

co-ordinator  discuss issues that arise on a regular basis and take all reasonable measures to address problems as 

soon as is possible. The accident log is also used as a source of information, as are informal discussions with staff 

during the inspection of the premises.  Whenever possible evaluation and monitoring is carried out using 

quantifiable indicators, e.g. 

 

• The frequency and cost of accidents, intrusion, theft and vandalism at the School; 

• Teaching, non-teaching staff and governors are given training in Health and Safety issues as appropriate; 

• How much of the School budget is allocated and spent on Health and Safety issues; 

• The timing and frequency of Health and Safety reviews; 

• Details of any bodies from whom Health and Safety advice has been or will be sought; 

• Action taken by the School and/or LA to improve Health and Safety; 

• Details of any recent significant incidents. 

 

The results of the Health and Safety audit and the ongoing process of monitoring and evaluation are made known 

to staff by briefings, notices on the staff bulletin board.  The School Safety Co-ordinator checks that risk 

assessments are still valid in the current work situation. 

 

SPECIAL AREAS FOR CONSIDERATION 
 

a) Duty Supervision 

• One member of staff will be on duty outside the School from 08.45 am. 

• At break times several members of staff will be on duty. 

• Lunchtime supervision is managed by the Head Teacher and Senior Management team with 

Lunch time Superintendents. 

• At the end of the School day members of staff will be on coach duty. 

 

b) Site manager regularly checks playground areas for undesirable objects / litter etc and removes 

anything found, taking appropriate precautions. 

 

c) Leaves are swept up and playgrounds gritted for ice when appropriate by site manager. 

 

d) Pupils taking medicines - the guidance provided by the LA is followed. 

 

e) Areas of Special Risk 

The School follows guidance issued by the LA in relation to the use of equipment or substances or the 

performance of activities recognised as being of special risk. The need for training in the use of equipment 

perceived to constitute a risk and the need for regular servicing and maintenance is acknowledged. The 

following areas/activities are recognised as potentially requiring additional attention in relation to 

management of health and safety and should all have their own safety codes: 

• Design Technology (includes Food and Textiles). 

• Science  

• Art (includes Ceramics) 

• P.E. and Drama. 

• ICT (where electrical risks are relatively high). 

 

 

f) Emergency Plans 

• The School Health and Safety co-ordinator has prepared emergency plans to cover foreseeable 

major incidents.  In undertaking this work due regard has been given to: 



 

 

• Evacuation of premises. The emergency plans have been formally agreed by the Governing Body 

and are rehearsed regularly by staff and pupils.  The results of all such rehearsals form part of the 

annual safety audit that is reported to the Governing Body.

• The LA's Education Crisis Line; 

• The LA's Snow Line Procedures. 

• Educational and residential visits. 

 

 

g) Pupil illness 

In the case of pupils, parents will be asked to provide an emergency contact number and to alert the 

School of any known health problems, e.g. diabetes, asthma etc.  This record will be kept centrally in the 

office. In the event of serious illness an ambulance will be called, parents contacted and asked to meet 

their child at the Hospital.  All staff receive training for the use of an epi-pen and other relevant health 

issues as necessary from County approved trainers. We aim to always have at least 5 certified First Aid 

personnel (Annex 1) in school and we ensure that we always take at least one of these staff on school 

visits.  

 

h) School visits and 'off site' activities. 

The Governing Body will comply with the guidance the LA has issued on 'off site' visits or activities - 

particularly: (see file in Staff room) 

• The conduct of Outdoor Pursuits; 

• The use of Mini-buses and coaches; 

• Residential visits and trips abroad. 

 

An Educational Visits Co-ordinator (Mr Peter Hipkiss) has been appointed and trained to monitor and 

oversee the welfare of pupils on all types of off-site activities prior to the activities taking place.   

Reports will detail: Health and Safety issues arising from such visits eg. 

 

• Transport arrangements. 

• The arrangements for supervision of pupils (including the staff/adult : pupil ratio.) 

• The arrangements for first aid cover. 

• The level of qualified instruction and supervision that will be available for all activities of special 

risk. 

 

      Monitoring and reviewing this Health & Safety Policy 

 

The Governing Body reviews this policy annually and a formal resolution is put to the Governing body 

for the approval of the amended / updated policy.  The Governing Body will review this Policy more 

frequently should the need arise, e.g. on the publication of new regulations or on the receipt of new 

documentation from the LA. 

 

       First Aid Cover 

 

The following principles apply to the provision of First Aid: 

1. The arrangements for first-aid provision will be adequate to cope with all foreseeable major incidents. 

2. Staff will follow the County procedure in dealing with accidents  

3. Accidents will only be dealt with in the medical room and appropriate action taken.  Any cuts and 

abrasions are dealt with in accordance with the 'HIV preventative protocol'. 

5. A record is made of all accidents which require first aid to be administered to a member of staff, pupil  

     or other person - either on the School premises or on visits.   

6. Adequate and appropriate first-aid provision will form part of the arrangements for all out of School 

     activities.  All groups will have a qualified First Aider with them . 

7. The number of certificated first aiders will be at least the number required by law.  All such   

staff are trained in first aid by County approved instructors to a basic, minimum level of   competence.  

            



 

 

 

      

Annex 1                 

 

The School's certified first aiders are :-                       Mrs Christine Johnston 

                                                                                     Mrs Barbara Whitcombe 

                                                                                    Mr Vijay Sharma 

                                                                                     Mrs Alyson Lourens 

                                                                                     Mrs Amanda Kyte 

       Mrs Lisa Rees-Hurcombe 

       Mr David Snell 

       Ms Danielle Shipley 

       Mrs Sara-Jane Sheridan 

        


