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INTRODUCTION 

 

The Charitable Corporation “The Royal Alexandra and Albert School” (“the Foundation”) was 

incorporated in 1949 under the Royal Alexandra and Albert School Act.  The Charity is 

commonly known as the Foundation.  The Board of Management has responsibility for the 

general control and management of the Foundation. 

 

The Governing Body is the body appointed to be responsible for the educational management 

of the School in accordance with various Education Acts.  The Governing Body has delegated 

authority from the Board of Management regarding the management of the boarding facilities 

and pastoral care. 

 

The Board of Management and the Governing Body establish and control such Committees 

as are deemed necessary for the respective management of the Foundation and the School. 

 

This Health and Safety Policy is adopted both by the Board of Management and the 

Governing Body in respect of all activities which take place in the School, the Foundation or 

Gatton Park.  The Board of Management and the Governing Body are referred to throughout 

this document as the Governing Bodies. 

 
Any reference to the School within this document refers both to the School and the 

Foundation. 
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1. STATEMENT OF INTENT 

 
 
 1.1 The Governing Bodies of Royal Alexandra & Albert School recognise that under 

the Health and Safety at Work etc., Act 1974 they have a legal duty to ensure, 
so far as is reasonably practicable, the health, safety and welfare of all their 
employees and that they have certain duties towards pupils, the public and 
people who use the premises of the School from time to time, these duties being 
implicit in the above Act. 

 
 1.2 The Governing Bodies of Royal Alexandra & Albert School accept these duties 

and it will continue to be their policy to promote standards of health, safety and 
welfare that comply fully with the terms and requirements of the above Act, 
Regulations made under that Act and Approved Codes of Practice.  It is 
considered by the Governing Bodies of Royal Alexandra & Albert School that, 
after safeguarding, health and safety is a responsibility at least equal in 
importance to that of any other function of the School. 

 
 1.3 The Governing Bodies of Royal Alexandra & Albert School will take all such 

steps as are reasonably practicable to meet its health and safety objectives, 
which are:- 

 
i. The creation of an Organisational Structure and a positive health and 

safety culture which supports risk control at all levels within the School. 
 

ii. That the School will systematically identify and manage risk as an 
effective approach to injury, ill-health and loss prevention; 

 
iii. To maintain safe and healthy working and places and systems of work 

and to protect all employees, pupils and others including the public in so 
far as they come into contact with foreseeable work hazards; 

 
iv. To provide and maintain a safe and healthy teaching environment for all 

employees and pupils with adequate facilities and arrangements for their 
welfare; 

 
v. To provide and maintain a safe and healthy residential environment for 

those living on site including staff, their families, their visitors and pupils..   
 

vi. To provide all employees and pupils with the information, instruction, 
training and supervision that they require to work safely and efficiently.  
Relevant information will be disseminated to staff as appropriate; 

 
 

vii. To provide a safe environment for all authorised visitors to School 
premises bearing in mind that these visitors may not necessarily be 
attuned to certain aspects of School environments; 
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 1.4 The Governing Bodies of Royal Alexandra & Albert School are committed to 

providing adequate resources to ensure its health and safety objectives and this 
Policy is met. 

 
 1.5 Royal Alexandra & Albert School is conscious of the external environment that 

may be affected by its activities and will pay full regard to the implications of the 
Environmental Protection Act 1990 and, in particular, the Duty of Care as 
regards waste. 

 
 1.6 The Governing Bodies of Royal Alexandra & Albert School are aware that all 

fire standards are now covered by the Regulatory Reform (Fire Safety) Order 
2005 and the Fire Authority have responsibilities for enforcement in all areas of 
the School except those areas which from time to time become construction 
sites. The School will carry out its Fire Risk Assessments according to 
standards laid down in current guidance. 
 

 1.7 The School will provide and maintain written Risk Assessments of the risks to 
the health and safety of its employees whilst they are at work and others who 
may be affected, as required by the Management of Health and Safety at Work 
Regulations 1999. 

