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PART 2 
 
 
 

Organisation 
 
 
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. 

 
1. Board of Governors ("The Board") 

 
 
The Board has overall collective responsibility for health and safety within the School.  It 

has a responsibility to ensure that health and safety issues are considered and addressed 

and that the Policy is implemented throughout the School. They will also make 

adequate resources available so far as is reasonably practicable, to enable legal 

obligations in respect of health and safety to be met. Where appropriate, advice from a 

Competent Person will be sought to advise the School and tasks will be delegated to 

suitable employees in order to assist the Board in carrying out its duties. 

 
2. Headmaster 

 
 
The Headmaster will assist the Board in directing the overall management and 

development of the Policy and, in conjunction with the Bursar, defining the aims of the 

Policy and communicating the responsibilities associated with the management of 

health and safety within the School.  The Headmaster will also report to the Board on 

health and safety performance when necessary and assist the Board in implementing 

changes in the Policy which the Board have approved and will, in conjunction with the 

associated plans and procedures. 

 
3. Bursar 

 
 
The Bursar will have day to day management responsibility for ensuring that, so far as is 

reasonably practicable, arrangements are in place for: 
 

• Staff Safety and security 

• Site Safety and Security 
• Fire safety 
• Electrical safety 

• Gas safety 
• Water quality



  

• Asbestos 
• Emergencies 

• Staff induction 

• Selection and Management of Contractors 
 
The Bursar will also act as the School Safety Co-ordinator, whose duties will include: 

 
 

• advising the Headmaster on maintenance requirements 
• co-ordinating advice from specialist safety advisors and producing associated 

action plans 

• monitoring health and safety within the School and raising concerns with the 
Headmaster 

• compliance with the Construction (Design and Management) Regulations 

• chairing the School Health and Safety Committee 

• advising the Headmaster on the  and maintaining 

the list of emergency contacts it contains 

 
 
4. Heads of Department 

 
 
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 are responsible for 

maintaining up to date risk assessments for areas under their control. Specific risk 

assessment requirements and responsibilities are: 

 
• Science (including harmful substances and flammable materials) - Head of 

Science 
• Sports activities - Head of PE 

• Drama  Director of Performing Arts 
• Art (including harmful substances and flammable materials) - Head of Art 
• Music  Director of Performing Arts 

• Design & Technology - Head of Design & Technology 
• Outdoor Education  Outdoor Activities Co-ordinator 
• Trips and visits - Educational Visits Co-ordinators 

• Catering and cleaning functions  Catering and Domestic Services Manager 
• Boarding Activities  Senior Housemistress 
• Grounds and Maintenance Activities  Estate Manager 
• Safeguarding  - Assistant Head Welfare 

 
 
They will also be responsible for identifying, organising and maintaining records of 

training that is relevant to their area of control. 

  



  

5. Estate Manager 
 
 
The Estate Manager will assist the Bursar with the implementation of the following: 

 
 

 Building and site security 

 Prevention of unsupervised access by pupils to potentially dangerous areas 
(in co- operation with others as appropriate) 

 Registration and control of visitors 

 Site traffic movements 

 Maintenance of School vehicles 

 Testing arrangements, maintenance and records, including fire, electrical, gas, 

 equipment, water quality, asbestos 

 Good standards of housekeeping, including drains, gutters etc 

 Control of hazardous substances for grounds maintenance activities 

 Supervision of Contractors 
 
The Estate Manager will also act as the School s Fire Safety Officer and is responsible 
to the Bursar for the management of the Schoo s Fire Risk Assessments (with the 
support of an external consultant). 

 
 
 
6. External Health and Safety Advisors 

 
 
The Bursar 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 advise on the external fabric of the school. 

• Engineers to monitor and service the school's plant, equipment, including boilers, 

lifts and hoists annually. 
• Sports equipment, playground apparatus 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. In addition, 
the Catering and Domestic Services Manager arranges for: 

 
o Bi-annual training in food hygiene for all catering staff and in safe use of 

cleaning chemicals for all domestic staff 

o the professional deep cleaning of all equipment, high level cleaning of all 
cooking, food preparation and storage surfaces, areas etc as required and 
at least annually. 

o appropriate pest control measures to be in place (in conjunction with the 
Estate Manager) 

 
• 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 and extinguishers are tested annually by 
a qualified contractor. 

• An external health and safety consultant is retained and visits on at least an 
annual basis to advise and report on the arrangements for health and safety in 
all areas. 

• The school has a suitable and sufficient risk assessment for legionella which is 

updated every year and monthly visits by a water treatment specialist who 

maintains a regular water sampling and testing regime.  
• The school maintains an asbestos register and the Estate Manager is responsible 

to the Bursar for ensuring that it is kept up-to-date and for any sampling or 
removal before major works takes place. The Estate Manager is also responsible 
for the maintenance of an asbestos management plan and for making sure that 
contractors are fully briefed on areas of asbestos before starting work. 

• The school has engaged the services of a security consultant to inspect and 
advise on physical security risks and preventative measures. 

 
7. School Health and Safety Committee 

 
 
The Health and Safety Committee will meet once a term, and will be chaired by the 

Bursar. The other members of the Committee will be as below and, where shown, 

will act as the health and safety representatives to staff as shown in italics: 

 
• The Estates Manager  Grounds and Maintenance Staff and Activities 
• Head of PE  Sports Staff and Activities 
• Head of Boarding  Boarding Staff and Activities 
• Catering and Domestic Services Manager  Domestic and Catering Staff and 

Activities 
• Deputy Head of Little Stream  Little Stream Staff and Activities 
• Nash House representative (as directed by Head of Nash House) - Nash House 

Staff and Activities 
• Assistant Head Welfare  All Upper School 
• School Nurse  Medical Centre Staff and Activities 
• Educational Visits Co-ordinator 
• Human Resources Manager -School Office/Bursary Staff 
• Head of Science  - Science and Design & Technology 
 

The role of the Committee is to: 

• discuss matters concerning health and safety, including any changes to 
regulations; 

• 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; 
• represent any health and safety concerns/ issues arising from staff in their 

departments 
 
8. The School Nurse 

 
 
The School Nurse will be responsible for: 

 
 

• Maintaining an accident book and advising the Bursar on notifiable 

accidents to be reported to the Health & Safety Executive 

• Keeping statistics and preparing summary reports for the School Health and 
Safety Committee 

• Checking that all first aid boxes and eye wash stations are replenished 
 

 The School Nurse or duty Matron will also be responsible for escorting pupils to hospital 
in the absence of their parents when necessary.  They will also be responsible for 
informing Pastoral Staff and parents as soon as possible of anything other than a trivial 
injury to pupils. 

 
9. All Staff 

 
 
The co-operation of all staff is essential to the success of the Policy and the School 

requires that staff notify their department health and safety representative (Committee 

member) and/or Bursar of any hazards to health and safety which they notice and of 

any suggestion they wish to make regarding health and safety. Staff are also required 

to:- 

 
• 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 co-operate fully so as to enable the duties upon them to be 
performed 

• carry out all reasonable instructions given by managers / senior staff 
• report any observed potential hazards to their Head of Department and/or the 

Bursar 

• report any ear miss incidents to their Head of Department and/or the Bursar 

and 
ensure incident logged 

• make proper use of anything provided in the interests of their health and safety 
such as protective equipment. Reckless or intentional interference with such 
equipment will potentially be regarded as a dismissible offence 

• comply with any reasonable request made by any of the persons named 
above in relation to the fulfillment of their duties



  

Health and Safety Organisation Diagram 
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PART 3 - GUIDANCE NOTES 
 
 
 

Accident Reporting and Investigations 
 
 
 

1. Scope 
 
 
This guidance is to enable the school to comply with the requirements of the Reporting 

of Injuries, Diseases and Dangerous Occurrences Regulations 2013 ("RIDDOR") and to 

ensure that appropriate records are kept of accidents involving School activities. 

 
1.1 Most incidents that happen in schools or on school trips do not need to be 

reported to the HSE. If a pupil is injured in an incident and remains at school, is 

taken home or is simply absent from school for a number of days, the incident is 

not reportable. 

 
1.2 Injuries to pupils and visitors who are involved in an accident at school or an 

activity organised by the school are only reportable under RIDDOR when 

 
• the death of the person arose out of or in connection with a work activity; or 
• an injury that arose out of or in connection with a work activity and the 

person is taken directly from the scene of the accident to hospital for 
treatment (examinations and diagnostic tests are not treatment). 

• the HSE Information Sheet EDIS 1 (rev3) gives guidance and examples of 
whether an injury arises out of or in connection with work. 

• if in doubt guidance should be sought from the HSE, for example when a 
pupil from another school is injured (specified injury) during a sports match 
(not reportable) as opposed to a pupil of the school who is injured similarly 
during a timetabled games lesson (reportable). 

