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INTRODUCTION 

 

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

incorporated as an Educational Charity 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 
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:- 

 
  1.3.1 the creation of an Organisational Structure and a positive health and 

safety culture which supports risk control at all levels within the 
School, particularly at Senior Management level; 

 
  1.3.2 that the School will systematically identify and manage risk as an 

effective approach to injury, ill-health and loss prevention; 
 
  1.3.3 to maintain safe and healthy working 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; 

 
  1.3.4 to provide and maintain a safe and healthy teaching environment for 

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

 
  1.3.5 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; 

 
  1.3.6 to develop an understanding of risk control and safety awareness 

amongst all employees and pupils and, as a result of this, create 
individual responsibility for health and safety at all levels and be 
responsive to internal and external change; 

 
  1.3.7 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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  1.3.8 to control effectively the activity of all outside contractors when on 

School premises.  It is the intention of the Governing Bodies of Royal 
Alexandra & Albert School that, apart from routine supervision and 
control of contractors, this aim will be achieved in part by demanding 
copies of contractors’ Safety Policies at the Tender stage, where 
appropriate; 

 
  1.3.9 to encourage full and effective two-way consultation on health and 

safety matters by utilising the management structure of the School 
and the committees already existing; 

 
  1.3.10 to use health and safety to preserve and develop human and 

physical resources and hence contribute to the School’s 
performance; 

 
  1.3.11 to ensure that this Policy is used as a practical working document 

and that its contents are publicised fully; 
 
  1.3.12 to constantly scrutinise and review performance and the details of 

this Policy so that the School learn from experience and keep in line 
with changes in current legislation; 

 
  1.3.13 the setting of annual Objectives and Targets and the periodic 

monitoring of the School’s performance against these. 
 
 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 two documents:  
 
1.6.1 Fire Safety Risk Assessment – Educational Premises (ISBN 9781 85112 
8198) 
 
1.6.2 Fire Safety Risk Assessment – Sleeping Accommodation (ISBN 9781 
85112, 8174) 

 
 1.7 Due note is taken of the HSE’s publication HSG65 entitled “Successful Health 

& Safety Management”. 
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 1.8 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. 

 
 1.9 The Governing Bodies of Royal Alexandra & Albert School recognise that the 

DfE has withdrawn “Health and Safety for pupils on Education visits, following 
the Young report. The School will follow the National Guidance for the 
management of outdoor learning, off site visits and learning outside the 
classroom (‘National Guidance’).   

 
 1.10 The Governing Bodies of Royal Alexandra & Albert School consider that this 

Health & Safety Policy is an integral element of the overall School’s Business 
Plan and other resource policies. 

 
 1.11 The Governing Bodies of Royal Alexandra & Albert School have appointed 

Owen David Risk Management Limited of Market Drayton as one of its 
Competent Persons to provide the necessary legal, technical and practical 
health and safety assistance and information and also to provide an 
independent monitoring service of the activities of the School. 

 
 1.12 It is the intention of the School that the health and safety responsibilities listed 

in Part 2 will be referred to in the relevant Job Descriptions and subsequent 
Contacts of Employment, where appropriate. 

 
 1.13 The Governing Bodies are aware of the contents of the Corporate Manslaughter 

and Corporate Homicide Act 2007 and intends that the implementation of this 
Policy and its systems will ensure that all relevant Duties of Care owed by the 
Governing Bodies in the field of Health and Safety will be fulfilled. 

 
 1.14 Any reference in this document to the words “he, him, his” should equally be 

taken to refer to the female equivalent.  Any reference to School may also be 
taken to be a reference to The Foundation. 

 
 1.15 This Policy will be brought to the attention of all employees and reviewed at 

least annually and revised as necessary. 
 
 

  
 
 
Signed: David Frank   William Gillen  
             Chairman, Board of Management     Chairman, Governing Body   
 
 

Date:  
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2. ORGANISATION & RESPONSIBILITIES 
 
 2.1 THE GOVERNING BODIES 
 
  The Governing Bodies of Royal Alexandra & Albert School:- 
 
  2.1.1 accept full responsibility for health and safety within the School. 
 
  2.1.2 formally and publicly accept their collective role in providing health 

and safety leadership within the Organisation. 
 
  2.1.3 requires that each Governing Body Member accepts his individual 

role in providing health and safety leadership within the Organisation. 
 
  2.1.4 will ensure that all their decisions reflect their health and safety 

intentions as articulated in their Statement of Intent. 
 
  2.1.5 recognise their role in engaging the active participation of employees 

in improving health and safety. 
 
  2.1.6 consider that one of their primary objectives is to provide the best 

possible safe and healthy working conditions for employees and to 
ensure that their work does not adversely affect the health and safety 
of other people. 

 
  2.1.7 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. 

 
  2.1.8 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. 

 
  2.1.9 will ensure and require that they are kept informed of, and alert to, 

relevant health and safety risk management issues.  
 
  2.1.10 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.   