 
 
 
 
Signed:  
 
John Billingham    David Frank 
Chair of Board of Governors   Chair of Board of Management 
 

   
 
Date:  12 January 2021      
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2. ORGANISATION & RESPONSIBILITIES 
 
 2.1 THE GOVERNING BODIES 
 
  The Governing Bodies of Royal Alexandra & Albert School:- 
 

i. Accept full responsibility for health and safety within the School. 
 

ii. Formally and publicly accept their collective role in providing health and 
safety leadership within the Organisation. 

 
iii. Require that each Governing Body Member accepts any individual role 

in providing health and safety monitoring within the Organisation. 
 

iv. Will ensure that all their decisions reflect their health and safety 
intentions as articulated in their Statement of Intent. 

 
v. Recognise their role in engaging the active participation of employees in 

improving health and safety. 
 

vi. Recognise their corporate responsibility as employers to ensure, so far 
as is reasonably practicable, that this same safe and healthy 
environment is also provided for pupils and all other people who visit the 
School. 

 
vii. Are committed to ensure that the School operates in accordance with 

current legislation. They are not, however, content to merely conform to 
minimum acceptable standards but are determined to ensure that 
reasonable standards are met. 

 
viii. Will ensure and require that they are kept informed of, and alert to, 

relevant health and safety risk management issues.  
 

ix. Will constantly monitor the effectiveness of the implementation of this 
Policy and will review health and safety performance on a regular basis, 
at least annually. Where found necessary, the Policy and the Procedures 
Manual will be revised.   

 
x. Will ensure that any changes in this Policy will be brought to the attention 

of all employees. 
 

xi. Will ensure that Management Systems provide for effective monitoring 
and reporting of the School’s health and safety performance.  
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2.2 HEADMASTER 
 

 The Headmaster is directly responsible to the Governing Bodies of Royal Alexandra & 
Albert School for the safe functioning of all his School’s activities.  He will: 

 
i. Ensure that the objectives outlined within the School Health & Safety Policy and 

Procedures Manual are fully understood, observed and implemented by 
persons under his control; 

 
ii. Be responsible for ensuring that suitable Risk Assessments are completed 

covering all processes and activities carried out by his School with adequate 
records maintained available for inspection; 

 
iii. Ensure that adequate communication and consultation channels are 

maintained so that information concerning health and safety matters, including 
the results of Risk Assessments which may affect employees, is adequately 
communicated to them; 

 
iv. Ensure that, so far as it is within his control, that adequate funds, materials, 

equipment and human resources are provided to ensure health and safety 
requirements are being met; 

 
v. Ensure that all persons under his control are adequately trained to carry out any 

task required of them in a healthy and safe manner; 
 

vi. Constantly monitor the effectiveness of this Health & Safety Policy and 
Procedures Manual as regards both academic and non-academic work; 

 
vii. Recommend changes to the School’s Health & Safety Policy and Procedures 

Manual in the light of experience; 
 

viii. Chair the Health and Safety Committee and report to the Governing Bodies any 
significant issues raised. 

 
ix. Be responsible for ensuring that the Deputy Heads, Assistant Heads, Heads of 

Department, Housemasters and Housemistresses and Teachers fully 
understand their responsibilities and are given both the time and the 
encouragement to pursue them; 

 
x. As appropriate devolve certain responsibilities to the Foundation Secretary, the 

Director of Studies and others. 
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 2.3  BURSAR AND FOUNDATION SECRETARY 
 
  The Bursar and Foundation Secretary will:  
 

i. Monitor the effectiveness of this Policy and reporting back to the Health 
and Safety Governor and other Governing Bodies of Royal Alexandra & 
Albert School, as appropriate; 

 
ii. Ensure the Health & Safety Governor is informed about any significant 

health and safety failures and the outcome of the investigations into their 
causes; 

 
iii. Monitor overall health and safety within the School; 

 
iv. Recommend changes in the Royal Alexandra & Albert School Health & 

Safety Policy and Procedures Manual in the light of experience; 
 

v. Ensure that all those employees who work for him are fully aware of their 
responsibilities within their own spheres of control; 

 
vi. Ensure that adequate insurances are maintained including Employer’s 

Liability, Public Liability and that the appropriate statutory examinations 
are completed on the School’s behalf. 

 
vii. Be the liaison point with the School’s Health & Safety Consultants; 

 
viii. In a line management function, be responsible for all Foundation 

administrative, maintenance, janitorial and domestic staff; 
 

ix. Establish a system for the reporting back of all accidents, incidents, near-
misses and property damage and investigate accordingly; 

 
x. Liaise with other Senior Managers to ensure they are fulfilling their health 

and safety responsibilities. 
 

xi. As appropriate devolve certain responsibilities to the Estates and Health 
and Safety manager. 
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 2.4 ESTATES AND HEALTH & SAFETY MANAGER 
 
  The Estates and Health & Safety Manager (Estates Bursar) will: 
 

i. Assist the Bursar and Foundation Secretary in ensuring that all 
maintenance contracts involving outside bodies which monitor certain 
aspects of the School’s functions are fully used and kept up-to-date. 