 
1.3 Injuries and ill health to people at work are reportable by the responsible person 

under RIDDOR for 

 
• accidents which result in death or a specified injury (which must be reported 

without delay). Also a reportable occupational disease when confirmed by a 
doctor in writing. The HSE Information Sheet EDIS 1 (rev3) gives details of 
specified injuries and reportable diseases. 

• accidents prevent the injured person from continuing their normal work for 

more than seven days (not counting the day of the accident, but including 

weekends and other rest days).  These must be reported within 15 days of the 

accident. 
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• the responsible person is normally the employer of the injured person. The 
exception will be those that are self-employed, where the controller of the 
premises should report. 

 
1.4 Dangerous Occurrences (specified near miss events) are reportable under 

RIDDOR. The HSE Information Sheet EDIS 1 (rev3) contains the typical examples 

applicable to schools. 

 
2 Objectives 

 
 
2.1 To ensure that accidents are recorded and reported in line with statutory 

requirements and insurance conditions. 

 
2.2 To ensure that accidents can be appropriately investigated. 

 
 
2.3 To identify the root causes of accidents and implement the lessons learnt to 

prevent recurrence. 

 
2.4 Schools may choose to report near misses internally as well as accidents. 

 
 
3 Guidance 

 
 
3.1 The Bursar and / or School Nurse will assess the nature of the accident and the 

reporting requirements. Reference should be made to the HSE Information Sheet 

EDIS 1 (rev3) (www.hse.gov.uk/pubns/edis1.pdf) 
 

3.2 If required under the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations a form F2508 will be completed and sent to the HSE. Reports can be 

made on-line via the HSE website, only fatal and specified injuries can be 

reported by telephone. 

 
3.3 The School Nurse / Medical Centre is responsible for maintaining an accurate 

record of all accidents that happen to pupils, staff, visitors and contractors at the 

school, or on school-led activities outside school. This will be by completing the 

accident book (usually detachable forms) when they attend the Medical centre for 

any occurrence requiring first aid. 

 
3.4 Copies of completed accident forms are forwarded to the Bursar who will 

decide on whether further action is required before returning the form the 

Medical Centre for retention in a locked filing cabinet. The forms are to be kept 

for a minimum of 3 years and categorised (pupils, staff, visitors). 

http://www.hse.gov.uk/pubns/edis1.pdf
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3.5 Accident reports will be considered at every meeting of the School Health and 

Safety Committee. 

 
3.6 All accidents reportable by the school under RIDDOR will be investigated. This will 

normally be undertaken by the Bursar and may include the taking of witness 

statements, photographs and the production of a written report. All such reports 

will be reviewed by the School Senior Management team and the Health and 

Safety Committee. 

 
3.7 For serious incidents the Bursar should consider obtaining legal advice at the 

outset of any investigation. Such support can be obtained by contacting ISBA. 

 
3.8 The Bursar will contact the school insurer where any incident is felt likely to 

result in a claim. 

 
3.9 The School Nurse is responsible for escorting pupils to hospital and for ensuring 

that Pastoral Staff are informed. They will ensure that the parents of the pupil are 

informed as soon as possible for anything other than a trivial injury. 
 
 
 
 
 
Legal Requirements & Education Standards References: 

A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

(www.isi.net) 
 

B: Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

2013) (www.hse.gov.uk) 
 

C: Incident reporting in schools (www.hse.gov.uk/pubns/edis1.pdf) 
 

D: Health and Safety at Work" Section H of the ISBA Model Staff Handbook 

(http://members.theisba.org.uk/member-tools/reference-library/human-

resources/staff- management/staff-handbook-section-h.aspx) 
 

E: "Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 

(http://members.theisba.org.uk/member-tools/reference-library/health- 

safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-

work-(dec- 2008).aspx) 

http://www.isi.net/
http://www.hse.gov.uk/
http://www.hse.gov.uk/pubns/edis1.pdf
http://members.theisba.org.uk/member-tools/reference-library/human-resources/staff-
http://members.theisba.org.uk/member-tools/reference-library/human-resources/staff-
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
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F: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

(http://members.theisba.org.uk/member-tools/reference- 

library/financial/insurance/bursars-guide-chapter-k-insurance-(dec-2008).aspx) 

http://members.theisba.org.uk/member-tools/reference-
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Asbestos 
 
 
 

1 Scope 
 
 
This guidance is applicable to all of those on school premises who may come into 

contact with asbestos. 

 

2 Objectives 
 
 
2.1 To ensure that foreseeable working activities where individuals have the 

potential to come into contact with asbestos are identified. 

 
2.2 To ensure that suitable and sufficient risk assessments are in place where 

significant risks have been identified. 

 
2.3 To ensure that suitable control measures are put in place to protect the health, 

safety and welfare of those who may be affected by the schools undertaking. 

 

3 Guidance 
 
 
3.1 The School will be the dutyholder as specified in the Control of Asbestos at 

Work Regulations 2012 ("CAW"). 

 
3.2 It is the School Policy that no employee or other person for whom the School is 

responsible should, so far as is reasonably practicable, be exposed to asbestos 

(except in the case of an approved asbestos surveyor or licensed removal 

contractor). 

 
3.3 Where asbestos exists or is suspected in any of the School campus, an asbestos 

risk assessment will be conducted by specialist surveyors to identify asbestos 

containing materials. The Bursar will arrange for this to take place with 

assistance from the Estate Manager. 

 
3.4 An asbestos register will be maintained for each property where the School 

is the Dutyholder showing the location, type and condition of the asbestos. 

The Estate Manager will be responsible for the upkeep of the register. 

 
3.5 Details of the asbestos register will be made available to all occupants of the 

building and visiting contractors (as required). 
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3.6 Where asbestos exists, and risk assessments indicate a high asbestos hazard, 

warning signs will be displayed. 

 
3.7 An asbestos management plan will be formulated by an external competent 

person, in conjunction with the Bursar to either:- 

 
• encapsulate any asbestos present and monitor its condition: or 
• have the asbestos removed by a licensed contractor. 
• the plan will specify: 

 (i) who is responsible for managing the asbestos 
 (ii) responsibility for the asbestos register 
 (iii) the schedule for monitoring the condition of the materials 
 (iv) the associated channels of communication 

 (v) the Bursar will have responsibility for the management of the plan 
 
3.8 Where any work is likely to involve contact with asbestos containing 

materials, the Bursar / Estate Manager will appoint an HSE licensed 

contractor to undertake the works. 

 
3.9 Where any School employees may undertake activities where asbestos could 

be disturbed, they will be provided with awareness training so that they 

understand the dangers and steps to take if they accidentally exposed. 

 
3.10 Where an employee / contractor / pupil believe they have discovered 

asbestos they should contact the Bursar immediately so that appropriate 

action can be taken. 
 
 
Legal Requirements & Education Standards, 

 
References: 

 
 
A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

(www.isi.net) 
 

B: Control of Asbestos at Work Regulations 2012, Approved Code of Practice 

(www.hse.gov.uk 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook 

(http://members.theisba.org.uk/member-tools/reference-library/human-

resources/staff- management/staff-handbook-section-h.aspx 

http://www.isi.net/
http://www.hse.gov.uk/
http://members.theisba.org.uk/member-tools/reference-library/human-resources/staff-management/staff-handbook-section-h.aspx
http://members.theisba.org.uk/member-tools/reference-library/human-resources/staff-management/staff-handbook-section-h.aspx
http://members.theisba.org.uk/member-tools/reference-library/human-resources/staff-management/staff-handbook-section-h.aspx
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D: "Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 

http://members.theisba.org.uk/member-tools/reference-library/health- 

safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-

(dec- 2008).aspx 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

http://members.theisba.org.uk/member-tools/reference- 

library/financial/insurance/bursars-guide-chapter-k-insurance-(dec-2008).aspx 
 

F: Department of Education - Asbestos Management in Schools, Nov 2013 

https://www.gov.uk/government/publications/asbestos-management-in-schools 
 

H: Managing asbestos in schools outside local authority control www.hse.gov.uk 

http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/health-safety/management/bursars-guide-chapter-n-health-and-safety-and-welfare-at-work-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/financial/insurance/bursars-guide-chapter-k-insurance-(dec-2008).aspx
http://members.theisba.org.uk/member-tools/reference-library/financial/insurance/bursars-guide-chapter-k-insurance-(dec-2008).aspx
https://www.gov.uk/government/publications/asbestos-management-in-schools
http://www.hse.gov.uk/
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Competent Advice Provision 
 
 
 

1 Scope 
 
 
This guidance considers the provision of competent health & safety advice as appropriate 

to the activities undertaken by the school. 

 

2 Objectives 
 
 
2.1 To ensure that there is an adequate provision of competent advice for the school 

activities and campus. 

 
2.2 To ensure that those with management responsibility are able to obtain advice 

for areas within their control. 