 
  2.1.11 will ensure that any changes in this Policy will be brought to the 

attention of all employees. 
 
  2.1.12 will ensure that Management Systems provide for effective 

monitoring and reporting of the School’s health and safety 
performance.  
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  2.1.13 will require the Foundation Secretary to set annual Objectives and 
Targets in line with 1.3.13. 

 
  2.1.14 will appoint one of its numbers to be the ‘Health and Safety Governor’ 

but clearly acknowledge that this role does not detract either from the 
responsibilities of either of the Governing Bodies. 
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2.2 HEALTH AND SAFETY GOVERNOR 
 
  The Health and Safety Governor of Royal Alexandra & Albert School is 

responsible for:- 
 
  2.2.1 providing strong leadership in delivering effective health and safety 

risk control and being committed to continuous improvement in 
health and safety performance; 

 
  2.2.2 ensuring that all Governing Bodies’ actions and decisions always 

comply with the objectives within the School’s Health & Safety Policy 
Statement of Intent; 

 
  2.2.3 ensuring that the health and safety ramifications of investment in new 

plant, premises, processes or products are taken into account as 
decisions are made; 

 
  2.2.4 ensuring that the School only does business with organisations 

which, in themselves, deliver effective health and safety risk 
management; 

 
  2.2.5 actively promoting and supporting employee involvement and 

consultation, encouraging employees at all levels to become actively 
involved in all aspects of the School’s health and safety management 
system; 

 
  2.2.6 ensuring that the School’s Health & Safety Policy’s Statement of 

Intent reflects current priorities; 
 
  2.2.7 ensuring that other Governing Bodies are kept informed about any 

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

 
  2.2.8 ensuring that there are effective arrangements in place for planning, 

organising, controlling, monitoring and reviewing preventive and 
protective measures; 

     
  2.2.9 ensuring that the School appoints one or more competent persons 

to help the School undertake the measures needed to comply with 
health and safety law. 

 
  2.2.10 being the Chairman of the School’s Health & Safety Committee. 
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2.3 ROYAL ALEXANDRA & ALBERT HEALTH & SAFETY COMMITTEE 
 
 Objectives and Terms of Reference 
 
 2.3.1 The objective of the Health and Safety Committee is to monitor and review 

measures taken to ensure a continuing improvement in health and safety 
performance for all staff, employees and pupils affected by school activities.  
The operation of this Committee will help the School comply with the Health 
and Safety (Consultation) Regulations 1996. 

 
 2.3.2 The Terms of Reference of the Health and Safety Committee are: 
 
  2.3.2.1 to promote co-operation on all aspects of health and safety. 
 
  2.3.2.2 to agree the adequacy of existing health and safety 

arrangements. 
 
  2.3.2.3 to be actively involved in the production of local H&S 

management systems, risk assessments and documents. 
 
  2.3.2.4 to monitor and review general H&S performance, in particular, 

accidents, incidents, notifiable diseases, audit and inspection 
reports, H&S training programmes, risk assessments. 

 
  2.3.2.5 to promote co-operation and co-ordination with contractors. 
 
  2.3.2.6 to consider future strategy for Health and Safety within the 

School. 
 
  2.3.2.7 to receive the results of the Active Monitoring Inspection 

Programme and consider the implications for the School. 
 
  2.3.2.8 to make recommendations to the Headmaster and the Governing 

Bodies. 
 
 2.3.3 The Health and Safety Committee will comprise the Health and Safety 

Governor, the Foundation Secretary, the Estates and Health and Safety 
Manager, the Deputy Head Pastoral & Boarding and the Health Centre 
Manager. 

  
 2.3.4 Whilst the Foundation Secretary will table issues from investigation reports, 

it is intended that the Committee will focus on broad issues and general 
matters of performance and policy.   

 
 2.3.5 The Committee will meet once per term. 
 
 2.3.6 Minutes will be subject to formal agreement by the following meeting and will 

record all decisions, agreements, recommendations and actions.  Agreed 
minutes will be posted electronically to the Headmaster and to the Health 
and Safety Governor. 

 
 2.3.7 The Health and Safety Committee will report to the Governing Bodies.  
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2.4 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: 

 
  2.4.1 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; 

 
  2.4.2 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; 

 
  2.4.3 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; 

 
  2.4.4 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; 

 
  2.4.5 ensure that all persons under his control are adequately trained to 

carry out any task required of them in a healthy and safe manner; 
    
  2.4.6 constantly monitor the effectiveness of this Health & Safety Policy 

and Procedures Manual as regards both academic and non-
academic work; 

 
  2.4.7 recommend changes to the School’s Health & Safety Policy and 

Procedures Manual in the light of experience; 
 
  2.4.8 ensure the co-operation of all Staff at all levels as regards working to 

this Policy and Procedures Manual; 
 
  2.4.9 be responsible for ensuring that the Assistant Heads, Heads of 

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

 
  2.4.10 take steps to ensure that any changes in curriculum are considered 

for their health and safety implications. 
 