 
ii. Be responsible for the ‘fabric’ of the School’s buildings to ensure that 

they are maintained in a sound and safe condition; 
 

iii. Be responsible for ensuring that fixed electrical installations on School’s 
premises and all portable electrical equipment are subject to appropriate 
periodic inspection and test as determined by the current School policy, 
to demonstrate their ‘maintenance’ under the Electricity at Work 
Regulations 1989. Copies of these inspections and tests will be kept 
readily available by him for inspection; 

 
iv. Be responsible for ensuring that Legionella Risk Assessments of all the 

School’s hot and cold water systems are completed and that the 
necessary management schemes are introduced; 

 
v. Be responsible for ensuring that the School has an ‘Asbestos Survey’ 

completed to determine the presence of asbestos and the subsequent 
implementation of the management programme; 

 
vi. Assist the Bursar and Foundation Secretary in the operation of the 

reporting and investigation function for accidents and incidents. 
 

vii. Assist the Bursar and Foundation Secretary in the selection, monitoring 
and control of contractors; 

 
viii. Be responsible for undertaking the Active Monitoring Inspection 

Programme for the whole School Responsibilities and Common Areas; 
 

ix. Accept the additional responsibilities listed in Part 3 of this Policy which 
are allocated to him. 
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 2.5 FUNCTIONAL MANAGERS 
 
  For the purposes of this Policy and Procedures Manual the term Functional 

Manager includes Deputy Heads, Assistant Heads, Departmental Heads, 
Housemasters and Housemistresses and Domestic Services Manager . These 
Functional Managers are responsible to the Headmaster or the Foundation 
Secretary for ensuring that his/her Department is run according to the standards 
laid out in the School’s Health & Safety Policy and Procedures Manual and other 
appropriate standards which may be set from time-to-time.  They are 
responsible for:- 

 
i. Notifying the Headmaster or Foundation Secretary as appropriate of any 

health and safety matters as required by this Policy; 
 

ii. Ensuring that all Staff working within their department understand the 
practical aspects of this Policy and the various legal requirements that 
apply within their areas of responsibility; 

 
iii. Notifying the Headmaster or Foundation Secretary as appropriate of any 

matters within this field which they feel is beyond their competence to 
deal with; 

 
iv. Reporting to the Foundation Secretary any accidents, incidents, near-

misses or damage for appropriate investigation; 
 

v. In the case of academic staff, ensuring the adequate supervision of 
pupils both inside the School, during normal teaching activities, and also 
on external trips; 

 
vi. Notifying directly to the Estates and Health and Safety Manager any new 

substances that are required to be purchased by their Department in 
order that the Foundation Secretary may implement the required 
COSHH Assessments; 

 
vii. Ensuring that Staff for whom they are responsible co-operate fully with 

any fire practices and other emergencies as specified in the individual 
School Procedures; 

 
viii. Ensuring that the staff that work under them receive appropriate training 

so that they can work safely; 
 

ix. Will be responsible for ensuring that all agreed systems of work are 
followed.  Investigate any type of accident or incident of a type to be 
specified by the Foundation Secretary and report to the Foundation 
Secretary in the agreed format. 
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 2.6 DIRECTOR OF BOARDING 
 
  Apart from their normal functional management role, The Director of Boarding 

will have the following responsibilities: 
 

i. Ensuring that all fire doors are kept closed, this work being undertaken 
by them or a member of House Staff to whom the responsibility is 
delegated but this duty must not be delegated to pupils.  In particular the 
closure of all fire doors must be individually checked prior to lights out; 

 
ii. Make arrangements for night time fire practices at a frequency to be 

agreed by the Health and Safety Committee; 
 

iii. Ensuring that all pupils and sleeping-in domestic staff in the house are 
fully familiar with all fire instructions; 

 
iv. Ensure monitoring all the dormitories to ensure correct use of electrical 

equipment; 
 

v. Ensuring that all electrical equipment in the house has received the 
appropriate PAT test; 

 
vi. Ensuring that all means of escape in case of fire are at all times kept free 

and unobstructed; 
 

vii. Contacting the Estates and Health and Safety Manager if there are any 
problems with the location and allocation of fire extinguishers; 

 
viii. Retain a copy of the House Fire Risk Assessments.  

 
ix. Ensure that water systems in boarding houses are flushed in line with 

the risk assessment schedule.  
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 2.7 EMPLOYEES 
 
  Each and every employee is responsible for ensuring that: - 
 

i. They take reasonable care as regards themselves and other persons 
who may be affected by their acts or omissions and are reminded of their 
duties under the Health and Safety at Work etc Act 1974, Sections 7 & 
8 and the Management of Health & Safety at Work Regulations 1999, 
Regulation 14.  