 

3 Guidance 
 
 
3.1 The Bursar is the School Safety Co-ordinator and will be responsible for 

the co- ordination of the competent advice provision 

 
3.2 An external health and safety consultant (Richard Haddad  Environmental 

Health Solutions) is retained to report annually on the arrangements for health 

and safety in: 

 
• lessons 

• support areas 
• public spaces 
• sports facilities 
• grounds and maintenance activities 

 
3.3 External consultants may also be used as follows: 

 
 

• surveyors to give advice on the fabric of the school 
• engineers to advise, monitor and service plant and equipment (including 

boilers, lifts and pressure systems) 

• food hygiene professional to monitor, audit and take samples of catering 

facilities and activities 
• qualified electricians for all electrical systems work 
• Gas Safe registered engineers for work on gas boilers and appliances 

• engineers for lightning protection checks 
• asbestos consultants for sampling, updating registers and management action 

plans 
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• consultant / contractor for risk assessment and sampling of water systems 
• consultants and contractors to undertake fire risk assessment and servicing 

of fire protection equipment 
• doctor providing medical advice 

 
3.4 Internal expertise will be used as appropriate and may include: 

 
 

• Teaching area risk assessments (Heads of Department) 
• Caretaking and Grounds activities (Bursar / Estate Manager) 

• First Aid (Bursar / School Nurse) 
 
 
 
 
 
Legal Requirements & Education Standards 

 
References: 

 
 
A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

www.isi.net 
 

B: Management of Health and Safety at Work Regulations 1999 www.hse.gov.uk 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook 
 

D: "Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 
 

F: Guidelines for Environmental Design in Schools" DCSF Guidance www.gov.uk/dfe 
 

. 

http://www.isi.net/
http://www.hse.gov.uk/
http://www.gov.uk/dfe
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Contractor Management 
 
 

1 Scope 
 
 
This guidance is applicable to all those with responsibility for selecting and 

appointing contractors to work for and on behalf of the school. There is separate 

policy guidance on construction projects where contractors will be employed and 

compliance with the Construction (Design and Management) Regulations is 

needed. The general points of this guidance will be applicable to such work. 

 

2 Objectives 
 
 
2.1 To ensure that, so far as reasonably practicable, safety standards are complied 

with by contractors. 

 
2.2 To ensure the health and safety of: 

 
 

• school employees 

• school pupils 
• contractors' employees 
• sub-contractors 

• any other persons who may be affected by the work being undertaken 
 

3 Guidance 
 
 
3.1 The Bursar will be responsible for the implementation of this policy. 

 
 
3.2 The Bursar (or Estate Manager when appropriate) will check the health & 

safety competence of any contractor before appointment. The exact details 

may vary from case to case but will typically include: 

 

• how the contractor manages health & safety, eg policy, conducting risk 

assessments, access to competent advice 

• who has overall responsibility for health & safety 
• what training staff have had 

• has the contractor ever been prosecuted, served notices or investigated by an 
enforcing authority 

• provision of example risk assessments for the type of work you will be 
undertaking 

• details of any serious accidents in the last 3 years 
• references for the type of work from previous clients 
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3.3 The Contractor's representative ("contractor rep") will report to the person 

instructing the work ("school rep") and provide details of: 

 
• general description and scope of work 
• timescale for the work 
• areas affected 

• work methods, safe systems of work / risk assessment as applicable 
• any foreseeable hazardous operations 
• any hazardous materials or dangerous work practices 

 
3.4 The School Rep will advise the Contractor Rep on: 

 
 

• premises emergency procedures including evacuation / assembly points 
• facilities available to the contractor 
• relevant operational rules and procedures, eg no-go areas, times of working 
• access arrangements 

• school activities which may affect the contractors work 
• documentation required by the school 

 
3.5 Outside normal school hours work may be allowed by prior agreement with the 

School Rep. 

 
3.6 The Contractor Rep will provide a list of all persons to be present on site 

(including sub-contractors) 

 
3.7 The contractor will be required to: 

 
 

• ensure that work areas are safe 
• ensure that work areas are tidy 

• remove rubbish and redundant materials 
 
3.8 Any hazardous works and use of machinery must comply with legislative 

requirements and be highlighted to the School Rep, this includes: 

 
• hot work 
• excavations 

• scaffolding 
• overhead work 
• use of flammable liquids 
• work involving electricity 

• work at height and involving lifting equipment 
• any construction work 
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3.9 Any possible interference with alarm systems and emergency escape routes 

must be informed to the School Rep and suitable remedial arrangements 

agreed 

 
3.10 The Contractor Rep will report any accidents to the School Rep. 

 
 
3.11 The Contractor is responsible for the provision of their own first aid arrangements 

 
 
3.12 Any discovery of suspected asbestos material must be reported to the 

School Rep immediately and work stopped. 
 
 
Legal Requirements & Education Standards 

 
References: 

 
 
A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

www.isi.net 
 

B: Health & Safety Executive, Using Contractors a brief guide 

www.hse.gov.uk/pubns/indg368.pdf 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook 
 

D: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

http://www.isi.net/
http://www.hse.gov.uk/pubns/indg368.pdf
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Control of Substances Hazardous to Health (COSHH) 
 
 

1 Scope 
 
 
This guidance is applicable to all employees of, workers for, and pupils of the 

school when using substances hazardous to health. 

 

2 Objectives 
 
 
2.1 To ensure that foreseeable work activities using / generating hazardous 

substances are identified. 

 
2.2 To ensure that suitable and sufficient risk assessments are in place where 

significant risks have been identified. 

 
2.3 To ensure that suitable control measures are put in place to protect the health, 

safety and welfare of those who may be affected by activities at the school. 

 

3 Guidance 
 
 
3.1 Heads of Department (including support departments) will be responsible 

for the management of hazardous substances within their areas of 

responsibility. 

 
3.2 Hazardous substances include: 

 
 

• Those classified as very toxic, toxic, harmful, irritant and corrosive 
• Biological agents connected with work with micro-organisms 
• Substantial quantities of any dust 

• Substances with a maximum workplace exposure limit assigned by the Health 

& Safety Executive 
• Radioactive substances 

• Any other comparable substance, eg pesticides 
 
3.3 Typical areas which will need to be considered are: 

 
 

• Chemical usage in science laboratories and in cleaning, maintenance and 
grounds maintenance 

• Biological agents, such as bacteria and micro-organisms 

• Adhesives, paints, cleaning agents etc used in Art, D&T, drama, maintenance, 
cleaning and catering activities 
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• Fumes from soldering and welding in D&T, workshops & maintenance 
• Wood dust from D&T, workshop and maintenance 

• Pesticides in grounds maintenance, pest control 
 
3.4 Heads of Department will ensure that: 

 
 

• Where hazardous substances are used or stored on the school 
premises, a risk assessment will be undertaken and any required control 
measures will be implemented. An example template is given at 
appendix 1 

• Quantities of substances stored will be kept to a minimum and an inventory of 
substances is maintained 

• Material safety data sheets (MSDS) for each hazardous substance in use 
will be available at the point of use and the instructions for 
transportation, storage, handling and disposal will be followed. 

• Those using hazardous substances are competent to do so and in 
particular where there are designated standards, eg use of pesticides 

• Appropriate personal protective equipment will be available 
• Hazard signs will be displayed at locations where substances are stored 
• That pupils using hazardous substances are supervised at all times 

• Any health surveillance requirements are identified and appropriate 

surveillance implemented 
• Appropriate information, instruction and training, together with the 

keeping of records takes place 
• Where any contractors are used, that suitable and sufficient risk 

assessments incorporate the use / generation of hazardous substances 
has been undertaken 

 
3.5 Maintenance, examination and testing of control measures will be the 

responsibility of the Bursar / Estate Manager / Head of Department. Such 

arrangements will cover: 

 
• Fume cupboards 
• Other local exhaust ventilation 
• Respiratory protective equipment 

• Other personal protective equipment, eg gloves, aprons, eye protection 
 
3.6 Records will be kept by the Bursar / Estate Manager / Head of Department and 

will include: 

 
• Records of the thorough examination and testing of local exhaust 

ventilation equipment (undertaken at least every 14 months) for a 
period of 5 years 



GUIDANCE NOTES 

 

 

 

Legal Requirements & Education Standards, 
 
References: 

 
 
A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

www.isi.net 
 

B: COSHH and Radiation home pages www.hse.gov.uk 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook 
 

D: "Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 
 

F: Guidelines for Environmental Design in Schools" DCSF Guidance www.gov.uk/dfe 
 

G: CLEAPSS (www.cleapss.org.uk), including hazards, training and "Managing 

Ionising Radiations and Radioactive Substances in Schools" 

 
H: Pesticides home page (www.pesticides.gov.uk) 

http://www.isi.net/
http://www.hse.gov.uk/
http://www.gov.uk/dfe
http://www.cleapss.org.uk/
http://www.pesticides.gov.uk/
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Appendix 1: Model COSHH Assessment Sheet 
 
 
 

Substance:  

Manufacturer/Supplier  

Hazardous Ingredient(s)  

How is the substance Hazardous?  

Where is the substance stored?  

How is the substance stored?  

Where is the substance used?  

What precautions should be taken?  

Emergency Procedures/First Aid  

Telephone number of School Nurse:  

 

To be completed by all staff who use this product: 
 
 
I have been trained in the safe use of this product. I understand that I can obtain further 
information from [ ]. 

 
 

NAME SIGNATURE DATE 
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Risk Assessment 
 
 

RISK MANAGEMENT AND RISK ASSESSMENT: POLICY GUIDANCE TO 
SUPPORT CHILD PROTECTION AND SAFEGUARDING 

 
Scope 

 
 
This guidance is applicable to all staff with responsibility for developing or implementing 

risk management strategy and undertaking risk assessments for activities which are 

under their control. This includes the requirements of the Independent Schools 

Standards Regulations (ISSRs) 2014, National Minimum Standards for Boarding and Early 

Years Foundations Stage. The guidance applies to the assessment of all risks including 

those associated with Safeguarding. 

 
Objectives 

 
 
The aim of the guidance is to ensure that a systematic, consistent and thorough 

approach is taken to all aspects of risk management in the school. The guidance 

is intended to: 

 

• Ensure all major risks are identified and managed 

• Ensure that suitable and sufficient risk assessments are undertaken for 

activities or functions that have significant risk associated with them 

• Ensure that where found necessary, control measures to reduce risk are 

implemented as far as reasonably practical 

• Ensure that risk assessments are recorded as and reviewed when appropriate 

• Identify the responsibilities for risk management in the school 

• Ensure that all those affected by school activities receive and 

appropriate risk management training and information 

 
Responsibilities 

 
 
The School Governors are responsible for the risk management strategy of the 

school which is reviewed by them annually. The responsibilities for day to day risk 

management are delegated to the Headmaster, SMT and Heads of Departments 

although all employees and volunteers are responsible for assisting with and 

participating in the process. In particular, all staff are responsible for 

drawing management attention to any area of risk they identify and for escalating 

any concern to the Bursar or Headmaster if necessary. 
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SMT and Heads of Department are responsible for: 

 
 

• Ensuring that significant risks within their sphere of responsibility are 

identified and that risk assessments are carried out and control measures put 

in place as appropriate 

• Ensuring that those members of staff conducting risk assessments within 

their departments are competent to do so and for providing training and/or 

guidance as necessary 

• Ensuring that appropriate specialist external advice is taken when necessary 

• Ensuring that risk assessments are carried out for any new activities 

• Ensuring that all risk assessments are reviewed (and revised if necessary) after 

a near miss or accident, whenever any new risk is introduced by a change in 

an activity or at least annually otherwise 

• Ensuring that decision making within their departments takes account 

of any relevant risk factors 

• Ensuring that any control measures, procedures or safe systems of work 

arising from risk assessment are communicated to all their staff 

• Ensuring that resources are allocated to support the management of risk 

and if necessary making representation to the Health and Safety 

Committee or SMT if a need cannot be satisfied within their department 

 
Risk Assessment 

 
 
All new staff will receive guidance on risk management and risk assessment as part of 

their induction. This will be refreshed as required and training provided on specific 

areas where identified by the Bursar or Head of Department. 

 
Risk assessments should be carried out for any activity or function in the school that 

includes significant risk. The assessment need not be complicated and the detail should 

relate to the level of risk associated with the activity or function and trivial risks can be 

ignored. The major areas of risk requiring consideration in risk assessment are 

considered to be: 
 
 

• pupil supervision (including safeguarding and welfare requirements implemented 

by the schoo s Designated Safeguarding Lead). 

• school trips 
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• management of visitors on school premises 

• fire and emergencies 

• traffic and pedestrian interaction on site 

• management of hazardous substances 

• use of hazardous equipment e.g. in DT, Art etc 

• the suitability of staff, contractors and volunteers to undertake designated roles 

• other risk areas which are not directly related to health and safety, including 

but not limited to: 

o financial 

o recruitment procedures including governing body oversight 

o reputational 
o terrorism, including the prevention of fundamentalism and extremism 

o security, specifically in boarding or EYFS areas, as appropriate 
 
Risk assessment is a subjective activity which aims to reduce or eliminate risks at source. 

The process can be summarized as: 

 
1. Identification of the hazard (something with potential to cause harm) 

2. Determining the risk, i.e. the likelihood and consequence of harm occurring 

3. Taking action to ensure adequate control of the risk 
 
 
A copy of a guidance note on the conduct of a risk assessment together with an 

example is at Appendix 1. All risk assessments carried out in the school should be 

recorded in the format shown and stored in the risk assessment folder contained 

within the Staff Data section of the school network.  A risk assessment register of all 

the risk assessments carried out, the originator and dates of review is maintained by 

the Bursar and is reviewed by the Health and Safety Committee. 

 
The school adopts the CLEAPPS Advisory Service model risk assessments for lessons in 

Science and Design and Technology. 

 
References: 

 
 
A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 
(http://www.isi.net/) 

 

B: Health & Safety Executive, Five steps to risk assessment 
(http://www.hse.gov.uk//risk/fivesteps.htm) 

http://www.isi.net/
http://www.hse.gov.uk/
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C: Health and Safety Advice on Legal Duties and Powers for Local Authorities, Head 
Teachers, Staff and Governing Bodies (2013), DfE website. 

 
D: Health and Safety at Work" Section H of the ISBA Model Staff Handbook, 

 
E: "Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's 

Guide  

F: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

G: Early Years Foundation Stage: Statutory Framework 
 
H: Charities and Risk Management, The Charities Commission (www.charity- 
commission.gov.uk) 

 
I: Risk Management framework: A Ten Point plan and What is Risk Management by 
the NCVO (www.ncvo-vol.org.uk) 

 
J: Home Office guidance on duties under the Counter Terrorism Act 2015 
(www.gov.uk/government/publications/prevent-duty-guidance) 

 

K: National Minimum Standards for Boarding Schools April 2015 

http://www.gov.uk/government/publications/prevent-duty-guidance
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Appendix 1: Risk Assessment 
Guidance 

 

Guidance Note 03a 
 
 
RISK ASSESSMENT 

 
Introduction 

 
The risk assessment aims to identify what can go wrong when carrying out work 
activities which, could result in accidents, harm or injury to employees (or other 
persons). Anything with the potential to cause an incident is called a hazard, and the key 
element of any risk assessment is to consider the risk that any identified hazard 
presents. Risk is the relationship between the likelihood of the identified hazard 
occurring with the severity of the result of the incident occurring. Most importantly, it is 
essential that any risk assessment determines (and records) the measures required to 
reduce/control the risk). 

 
Legal Duty 

 
Failure to comply with the current legislative requirements may result in criminal 
prosecution or a prohibition of that work activity until safety standards have been 
suitably improved. The prosecution can result in fines and or imprisonment dependent 
on the seriousness of the breach or the incident outcome. 

 
Compliance with the Requirements 

 
All accidents, injuries, diseases and dangerous occurrences involving employees, 
contractors and visitors on the organisation s premises, should be reported 
immediately. You should first assess the situation to ensure that the potential risk for 
further injury has been removed. 

 
In developing and then implementing appropriate control measures, you must ensure 
that you record and document those control measures which will reduce risk (e.g. safe 
systems of work). 

 
It is therefore important that you have documented procedures that cover those 
situations where the risk of incident warrants it and which, if those procedures were not 
there and not followed would mean risks were uncontrolled and you would therefore 
fail to comply with s health and safety policy. 

 
 
Procedures should stipulate operating criteria (e.g. minimum levels of equipment, 
protective equipment, number of persons, weather conditions, etc.) Procedures should 
take into account local considerations including, design of workspace along with 
installations and machinery operating procedures, including their adaptation to human 
capabilities 
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The overall objective being to reduce or eliminate risk at source with the following 
principles: 

 
 

• Identify the things that may cause harm - the hazards 

• Consider the likelihood and possible consequences of that harm 

actually occurring - the risks 

• Take preventive action to ensure that the risks are adequately controlled 

at all times  safe systems of work 
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EXAMPLES OF HAZARDS 
 
 

 
 

HAZARD 

 
 

EXAMPLE 

 
Slips, Trips, Falls Spillages, debris on floor, litter, obstructions, worn carpets, 

holed/overlapped floor coverings, pipe work/ scaffolding across 
walkways, equipment power leads 

Burns from Hot and Harmful 
Substances 

Cooking equipment such as ovens & fryers, hot pipe work, dishwasher 
machines, water boilers, hot liquids, fires and heaters, cleaning 
chemicals 

 
Cuts and Amputation 

 
Knives, food slicing machines, food processors, paper guillotines, 
sharp edges to equipment 

 
Handling, Lifting, Carrying Carrying heavy awkward loads, moving equipment and furniture, lifting 

food boxes and refuse bags 
 
Struck by Moving Object 

 
Doors, trolleys, wheeled bins, falling objects from shelves, thrown objects, 
etc. 