 
a. Make themselves familiar with risk assessments and safe working 

procedures in their area or work. 
 
b. Ensure they are fully aware of the school’s fire safety and 

emergency policy. 
 

ii. They utilise all Personal Protective Equipment and safety devices that 
are provided by the School’s Management for their protection and co-
operate fully with their Managers when the latter are pursuing their 
responsibilities under the above Act; 

 
iii. They observe all Safety Rules and Regulations, whether statutory or 

school and conform to any Systems of Work that are developed; 
 

iv. They report all accidents, incidents, damage and near-misses or hazard 
situations to their Functional Manager. 
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3. PROCEDURES & ARRANGEMENTS SECTIONS 

 

 It is the School’s intention that in this part of the Policy, the School will outline the policy 
and procedure in relation to a given topic and will as indicated cross reference to the 
detailed local procedures which are available as separate documents. 

  
 
 3.1 School Trips 
 3.2 Work Equipment Safety 
 3.3 General Fire Risks  
 3.4 Science Teaching  
 3.5 First Aid.  
 3.6 COSHH Regulations    
 3.7 Electricity at Work Regulations 
 3.8 Swimming Pools   
 3.9 Use of School Facilities by Members of the Public  
 3.10 Accident Reporting  
 3.11 Control of Legionella  
 3.12 Control of Vibration  
 3.13 Safety of Pressure Systems  
 3.14 Management of Contractors  
 3.15 Noise  
 3.16 Display Screen Equipment  
 3.17 Manual Handling  
 3.18 Personal Protective Equipment  
 3.19 General Risk Assessments   
          3.20 Training                                                                                                      
 3.21 Use of School Transport  
 3.22 Asbestos Management   
 3.23 Design & Technology Teaching  
 3.24 Physical Education 
 3.25 Site Transport  
 3.26 Work at Heights  
 3.27 Slips and Trips  
 3.28 Lone Working 
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3.1 SCHOOL TRIPS  
 

3.1.1 All school trips will be planned, risk assessed and approved in 
accordance with the specific Offsite Trips Policy document and 
Evolve On-line planning system.  

 
3.1.2 In line with the above policy all staff will only undertake planning 

and   assessment for an offsite trip after initial approval has been 
granted through the Evolve system. 

 
 
3.2 WORK EQUIPMENT SAFETY  
 

3.2.1 The School will ensure that all work equipment brought onto the 
School site will be purchased in accordance with internal 
procedures and that the following will be undertaken 

 
 A full risk assessment will be completed for work equipment 

with any significant hazards.  
 

 The work equipment will only be connected to a power 
supply and used as and when all relevant staff have been 
trained.  

 
 The work equipment will be checked for compliance to all 

relevant standards in subsequent years and the risk 
assessment reviewed.  

. 

 

3.3 FIRE SAFETY AND EVACUATION.  
 

 3.3.1 The School has in place a Fire Safety and Evacuation procedure. 
This procedure will be reviewed and updated on an annual basis 
to ensure it remains valid. The procedure will be made available 
to all staff and all staff given suitable training and instruction in 
relation to fire evacuation and fire prevention. 

 
 3.3.2 The school will ensure suitable and sufficient fire risk 

assessments are completed for all the main buildings on site in 
accordance with the requirements of the Regulatory Reform (Fire 
Safety) Order 2005. The fire risk assessments will be reviewed on 
an annual basis to ensure they remain valid.  

 
 

 3.3.3 The School will ensure that there are regular fire drills and that all 
fire alarms are tested and maintained in accordance with current 
guidance. The schedule for fire drills and equipment testing and 
maintenance is outlined in the Fire Safety and Evacuation 
Procedure referred to in 3.3.1 above.  
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3.4 SCIENCE TEACHING  

 

 3.4.1 It is the responsibility of the Head of Science to ensure that suitable 
policies, procedures and risk assessments are in place to cover 
the activities undertaken within the Department. The policies and 
risk assessments will include safe use and storage of hazardous 
substances, the safe storage and use of radioactive substances 
and general laboratory safety. The Head of Science will also 
ensure that all staff have been provided with suitable and relevant 
training in relation to the above. 

 
 
 
3.5 FIRST AID  
 
 3.5.1 The School will make adequate provision for First Aiders and First 

Aid equipment. The Head of the Medical Centre is 

responsible for ensuring that the following takes place: 

 
i) There are an adequate number of appointed First Aiders 

and that a list of these trained and appointed persons is 
maintained available for inspection and is displayed.   

 
ii) An adequate number of First Aid Boxes is maintained, their 

locations are known by Staff and a list of them and their 
locations is maintained and displayed. 
 

iii) A nominated person will be identified who will be 
responsible for ensuring that First Aid Boxes meet 
established statutory requirements and that these are 
checked against the standard Assessment attached at an 
appropriate frequency and re-stocked as necessary 

 
 
 
3.6 COSHH REGULATIONS.  
 
 3.6.1 The School will take all necessary steps to comply with the 

COSHH Regulations 2002, as amended. 
 
 3.6.2 The School recognises that substances to which the Regulations 

apply will be used in Science, Art, Design & Technology, Offices, 
Maintenance, Cleaning, in the Swimming Pool and by the 
Grounds staff.   
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 3.6.3 The Head of each of the above departments is responsible for 

identifying any hazardous substance in use and ensuring the 
following is observed: 

 
i. Compile an inventory of hazardous substances. Obtain hazard 

data sheets for each substance (This does not include Science, 
see later) and assess the risks from using those substances. 
Steps need to be taken to ensure the correct protective measures 
are being followed for both storage and use. The correct PPE 
should be available. 

 
ii. Where Local Exhaust Ventilation Systems are provided, e.g. 

Fume Cupboards in Science Departments, extraction systems in 
Design & Technology Departments; then the Estates and Health 
and Safety Manager is responsible for ensuring that the required 
statutory thorough examination and tests are carried out by 
appropriately qualified Competent Persons and that records of 
these are kept readily available for inspection within that 
Department at all times. In addition, each Department, where 
such engineering Control Measures are provided, will be 
responsible for nominating a member of Staff for completing 
weekly visual inspections of these systems;  
 

iii. The Heads of Department will be responsible for arranging for all 
exposed persons to be informed, instructed and trained in the 
health hazards of the substances to which they may be exposed, 
the precautionary Control Measures they are expected to observe 
and the actions to be taken in the event of a foreseeable incident, 
e.g. first aid, spillage, etc. Records of this information, instruction 
and training must be kept available for inspection  
 

iv. In Addition: The Head of Science is responsible for ensuring all 
hazardous substances within the department are safely stored 
and used. The Head of Science will make use of all guidance 
available from CLEAPSS and other recognised teaching bodies 
to achieve this. 

 
 
 

3.7 ELECTRICITY AT WORK REGULATIONS  
  

3.7.1 The School will ensure that fixed electrical installations are 
inspected and tested by a competent person at least every 5 
years. The Estates and Health and Safety Manager is responsible 
for ensuring that this takes place on a ‘rolling programme’, that 
records, e.g. NICEIC Certificates, are kept available for inspection 
and that where deficiencies have been identified by the competent 
electricians, that these are resolved within appropriate timescales 
commensurate with the priority code assigned by the electricians. 
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3.7.2 The Estates and Health and Safety Manager will be responsible 
for preparing an inventory of all portable electrical appliances 
used in the School and this equipment is routinely inspected and 
tested and an appropriate register kept.  The School also requires 
that all such apparatus is visually inspected at the start of each 
term and any defects rectified. Where pupils or Staff bring mains 
operated electrical equipment on to the School premises it must 
be inspected and tested before being used. 

 
 

3.7.3 The School requires that any temporary systems e.g. stage 
lighting and control gear are inspected and tested by a competent 
person every year.  In addition, the School must ensure that fixed 
stage electrical installations are inspected and tested annually by 
a competent person, and following any changes, before being 
energised.  

 
 
 
3.8 SWIMMING POOL  
 

3.8.1 The School will ensure that a Normal Operating Procedure 
(NOP) is in place for the operation and maintenance of the 
Swimming Pool. This NOP will be reviewed periodically to 
ensure it remains suitable and sufficient and follows best 
practices as outlined by the Health and Safety Executive and 
any other relevant guidance. 

 
3.8.2 The School will ensure that a suitable Emergency Action Plan 

(EAP) is in place for the operation and maintenance of the 
Swimming Pool. The EAP will outline the procedures for all 
foreseeable emergency events and the protocols in place for 
staff and pool users.  

3.8.3 Both the NOP and EAP will be issued to all supervisory staff and 
regular exercises will be held to ensure all staff are up to date 
with these policies and procedures and access to the facilities is 
strictly controlled. 

 
 
 
3.9 USE OF SCHOOL FACILITIES BY MEMBERS OF THE PUBLIC  

 
3.9.1 The School will ensure that all members of the public using the 

facilities of the School will be given sufficient information in order 
to allow them to avoid any reasonably foreseeable risks to their 
Health and Safety. The School has in place contracts for hiring 
facilities which includes details of health and safety protocols for 
the use of such facilities.  
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3.10 ACCIDENT AND INCIDENT RECORDING, REPORTING & 

INVESTIGATION  

 
 3.10.1 The School recognises that it is both a statutory requirement to 

report and notify   certain accidents, diseases and dangerous 
occurrences and that incident data is a valuable tool in determining 
Objectives and Targets. The School has in place an accident 
recording and reporting procedure to ensure all accidents and 
incidents are recorded and where necessary thoroughly 
investigated. 