 
Fall from Height Use of ladders, climbing on racking, high level cleaning, use of 

loading bay/tail gates 
 
Struck against a Fixed Object 

 
Low headroom e.g. on cellars or stairs, low pipe work, racking or scaffold 
poles 

 
Moving Machinery Cutting blades, e.g. on slicers and food processors, Drive mechanisms e.g. 

on dishwashers, Rotating machinery, e.g. on bowl mixers 
 
Electrocution 

 
Electrical installation (plugs, sockets and switches and electrically 
powered equipment 

 
Moving Vehicles 

 
Delivery vehicles, pedestrian routes in car parks or by doors, loading bays, 
fork lifts 

 
Personal Violence 

 
The public, irate staff, psychiatric patients, robbery 

 
Explosions, Bomb Threats 

 
Pressure boilers, CO2 cylinders, LPG cylinders, incendiary devices 

 
Fire 

 
Flammable liquids/chemicals, gas use and storage, room heaters, etc. 

 
Chemical Accidents 

 
Misuse of chemicals, mistaken identity, e.g. chemicals in unmarked 
containers, chemical burns, lack of PPE, poor storage facilities. 
Chemical control of pests 

 
Airborne Contamination 

 
Fumes from ventilation systems, CO gas 

 
Micro-organisms 

 
Legionella in air conditioning, disposal of contaminated /clinical waste 

 
Plants/Vegetation 

 
Poisonous plants 

 
Humans 

 
Crowd control, security generally, staff facilities and toilet 
accommodation. Young persons inexperience 

 
Weather Snow, ice, fog, wind, heat, and their relation to work activities i.e. driving 

in snow or fog, ice build up in entrances, wind at high level 
 
Flood 

 
Storage tank burst, flooding from heavy rain, rivers, watercourses, sea 



GUIDANCE NOTES 

 

 

 

 

FACTORS AFFECTING RISK 
 

FACTOR LOW RISK 
EXAMPLES 

HIGH RISK 
EXAMPLES Severity of the hazard Minor cut Death 

How the hazard is controlled Well controlled e.g. faulty 
electrical equipment 
clearly labelled and 
isolated 

Poorly controlled, e.g. 
faulty electrical 
equipment not labelled 
and still in use 

How the job is done, or how 
the 
equipment/chemical etc is 
used 

Carefully, e.g. person 

using strong oven 

cleaning chemical is 

concentrating and 

following safe 
systems of work 

Dangerously, e.g. person 

using strong oven 

cleaning chemical is 

rushing, trying to cut 

corners, & is 
not paying full attention to 
task 

Who is exposed to the 
hazard/for how 
long 

Short exposure to few 

people e.g. loose carpet 

is on a rarely used 
staircase 

Long exposure to many 

people, e.g. loose carpet 

is on main staircase 
used throughout the day 

Training/experience exposed 
person 
has had 

Good training and 
experience, e.g. to clean 
meat slicers 

No training or 
experience, e.g. to clean 
meat slicers 

Human capabilities Failure of employee, 
contractor / visitor to 
report a near-miss event 

Unreliability of employees 
to follow safe systems of 
work 

What protective 
guarding/equipment 
is used 

Good guarding, regularly 

checked for effectiveness, 

e.g. on compactor. 

Correct PPE provided and 

worn when using harmful 

cleaning 
chemicals 

Broken, missing or 
bypassed guards, 

e.g. on compactor. PPE 

not provided/ worn when 

using harmful cleaning 

chemicals 

 
How to Complete Risk Assessments 
 
1. Risk Assessment for any activity, hazard or group of persons is a simple procedure. 

Although there is no defined criteria for completing risk assessments the following 
logical steps have been developed and could be used in conjunction with the 
forms available within the Core Guidance section of the Management system to 
assist you completing assessments for your work area. 
 
Divide the working environment into clearly identifiable areas, e.g. kitchen, stores, 
servery, dining room. List them on the Risk Assessment Register  form. Ensure that 
all the areas where employees work are included in the list. You could appoint a 
responsible person or small representative group to identify all the hazards in each 
area. 
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EXAMPLE OF A COMPLETED RISK ASSESSMENT REGISTER 
 
 

Ref 
No. 

RA Type Area/Activity/ 
Hazard 

Created By Reviewed 
On 

By 

1 General 
Area 

Kitchen 01/01/16 C. Dark 01/01/16 C. Dark 

2 General 
Area 

Servery 01/01/16 C. Dark 01/01/16 C. Dark 

3 General 
Area 

Dining room 01/01/16 C. Dark 01/01/16 C. Dark 

4 General 
Area 

Office 01/01/16 C. Dark 01/01/16 C. Dark 

 
 

2. List all the hazards in each area on the General Area/Activity Risk Assessment' form. 

Think carefully about your working environment and list the hazards that are 

specific to you. 
 

When considering Manual Handling hazards (strains and sprains) remember that 
Manual Handling is not simply lifting items. It includes pushing, pulling, lifting, 
carrying, tilting, etc. 

 
 
 

EXAMPLE OF A COMPLETED GENERAL AREA/ACTIVITY RISK ASSESSMENT 
 

SHEET No: Date 

Assessor 
 

EXAMPLE FOR YOUR GUIDANCE 

1 Negligible 
2 Minor injury 
3 Major injuyr 
4 Single death 

5 Multiple 
death 

6 Multi-offsite 

1 Impossible 
2 Possible 
3 Occasional 
4 Fairly frequent 
5 Frequent 

6 Certainty 

9+ 
further 

immediate 
assessmen
t needed 

Further 
Assessment 

Needed 

Safe System 
of Work Ref 

No(s) 

Persons at Risk: Staff, customers, visitors and contractors 

IDENTIFIED HAZARDS SEVERITY PROBABLE 
FREQUENCY 

= 

RISK 
RATIN
G 

YES/NO  

A. FALLING FROM HEIGHT      

Cleaning extract canopy 4 12 YES 3.02 3.03  

Use of step ladders etc     

 

3. Now give a severity score to each of the hazards using the following scale  
think of the worst-case scenario. 

 
 

 
SCORE 

SEVERITY of HARM 

1 Negligible injuries - bruises 
2 Minor injuries  injuries that need 1st aid treatment e.g. cuts 

and burns 
3 Major injuries  injuries needing hospital treatment e.g. 

broken bones 
4 Single fatality  e.g. due to electrocution 
5 Multiple fatality  e.g. due to fire or explosion 
6 Multiple fatality offsite - e.g. involving members of the public 
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4. Next give a frequency score to each of the hazards using the following scale  
think about the controls that you already have in place to control the hazard. 

 
 
SCORE 

 
PROBABLE FREQUENCY 

1 A highly improbable occurrence 
2 A remotely possible but unknown occurrence  could 

happen once every 2  3 years 
3 An occasional occurrence  could happen once a year 
4 A fairly frequent occurrence  could happen once every 6 

months 
5 A frequent and regular occurrence  could happen once a 

month 
6 Almost a certainty  could happen at any time on any day 

   
 

5. Multiply the severity and frequency scores together to achieve a Risk Rating for 
each hazard. If the score is less than 9, the risks are already satisfactorily controlled. 
Now list the number(s) of the relevant supporting Safe Systems of Work  in the last 
column of the table, or you may need to write your own Safe System of Work if a 
standard form is not available 

 
6. If the Risk Rating score is 9 or more, now complete a Detailed Risk Assessment' 

form for each of those hazards. Follow the example shown. Specify the controls 
or procedures that will reduce the risk to an acceptable level, i.e. a risk score 
below 9.This may include writing a detailed, unit specific Safe System of Work as 
stated. 
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EXAMPLE OF A COMPLETED DETAILED RISK ASSESSMENT 
 

RISK ASSESSMENT CARRIED OUT AT: Main Kitchen DATE: 1/01/16 
UNIT MANAGER:  John Smith LOCATION: Dining Hall 
RISK ASSESSED: Cleaning kitchen canopy 

 
 
HAZARD/HARM POTENTIAL 

 
SEVERITY 

X 

 
FREQUENCY 

= 

 
RISK 
RATING 

1   Falling from heights of approximately 8 feet (Type of accident) 

2   Possible death if person fell against a piece of heavy equipment  (worst potential) 

3   Bruises, fractures, concussion if head hits floor, flesh wounds (other potential) 

4 

RISK POTENTIAL SCORE 4 x 3 = 12 

FACTORS WHICH INCREASE RISK 

1   Poor quality step ladders  not tall enough with no grab rail 

2   No training given to staff 

3   Standing on equipment 

4   Only one person involved in activity 

1. CONTROLS NEEDED TO REDUCE POTENTIAL 

1   Staff training, clear instruction on how to clean using safe system of work 

2   Provision of proper step ladder 

3   Minimum of two persons to carry out duty. One to foot steps and hand up 
equipment 
4 

REVISED SCORE IF CONTROLS PUT IN 
PLACE 

4 x 2 = 8 

OTHER MEASURES RECOMMENDED 

1   Use of professional contractor 

2 

REVIEW DATE: 1 Jan 2016 

 

7. Implement the controls that you have identified as necessary to reduce the risk 
of an accident or injury to an acceptable level. The controls will often include 
training. Ensure the training is given and recorded on Learner record cards. 