 
 3.10.2  The Bursar and Foundation Secretary will review all accident 

reports that are completed and take steps to report any that fall 
under the requirements of the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 2013. 

 
 3.10.3  The School will request assistance for the investigation of more 

serious incidents from the appointed Health and Safety 
Consultants. 

 
 
 
3.11 CONTROL OF LEGIONELLA  
 
 3.11.1 The School operates a number of hot and cold water systems 

where there is a foreseeable risk of Legionella and which 
therefore requires control. 

 
 3.11.2 The School will do all that is necessary to fulfil the requirements 

of the Approved Code of Practice by identifying and assessing 
sources of risk, preparing a scheme for preventing or controlling 
the risk, implementing and managing precautions and keeping 
appropriate records of precautions implemented.  

 
 3.11.3 The School will ensure that the following regime of routine 

inspection and maintenance will be established for the plant: 
 
  (a) Water temperatures at calorifiers will be checked monthly; 
  (b) Water temperatures at taps after one minute running will 

be checked annually; 
  (c) Conditions in tanks for the presence of organic materials, 

vermin etc annually; 
  (d) Conditions in calorifiers for organic materials and undue 

build-up of scale, annually; 
  (e) The condition of accessible pipe work and insulation 

annually 
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3.11.4   The system will be cleaned and disinfected if a routine inspection shows 
it to be necessary, if the system or part of it has been substantially 
altered or entered for maintenance purposes, or following an outbreak 
or suspected outbreak of Legionella. 

 
3.11.5 The following records will be kept: 
 

 (a) A simple description and plan of the systems identifying 
storage and header tanks, calorifiers and relevant items of 
plant; 

 (b) Details of the risk assessment; 
 (c) Details of system operation relevant to controlling the risk, 

and the precautions to be implemented; 
 (d) Procedures for inspecting and checking the systems; 
 (e) Details of precautions carried out. 

 
 
 
3.12 CONTROL OF VIBRATION  
 

 3.12.1 The School will identify any areas and equipment where Vibration 
from work equipment could be a potential risk to the operator’s 
health. The School will make use of the Risk Calculation Tools 
available on the HSE website to establish the degree of risk and 
will follow the suggested advice to reduce any significant risk 
factors identified.  

 
 
 
3.13 SAFETY OF PRESSURE SYSTEMS  
 
 3.13.1 The School has only a small number of pressure vessels on site 

all of which will be subject to statutory examination as required 
by the relevant regulations. Suitable documentation will be 
maintained by the Estates Department. 

 
 
 
3.14 MANAGEMENT OF CONTRACTORS  
 
 3.14.1 The School has in place suitable procedures for the 

management of contractors who undertake any work activities 
on the School site. Those procedures include the following:  

  
i) The approval of contractors before being permitted to 

work on site. This includes checks on their competence, 
availability of relevant insurances and completion of risk 
assessments for work to be undertaken and the issuing 
of the School Rules for Contractors. 
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ii) A signing in system where site information including fire 
safety is passed to them. 

iii) On site monitoring. The Estates Department will 
periodically undertake inspections of contractors’ work 
areas to ensure they are adhering to their own risk 
assessments and method statements.  
 
 

 
3.15  CONTROL OF NOISE  
 
 3.15.1 The School will identify any areas and equipment where Noise 

from work equipment could be a potential risk to the operator’s 
health. The School will make use of the Risk Calculation Tools 
available on the HSE website to establish the degree of risk and 
will follow the suggested advice to reduce any significant risk 
factors identified.  

  
 
 
3.16 DISPLAY SCREEN EQUIPMENT  
 
 3.16.1 It is the policy of the School to comply with the Health and Safety 

(Display Screen Equipment) Regulations 1992 utilising the 
guidance given in Booklet L26. 

 
 3.16.2 The School will carry out a suitable and sufficient analysis of all 

workstations to assess the health and safety risks to exposed 
persons.  The completion of these Assessments will be co-
ordinated by the Estates and Health and Safety Manager. 

  
 3.16.3 The School will arrange for appropriate eye and eyesight tests 

to be carried out on “users” by a Competent Person, on request, 
and at appropriate regular intervals as recommended by the 
Competent Person. 

 
 3.16.4 All “users” will be informed of appropriate workstation analysis 

assessments, the arrangements for work interruption, where 
necessary, and be trained in the use of their workstation. 

 
 
 
3.17 MANUAL HANDLING  
 
 3.17.1 It is the policy of the School to comply with the Manual Handling 

Operations Regulations 1992 utilising the guidance given in 
HSE publication L23. 

 
 3.17.2 In particular, the School will:- 
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  i) Avoid the need, so far as is reasonably practicable, for 
employees to undertake any manual handling operation 
which involves a risk of injury. 

 
  ii) Take appropriate steps to reduce the risk of manual 

handling operation injury to the lowest level reasonably 
practicable.  

 
  (iii) Provide suitable training to staff to ensure staff can move 

items safely and provide suitable lifting aids such as 
trolleys and sack trucks. 

 
 
 
3.18 PERSONAL PROTECTIVE EQUIPMENT  
 
 3.18.1 The School will ensure that the requirements for PPE are 

identified in the departmental and whole School risk 
assessments and that suitable PPE is made available for staff 
to use. 

 
 3.18.2 All Personal Protective Equipment will be maintained and 

accommodation provided for it when it is not in use. 
 
 3.18.3 Employees will be informed, instructed and trained on the risks 

which the Personal Protective Equipment will avoid, or limit; the 
purpose and manner in which the equipment is to be used and 
action they need to take to ensure it remains in good repair and 
efficient working order. 

 
 
 
3.19 GENERAL RISK ASSESSMENTS   
 
 3.19.1 It is the policy of the School to comply with Regulation 3 of the 

Management of Health and Safety at Work Regulations 1999 
and its Approved Code of Practice. 

 
 
 3.19.2 The School will make a suitable and sufficient Assessment of 

the risks to health and safety of its employees whilst they are at 
work, to identify the preventive and protective measures 
necessary to comply with the requirements of relevant statutory 
provisions. It will be the responsibility of the relevant Head of 
Department or Manager to complete risk assessments for their 
department. The School will utilise the format for risk 
assessment as outlined on the HSE website. 
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 3.19.3 Risk Assessments will be periodically reviewed by the relevant 
Head of Department or Manager to ensure they remain valid. 

 
 
 
3.20 TRAINING  
 
 3.20.1 The School will comply with the Health and Safety at Work Act 

1974 and Management of Health and Safety at Work 
Regulations 1999 with respect to training. 

 
 3.20.2 Before entrusting any task to an employee the School will take 

into account their capabilities as regards health and safety to 
ensure the work demands do not exceed their ability to do the 
work without risk to themselves or others. 

 
 3.20.3 The School will provide employees with health and safety 

training:- 
 
  a) On recruitment. Induction training will give general health 

and safety training on the risks associated with the 
School’s undertaking, including arrangements for first aid, 
fire and evacuation; 

 
  b) On their being exposed to new or increased risks due to 

transfer or change of responsibilities or due to the 
introduction of new or changed work equipment or 
technology; 

 
  c) Periodically as refresher training, as appropriate. 
 
 3.20.4 Records will be maintained of all training that has been given.  

The person responsible for co-ordination of training on the 
School’s behalf is the Health and Safety Committee. 

 
 
 
3.21 USE OF SCHOOL MINIBUSES  
 
 
 3.21.1 The School has in place a suitable policy for the management 

and use of the Minibuses. This policy will be reviewed 
periodically to ensure it reflects current legislation and guidance 
in relation to the use and maintenance of minibuses.  
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3.22 ASBESTOS MANAGEMENT  
 
  
 3.22.1 The School accepts that it is the Duty Holder under these 

Regulations and it has to carry out a suitable and sufficient 
Assessment as to whether asbestos is or is liable to be present 
in school premises. 

 
 3.22.2 The Survey Guide HSG264 has replaced MDHS100.  There are 

only now two types of Survey: 
 

 A Management Survey which is the standard Survey 
 A Refurbishment/Demolition Survey.  
 
The above guide will have to be consulted prior to the school 
obtaining quotations for this type of work. 
 

 
 3.22.3 As a result of that survey the School will prepare a written plan 

which identifies the parts of the School affected by asbestos and 
specifies the measures that will be taken to manage the 
identified risks.  

 
 3.22.4 Reference will be made to the Approved Code of Practice and 

Guidance entitled The Management of Asbestos in Non-
Domestic Premises L127.  