 
If you cannot identify suitable controls, or it is not possible to implement them, the 
activity may be too dangerous for to undertake. Contact your line 
management/Safeguard for further assistance. 
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8. Periodically review the Risk Assessments. 
 
Reviews should be undertaken: 

• At least annually 

• In the event of an accident or incident 

• If Safeguard audits or Local Authority EHO inspections identify key 

controls are not in place, e.g. inadequate training or dangerous 

practices 

• There are significant changes to the equipment, layout of the 

premises, type of work being undertaken in the unit, whether 

permanent or temporary 

• Any other change in circumstances that impacts on your work 

activities and which may alter the risk assessment currently in place, 

whether that change is permanent or temporary 

 

Record the fact that you have undertaken a review of the Risk Assessments on the Risk 

Assessment Register. 
 
 
Risk assessments also need to be undertaken for specific hazards and activities. These 
include: 

• Dangerous Substances & Explosive Atmospheres, e.g. LPG 

• Employee Pregnancy/Nursing Mothers 

• Fire (to be undertaken in conjunction with your client) 

• Manual Handling 

• Noise and Vibration 

• Use of Chemicals 

• Use of Visual Display Equipment 

• Working at Heights 

• Young Persons 
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Fire Safety 
 

1 Scope 
 

This guidance is applicable to all premises under the control of the School and details 

the approach to the control of risk from fire. 

 
2 Objectives 

 
To ensure that risks from fire are identified and that arrangements are in place to 

control those risks. To enable the School to comply with its duties under the 

Regulatory Reform (Fire Safety) Order 2005 and other education specific guidance. 

 
3 Guidance 

 
3.1 The School has in place procedures for:- 

 
• carrying out fire risk assessment; 
• preventing fires; 

• evacuation in the event of a fire; 
• maintaining and checking all fire detection, alarm and fighting systems. 
• ensuring that all staff, pupils and visitors are aware of fire 

precautions and procedures 
 
4 Fire Risk Assessment 

 
4.1 All of the School premises will be subject to a fire risk assessment. This will be 

conducted by an external consultant. The person undertaking the assessment 

should liaise closely with Heads of Department. 

 
4.2 The fire risk assessment will be reviewed and / or updated every year or in the 

event of significant changes to the buildings or their usage. 

 
4.3 A copy of the fire risk assessment report will be available on site (from the 

Estate Manager) and employees' attention brought to any hazards found in 

the assessment. 

 
4.4 Fire hazards will be eliminated or the risk reduced to the minimum level 

practicable by implementing control measures and safe systems of work. 

 
4.5 Regular assessments will be made by staff, including the Fire Wardens and Estate 

Manager to ensure that the walkways are kept clear of obstruction and tripping 

hazards. 
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5 Fire Detection 
 

Each of the School premises must have adequate means of fire detection. The 

detection equipment will be maintained and regularly checked by competent 

persons. 

 
6 Fire Alarm 

 
6.1 Each of the School premises has an adequate means of raising the alarm in the 

event of fire. 

6.2 The fire alarm system in each location is to be tested weekly with the date and time 

made known. This will be managed by the Estate Manager. The alarm will be 

activated using a different activator point each week, where this is practicable. 

6.3 The fire alarm system will be serviced quarterly by a competent contractor (eg ISO 
9001/ BAFE) 

6.4 Records of these tests and servicing are maintained in a fire log book held by the 

Estate Manager. 

 
7 Fire Fighting Equipment 

 
Fire extinguishers, fire hoses, wet and dry risers and/or other fire suppressant 

systems will be serviced by a competent contractor annually and the service date 

recorded on each extinguisher/hose reel/system. 

 
8 Emergency Lighting 

 
8.1 Emergency lighting must be installed in the school where lighting would 

continue to be required in the event of a mains power failure, eg stairs, 

passageways and emergency exits. 

8.2 Where emergency lighting is generator powered, the lighting will be tested 

monthly by way of simulated mains failure. A maintenance and servicing 

programme for the generator will be arranged by the Estate Manager. 

8.3 Battery operated emergency lighting will be tested monthly (charge & 

illumination) and an annual full discharge test by a competent contractor 

8.4 Records of testing and servicing of emergency lights will be maintained by the 

Estate Manager. 
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9 Emergency Procedures 
 
9.1 Written emergency procedures will be provided. These written instructions will 

include procedures in the event of a fire and where required, procedures in the 

event of a bomb warning. 

9.2 Notices will be displayed in each building of the School premises detailing the 

action to take in the event of a fire, and highlight the assembly point to evacuate 

to in an emergency. 

9.3 There must be adequate means of escape for all occupants of the school 

premises. These means of escape will be clearly signed with pictograms. 

9.4 The means of escape will be regularly inspected by the Estate Manager to ensure 

they are kept clear of obstructions and tripping hazards. 

9.5 Where disabled persons use the premises, specific arrangements will be made to 

ensure they can escape in an emergency. For staff and pupils the School Nurse 

will ensure that an appropriate Personal Emergency Evacuation Plan (PEEP) is put 

in place. Visitors will be catered for by the Bursar/Estate Manager when notified. 

9.6 Teaching staff are responsible for escorting their pupils safely out of the building 

in silence and in an orderly fashion. They are responsible for conducting a head 

count on arrival at the assembly point, and for ensuring that the name of anyone 

who cannot be accounted for (and, if possible, their likely location) is passed 

immediately to the senior member of staff at the assembly point and reported to 

the Estate Manager/Caretaker, Bursar, Deputy Head or Headmaster  whoever is 

in control of the incident. It is the responsibility of this person to ensure that this 

information is passed to the Fire and Emergency service as soon as they arrive. 

9.7 SUMMONING THE FIRE BRIGADE: In the event of a fire alarm and in all 

circumstances a full evacuation should take place immediately.  Any member of 

staff who has seen a fire should ensure that the Fire Brigade is called 

immediately and inform the senior member of staff at the assembly point that 

this has been done.  If no evidence of a fire has been directly witnessed, a 

competent member of the Estates Team will read the alarm panel to determine the 

location of the incident or call point and the cause of the alarm and if necessary 

will call the Fire Brigade immediately and advise the senior staff member at the 

Assembly Point of their actions. 

If no cause for the alarm is apparent, the Estate Manager, Bursar, or HM will 

decide whether further investigation is required and whether the building is safe to 

be re- occupied completely or partially. 

9.8 Fire drills will be held every term at the School. We also practice a night-

time evacuation of the boarding houses every term. 

9.9 Written records of fire / evacuation drills will be maintained in the fire log book 

which is kept by the Estate Manager. 

 
10 Fire Training 

 
10.1 Staff will be informed in relation to:- 

• action to take if they discover a fire, including how to activate the fire alarm 
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• action to take on hearing the alarm, including location and use of exits and 
escape routes; 

10.2 Pupils will be informed of exits and escape routes 
10.3 Fire Wardens will be trained in:- 

• emergency evacuation procedures; 
• use of fire extinguishers; emergency procedures; and 

• how to spot fire hazards. 
10.4 Visitors and contractors will receive a briefing to ensure that they are aware 

of the policy, procedures and assembly points in the event of an evacuation. 

 
11 Fire Prevention 

 
The School takes all reasonable precautions to prevent a fire from breaking out 

and recognises that for a fire to take place oxygen, flammable materials and a 

source of ignition must all be present. The processes of prevention are aimed at 

preventing one or more of these elements being together. To ensure the 

processes are being implemented the Bursar, Estate Manager and Heads of 

Department will:- 

11.1 Comply at all times with relevant regulations on the storage, transportation, 

handling and disposal of flammable materials, hazardous substances etc; 

11.2 Regularly inspect all the areas where there are potential sources of ignition and 

ensure that no flammable materials are stored close by: 

11.3 Maintain awareness through training and refresher training of the preventative 

steps that need to be taken; 

11.4 Consult regularly with the Fire Wardens; 
 

11.5 Include fire prevention and evacuation procedures during the induction process 

with all new starters; and 

11.6 pay close attention to the activities of contractors as appropriate. Maintain 

awareness through training and refresher training of the preventative steps that 

need to be taken; 

11.7 Consult regularly with the Fire Wardens; 
11.8 Include fire prevention and evacuation procedures during the induction process 

with all new starters; and 

11.9 Pay close attention to the activities of contractors as appropriate. 
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12 Fire Records 
 

Records are kept of training; inspections; evacuations and maintenance of 

systems and equipment. 

 
Legal Requirement & Education Standards References: 

A. Handbook for the Inspection of Independent Schools: Part 3: The 

Regulatory Requirements of Independent Schools, March 2009 version. 

(www.isi.net). 
 

B.      Part II of the Regulatory Reform (Fire Safety Order) 2005, (www.opsi.gov.uk) 
 

 C.   "Fire Risk Assessment," Ecclesiastical Risk Services Ltd guidance    

note (www.ecclesiastical.com) 
 

D. "Fire Safety" Chapter O of the Bursars' Guide by Owen David Risk Management Ltd 
 

E. "Fire Safety: Managing School Facilities" DCSF Guidance, (www.gov.uk/dfe) 
 

F.     "Fire Safety Risk Assessment for Educational Premises" and "Fire Safety Risk 

Assessment: Sleeping Accommodation," DCLG publications 

(www.communities.gov.uk) 

http://www.isi.net/
http://www.opsi.gov.uk/
http://www.ecclesiastical.com/
http://www.gov.uk/dfe
http://www.communities.gov.uk/
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General Workplace Safety 
 

1 Scope 
 
 
This guidance is applicable to all those with the responsibility for the provision and 

maintenance of the working environment on school premises. The School places great 

importance on the working environment that it provides and similarly it is the 

responsibility of employees and pupils to respect the environment and treat it 

accordingly. 

 
2 Objectives 

 
2.1 To ensure that statutory requirements are met regarding the provision of a 

satisfactory working environment. 

2.2 To ensure, so far as reasonably practicable, the continued wellbeing of 

employees and pupils. 

 
3 Guidance 

 
3.1 The Estate Manager will be responsible for the implementation of this policy. 
3.2 Welfare 

Suitable and sufficient welfare facilities will be available on school premises, 
including: 

• toilet facilities, including those for the disabled 
• washing facilities 
• facilities for rest and to eat meals; and 

• drinking water 
3.3 Workplace Safety 

• Each area of the School premises classified as a workplace will: 
o have adequate ventilation 
o provide a suitable working temperature 

o be adequately illuminated 
o be kept in a clean condition 
o have adequate access and workspace for the activity 

o have suitable furniture and work station 
o be regularly inspected and assessed 

• Safe access and egress will be maintained in each workplace, including for the 
disabled Provisions will be made to prevent slips, trips and falls and falling objects 

• Accidental falls from height will be guarded against with particular attention 
paid to working at height and work on roofs and balconies. 

• Signs will be displayed where appropriate to warn of risk, these being: 
o prohibition signs, eg no access 

o warning signs, eg danger electricity 
o mandatory signs, eg eye protection must be worn 
o emergency or first aid 

• The school noticeboards will also display: 

o health & safety policy statement 
o HSE Health & Safety Law poster (now issued in leaflet form to all staff) 
o emergency procedures 
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3.4 Abuse, Assault or Violence 
 The school will maintain appropriate physical measures (site and building security) 
 and access control procedures to minimise the risk of violence, abuse or assault 
 on staff, pupils or visitors.  
 The Pupil Behaviour Policy, School Rules, Staff Code of Conduct and the 
  
3.5 Public Safety 
 It is the aim of the school to ensure so far as is reasonably practicable, the health 

 and safety of members of the public who may be affected by our work activities. 

 Where any risk assessments identify risks to the public, appropriate control 

 measures will be implemented. 



GUIDANCE NOTES 

 

 

 

Legal Requirements & Education Standards References: 

A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

(www.isi.net) 
 

B: Health & Safety Executive, Workplace health, safety and welfare - A short 

guide for managers, INDG244 (www.hse.gov.uk) 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook, 
 

D: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

http://www.isi.net/
http://www.hse.gov.uk/
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Manual Handling 
 

1 Scope 
This guidance is applicable to all employees of and workers for the school who 

undertake manual handling activities. 

 
2 Objectives 
2.1 To minimise so far as is reasonably practicable, the need for manual handling 
2.2 To ensure that only individuals who have received training in manual handling 

 undertake such activities 

2.3 Where manual handling is undertaken that it is conducted so that the risk of 

 injury is reduced as far as is reasonably practicable. 

 
3 Guidance 
3.1 Heads of Department (including support departments) will be responsible 

 for the management of manual handling activities within their areas of 

 control. 

3.2 Manual handling is defined as "any transporting or supporting of a load, including 

 the lifting, putting down, pushing, pulling, carrying or moving thereof) by hand or 

 bodily force". In a school environment this may include: 

• Moving furniture around classrooms 
• Moving equipment stored at height 

• Moving items when taking delivery of goods 
• Pushing and pulling trolleys and PE equipment 
• Setting up temporary stages 
• Moving gas cylinders, chemicals etc 

• General movement of workplace equipment 
3.3 Heads of Department will: 

• Consider whether the object needs to be moved at all 
• Where it does need to be moved can this be by automation, eg using a lift truck 

• Where manual handling is necessary ensure that a risk assessment is undertaken 

and any required control measures are implemented.  Ensure that those 

undertaking such tasks have received appropriate training 
3.4 When assessing the risk, the following should be taken into consideration: 

• The task 

• The load 
• The individual 
• The environment 

 All those who undertake manual handling activities must have received 

appropriate training, covering good lifting techniques, which include: 

• Planning the lift 
• Keeping the load close to the waist 
• Adopting a stable position 
• Getting a good hold 

• Not flexing the back any further when lifting 
• Avoiding twisting the back or leaning sideways 
• Keeping their head up 
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• Moving smoothly 
• Putting the load down then adjusting as necessary 
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Legal Requirements & Education Standards References: 

A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

(www.isi.net) 
 

B: Manual handling home page (www.hse.gov.uk) 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook, 
 

D: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 
 

F: Guidelines for Environmental Design in Schools" DCSF Guidance 

http://www.isi.net/
http://www.hse.gov.uk/
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Minibus Safety 
 

1 Scope 
This guidance considers the areas to address when using a minibus as part of activities 

undertaken by the school. 

 
2 Objectives 
2.1 To ensure that there is a suitable vehicle in a satisfactory condition for use. 
2.2 To ensure that those using the vehicle are competent to do so. 
2.3 To ensure that all necessary precautions are taken to ensure the safety of passengers 

and minimise the risk of transmission of infection whilst Coronavirus (COVID-19 
remains prevalent. 

 
3 Guidance 
3.1 The Bursar is the School Safety Co-ordinator and will be responsible for the co-

 ordination of the use of the minibus. The Bursary will maintain a list of those eligible 

 to drive the minibus, and will confirm continued eligibility and fitness to drive on an 

 annual basis 

3.2 The driver of the minibus must have an appropriate and valid driving licence. 

 Points to consider: 

• an individual with a pre 1997 driving licence is automatically deemed to be 
entitled to drive a minibus with up to 16 passengers (until the age of 70) 

• an individual with a post 1997 licence must hold a D1 licence 

• for any non-staff "voluntary" drivers, eg governors, parents checks should be made 

with the insurance company for specific requirements 

•  

training which will be refreshed on a 3-yearly basis. 
3.3 Suitable insurance must be in place 
3.4 The vehicle must be in a satisfactory condition, details to be checked are 

 included at Appendix 1. 

3.5 Consideration should be given to planning the journey, including: 
• route (and availability of map) 

• length of journey and travelling time 
• driving time and driver rest breaks 
• weather conditions 

• more than one driver required? 

3.6  Supervision needs must be assessed and the rules for any passengers, eg 

 wearing of seatbelts, driver not to be distracted. 

3.7 An emergency plan should be in place to include: 
• means of communication 

• dealing with road accidents 
• dealing with illness of a passenger / driver 
• arrangements for dealing with mechanical incidents, eg breakdowns & punctures 

3.8 The driver of the vehicle must complete the log book and report any 

defects on completion of the journey. 