 
 
 
 3.23 DESIGN & TECHNOLOGY TEACHING    
  
 
 3.23.1 It is the responsibility of the Head of Design and Technology to 

prepare their own ‘Department-specific’ Health & Safety Policy 
which clearly defines the Organisational Responsibilities within 
the Department and the Arrangements and Procedures in place 
for ensuring its safe and healthy operation; 

 
 3.23.2 In particular, the School requires that Head of Department to:- 
 

i. Prepare their own ‘Department-specific’ Health & Safety 
Policy which clearly defines the Organisational 
Responsibilities within the Department and the 
Arrangements and Procedures in place for ensuring its 
safe and healthy operation; 

 
ii. Ensure they have a copy of BS4163:2014, which must 

be kept available for inspection, and can formally 
demonstrate they have reviewed the best practice 
recommendations it makes against the particular layout, 
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equipment, processes, etc within their Department and 
the preventative and protective measures they have 
consequently implemented; 

 
iii. Ensure that all teaching and auxiliary Staff are trained in 

the safe use of equipment, machinery and processes.  
 

 
 
3.24 PHYSICAL EDUCATION 
 
 3.24.1 It is the responsibility of the Head of Physical Education to 

ensure the following: 
  

i. Prepare their own ‘Department-specific’ Health & Safety 
Policy/Code of safe practice which clearly defines the 
Organisational Responsibilities within the Department and 
the Arrangements and Procedures in place for ensuring its 
safe and healthy operation; 

 
ii. Ensure they have a copy of the most current version of the 

BAALPE publication, which is kept readily available for 
inspection, and can formally demonstrate they have 
reviewed the recommendations it makes against the 
particular layout, equipment, environment, activities, etc 
within the sphere of control of their Department and the 
preventative and protective measures they have 
consequently implemented. 

iii.  Ensure that all teaching, and if appropriate auxiliary staff, 
are competent and appropriately trained, experienced and 
qualified for the activities they teach and undertake and that 
the qualifications and training meet standards approved by 
DfES. Where the qualification issuing body specifies a 
periodic revalidation, this must be met; 

 
 
 
3.25 VEHICLE ARRIVALS AND DEPARTURES  
 
 3.25.1 The School recognises that transport movements on site pose a 

significant risk to the health and safety to pedestrians on site. 
The School will ensure that a suitable risk assessment is 
completed covering Pedestrian and Transport Hazards and will 
develop a transport and pedestrian plan. The aim of the plan is 
to restrict transport movements on site as far as is reasonably 
practicable but to also ensure pedestrians and vehicles can 
circulate safely.  
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3.26 WORK AT HEIGHT   
 

 3.26.1   A risk assessment will be completed to identify regular work at 
height and steps taken to ensure it can be completed safely. 

 
            3.26.2 Falls could occur in the following circumstances: 
 

i. Falls from a temporary working position on building 
maintenance; 

ii. Work on roofs; 
iii. High level work in the School Theatre 
iv. Tree surgery. 

 
 3.26.3 The School will ensure that all relevant staff are trained to use 

ladders, tower scaffolds and any other access equipment. 
 

i. A separate work at height risk assessment will be 
completed for theatre activities. 

ii. Separate risk assessments will be completed for Estates 
activities and for Grounds and Park work. 
 

 
 
3.27 SLIPS AND TRIPS 
 

 3.27.1   The School recognises that slips and trips can be a significant 
cause of accidents in the workplace. The School will ensure the 
following; 

 
i. Regular inspections will be undertaken of access routes 

internally and externally.  
ii. Heads of Department and Heads of House are 

responsible for housekeeping in their areas.  
iii. Suitable storage will be provided as required for pupils’ 

bags which currently includes Boarding house locker 
rooms  

iv. A system is in place for staff to report defects to paths and 
corridors.  
 

 
 
3.28 LONE WORKING 

 
3.28.1  Staff are required to work alone in circumstances including: 
 

 Cleaners in buildings early and late in the day 
 Work in remote areas of the school in grounds and parks 
 Maintenance Activities 
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3.28.2 The School recognises that lone workers may be exposed to 
hazards common to working under supervision and that in 
addition the following risks may be exacerbated: 

 
 violence including abuse, threats and assault 
 traffic accidents 
 suffering ill-health or accident in situations where it is difficult 

to alert colleagues or emergency services 
 
3.28.3   With the cooperation of employees a hierarchy of controls will 

be implemented to reduce the risk of ill health and injury. The 
following illustrates some common preventative measures: 

 
 arranging for accompanied work where there is a 

foreseeable risk to the lone worker 
 contact between the lone workers and back-up support staff 

to be maintained using two radios and mobile phones.  
 appropriate lone working aids will be provided and 

maintained to minimise risk 
 Lone worker cards are available to all staff and issued to 

those who, on occasion, work alone as part of their work 
commitment 