 
 

 



 

GUIDANCE 
NOTES 

 

 

Legal Requirements & Education Standards References: 
 
A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

www.isi.net 

 

B: Management of Health and Safety at Work Regulations 1999 www.hse.gov.uk 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handboo k, 
 

D: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 
 
F: Licensing for Incidental Drivers of the School minibus 

https://www.gov.uk/government/publications/driving-school-minibuses-advice-

for schools- and-local-authorities 

 
G: ROSPA Advice and Guidance on the safe use of minibuses 

http://www.rospa.com/road- safety/advice/drivers/bus-coach-minibus-drivers/ 

 

H.  Coronavirus (COVID-19): safer transport guidance for operators 

https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-

for-operators/coronavirus-covid-19-safer-transport-guidance-for-operators 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.isi.net/
http://www.hse.gov.uk/
https://www.gov.uk/government/publications/driving-school-minibuses-advice-for-schools-and-local-authorities
https://www.gov.uk/government/publications/driving-school-minibuses-advice-for-schools-and-local-authorities
https://www.gov.uk/government/publications/driving-school-minibuses-advice-for-schools-and-local-authorities
https://www.gov.uk/government/publications/driving-school-minibuses-advice-for-schools-and-local-authorities
http://www.rospa.com/road-safety/advice/drivers/bus-coach-minibus-drivers/
http://www.rospa.com/road-safety/advice/drivers/bus-coach-minibus-drivers/
https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-for-operators/coronavirus-covid-19-safer-transport-guidance-for-operators
https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-for-operators/coronavirus-covid-19-safer-transport-guidance-for-operators
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The School Minibus Pre-Drive Checklist 

 
Interior Checks 

1 Mirrors correctly adjusted 

2 Position & function of dashboard 
controls 

3 Driving seat position 

4 Check for pressure on brake pedal 

5 Wipers and washers work correctly 

6 Fuel level and type of fuel 

7 Seat belts are working and 
undamaged 

8 Location of wheel brace and jack 

9 Location of fire extinguisher and first 
aid kit 

10 Change for parking or telephone 

11 Luggage securely stowed with isles 
and exits clear 

12 Driver and front passenger airbags set 
to 'on' 

13 Relevant paperwork is available 
(Insurance, MOT, emergency 

14 A high visibility coat is present 

15 Stocks of antibacterial spray, hand gel 
and paper towel sufficient 

16 Touch points sanitised  

(whilst COVID-19 remains prevalent) 

 

Exterior Checks 

1 Oil level 

2 Coolant level 

3 Windscreen washer fluid level 

4 Brake fluid level 

5 Wiper blades clean and undamaged 

6 Lights including brake, and indicators 
are clean and working 

7 Tyre pressure and tread 

8 Doors open and close properly 

9 Vehicle tax is in date 

10 If fitted, roof rack and load is secure 

11 Touch points sanitised 

(whilst COVID-19 remains prevalent)

COVID-19 PROCEDURES 
 
Whilst restrictions are in place as a result of Coronavirus (Covid -19), all drivers 
(and passengers) are to ensure that hands are sanitised before and after use of 
the vehicle.  In addition, all drivers are to carry out sanitisation of vehicle touch 
points before and after use, using the antibacterial spray and paper towel supplied 
in each vehicle.  Used paper towels are to be disposed of in the plastic sack 
provided.  Antibacterial hand gel will be provided in each vehicle for use by driver 
and passengers. 
 

antibacterial spray, paper towel and antibacterial hand gel in each vehicle will 
also be checked on a daily basis. 
 

and all passengers (over the 
age of 11) are wearing face coverings whenever the vehicle is occupied by more 
than one person. 
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4 Scope 

Safety Instruction and Training 
 

1 Scope 
This guidance applies to the provision of health and safety training within the 
school. 

 
2 Objectives 
2.1 To ensure that all employees (including temporary workers) are adequately 

trained to carry out their role in a safe and healthy manner. 

2.2 To ensure that health & safety training requirements at all levels within the 

school are identified and reviewed. 

2.3 To meet any statutory training requirements for specific activities. 
 

3 Guidance 
3.1 All new employees will be given a health and safety induction briefing by the 

Bursar and Estate Manager and training as appropriate to include:- 

 
• fire precautions and safety procedures; 
• first aid and accident reporting arrangements; 
• general information on health and safety; 

• known hazards in the workplace and the control measures in place; 
• the schools policy and procedures; 
• specific topics relating to that person's role and their place of work, 

including departmental policies and risk assessments 
3.2 Specialist job related training will be conducted / organised as follows: 

• Minibus - Bursar 
• Science related - Head of Science 
• Design and Technology related - Head of D&T 

• Catering and Cleaning  Catering and Domestic Services Manager  
• First Aid - School Nurse 
• Grounds & Maintenance  Estate Manager 

• Any individual requirements for subject / activity specifics - Head of Department / 
Line Manager 

3.3 Refresher training will be given as appropriate to changes within the workplace 

and the role of the individual. 

3.4 Records of training will be made by the training organiser as appropriate and 

passed to the HR Manager to be kept on personnel files. 
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Legal Requirements & Education Standards References: 

A: Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

www.isi.net 
 

B: Health and Safety Executive www.hse.gov.uk 
 

C: Health and Safety at Work" Section H of the ISBA Model Staff Handbook, 
 

D: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 
 

E: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 
 

F: Guidelines for Environmental Design in Schools" DCSF Guidance 
  

http://www.isi.net/
http://www.hse.gov.uk/
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Site and Building Security 
 

1  Scope 

This guidance is applicable to all employees of the school.  

2  Objectives 

2.1  
population (staff, pupils and visitors). is appropriately designed, organised and managed. 

2.2  To ensure that security aspects are properly considered in any planned activities or 
use of facilities. 

2.3   To ensure that security arrangements are appropriately designed, organised, 
managed and reviewed. 

3 Guidance 

3.1   The Bursar or Headmaster will be responsible for the implementation of this policy as 
appropriate. 

3.2    The Headmaster and Heads of Department will consider the safety and security of 
staff, pupils, visitors and school property in their arrangements for all school activities as 
well as in their plans for new activities, procurement of any school equipment or changes 
to the school site.  Considerations include:  

 Exposure to risk from unwanted intruders 

 Physical security of buildings and assets 

 Public site accessibility via the Public Footpath 

 Visitor management procedures 

 Safe supervision of pupils  

 Visibility of and access to valuable/attractive items 

 Lone working procedures 

 Lockdown procedures 

3.3      In practical terms, the Headmaster, Heads of Departments and all staff will: 

 Ensure supervision of pupils at all times on school grounds 
 Ensure visitor management procedures are understood and followed 
 Ensure adherence to building security and alarm protocols 
 Ensure valuable/attractive items are not left visible and insecure 
 Ensure familiarity with lone working and security procedures 
 Ensure familiarity with the lockdown procedures 
 Ensure buildings are not left with insecure doors or open windows 
 Maintain constant vigilance 
 Report any incident, insecurity or loss  and highlight any areas of concern to the 

Bursar 
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 Challenge any unidentified visitor to the school and take appropriate action (escort 
to the School Office) if necessary 

3.4      Where security risks/vulnerabilities are identified, the school will: 

 Raise awareness of security responsibilities and procedures 
 Review security arrangements to identify any potential improvements 
 Put an action plan in place to address any practical improvements identified 

3.5     The School will exercise the l basis and 
will review the procedure and amend as necessary following each exercise. 

3.6     All staff should report any issues of concern to their Line Manager in the first 
instance and should co-operate with any security arrangements that are put into place. 

  

Legal Requirements & Education Standards 

References:  

A:  Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 
(www.isi.net) 

B: Health and Safety at Work" Section H of the ISBA Model Staff Handbook, 

C: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 

D: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

  

  

  

 
  

http://www.isi.net/
file:///C:/%7blocalLink:1669%7d
file:///C:/%7blocalLink:1711%7d
file:///C:/%7blocalLink:1780%7d
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Stress Management  

 

1  Scope 

This guidance is applicable to all employees of the school. Stress is defined as "the 

adverse reaction people have to excessive pressure or other types of demand placed on 

them".   

2  Objectives 

2.1  To ensure that work is appropriately designed, organised and managed. 

2.2   To ensure that the HSE management standards are considered 

2.3   That there are appropriate support mechanisms in place to assist individuals where 

stress related issues have been identified 

3 Guidance 

3.1   The Bursar or Headmaster will be responsible for the implementation of this policy as 

appropriate. 

3.2    The Head Teacher and Heads of Department will consider the HSE management 

standards when looking at workplace management, these are: 

 Demands, including workload, work patterns and the work environment 

 Control,  regarding  how much say the individual has in the way they do their work 

 Support, including encouragement and resources provided by the school 

 Relationships, and the promotion of positive working together with dealing with 

unacceptable behaviour 

 Role, so that people understand their place and purpose within the school 

 Change, and the way in which communication is undertaken 

3.3      In practical terms, the Head Teacher and Heads of Department will: 

 Give constructive feedback to people 

 Consult with staff during periods of change 

 Ensure staff have trained to enable them to do their job 

 Monitor workloads and working hours 

3.4      Where issues of stress are identified, the school will: 

 Raise awareness of support mechanisms available 

 Put an action plan in place to address any issues identified 
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 For return to work instances, monitor any phased return and allow the individual to 

provide feedback 

 Records relating to any identified stress issues will be retained by the Bursar and 

treated as confidential. 

3.5      Employees should report any issues of concern to their Line Manager in the first 

instance and should co-operate with any remedial issues that are put into place. 

  

Legal Requirements & Education Standards 

References:  

A:  Handbook for the Inspection of Schools - The Regulatory Requirements, Part 3 

(www.isi.net) 

B: Health and Safety at Work" Section H of the ISBA Model Staff Handbook, 

C: " Health and Safety and Welfare at Work" Chapter N of the ISBA Bursar's Guide 

D: "Insurance" Chapter K of the Bursar's Guide by HSBC Insurance Brokers Ltd 

  

 

http://www.isi.net/
file:///C:/%7blocalLink:1669%7d
file:///C:/%7blocalLink:1711%7d
file:///C:/%7blocalLink:1780%7d