  2.4.11 ensure he implements the School’s requirements with respect to Fire 

Matters. 
 
  2.4.12  as appropriate devolve certain responsibilities to the Foundation 

Secretary, the Director of Studies and others. 
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 2.5 FOUNDATION SECRETARY 
 
  The Foundation Secretary will:  
 
  2.5.1 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; 

 
  2.5.2 ensure the Health & Safety Governor is informed about any 

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

 
  2.5.3 monitor overall health and safety within the School; 
 
  2.5.4 recommend changes in the Royal Alexandra & Albert School Health 

& Safety Policy and Procedures Manual in the light of experience; 
 
  2.5.5 ensure that all those employees who work for him are fully aware of 

their responsibilities within their own spheres of control; 
 

2.5.6 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. 

 
  2.5.7 be the liaison point with the School’s Health & Safety Consultants; 
 

2.5.8 in a line management function be responsible for all administrative, 
maintenance, janitorial and domestic staff; 

 
  2.5.9 be responsible for contracts with and work allocation for the School’s 

external Health and Safety Consultants. 
 
  2.5.10 be appointed as the nominated Health and Safety Officer having 

responsibility for obtaining, interpreting and disseminating all 
relevant health and safety information via the normal line 
management structure; 

 
  2.5.11 be responsible for co-ordinating the School’s preparation of 

statutorily required risk assessments, manual handling 
assessments, personal protective equipment assessments and 
display screen equipment work station assessments; 

 
  2.5.12 be responsible for preparing the School’s Active Monitoring 

Inspection Programme; 
 
  2.5.13 be responsible for ensuring that all maintenance contracts involving 

outside bodies which monitor certain aspects of the School functions 
are fully used and kept up-to-date; 

 
  2.5.14 where individual employees in the various domestic functions listed 

above are given posts of intermediate responsibility, identify those 
posts in this Policy and ensure that those individuals are given the 
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necessary instruction, responsibility and encouragement to carry out 
the functions that they have been given; 

 
  2.5.15 report on health and safety matters to the Health and Safety Sub-

Committee including the results of the term’s Active Monitoring 
Inspection Programme; 

 
  2.5.16 establish a system for the reporting back of all accidents, incidents, 

near-misses and property damage and investigate accordingly; 
 
  2.5.17 establish a system whereby all substances new to the School are 

provided with a COSHH Assessment before they are brought into 
use; 

 
  2.5.18 be responsible for liaising with outside bodies who may from time-to-

time use the facilities of the School and ensure that appropriate 
action is taken both to ensure these bodies have sufficient 
knowledge of the procedures and that the School is appropriately 
indemnified; 

 
  2.5.19 be responsible for the selection of outside maintenance contractors 

and the monitoring of all their activities on the School premises; 
 
  2.5.20 arrange that some of these responsibilities on a day-to-day basis will 

be devolved to the Estates and Health and Safety Manager. 
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 2.6 ESTATES AND HEALTH AND SAFETY MANAGER 
 
  The Estates and Health and Safety Manager will: 
 
  2.6.1 assist the 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. Examples 
include boiler maintenance, fire alarms, emergency lighting, etc; 

 
  2.6.2 be responsible for the ‘fabric’ of the School’s buildings to ensure that 

they are maintained in a sound and safe condition; 
 
  2.6.3 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; 

 
  2.6.4 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; 

 
  2.6.5 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; 

 
  2.6.6 assist the Foundation Secretary in the operation of the reporting and 

investigation function listed in paragraph 2.5.16; 
 
  2.6.7 assist the Foundation Secretary in the selection monitoring and 

control of contractors; 
 
  2.6.8 be responsible for undertaking the Active Monitoring Inspection 

Programme for the whole School Responsibilities and Common 
Areas; 

  
  2.6.9 accept the additional responsibilities listed in Part 3 of this Policy 

which are allocated to him. 
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 2.7 FUNCTIONAL MANAGERS 
 
  For the purposes of this Policy and Procedures Manual the term Functional 

Manager includes Assistant Heads, Departmental Heads, Housemasters and 
Housemistresses, Estates and Health and Safety Manager and Housekeeper. 
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:- 

 
  2.7.1 notifying the Headmaster or Foundation Secretary as appropriate of 

any health and safety matters as required by this Policy; 
 
  2.7.2 ensuring that all Staff working underneath them understand the 

practical aspects of this Policy and the various legal requirements 
that apply within their areas of responsibility; 

 
  2.7.3 ensuring that their Staff are aware of the degree of priority that these 

matters carry and that, where appropriate, they should be provided 
with both time and encouragement to pursue such matters; 

 
  2.7.4 notifying the Headmaster or Foundation Secretary as appropriate of 

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

 
  2.7.5 reporting to the Foundation Secretary any accidents, incidents, near-

misses or damage for appropriate investigation; 
 
  2.7.6 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; 

 
  2.7.7 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; 

 
  2.7.8 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; 

 
  2.7.9 ensuring that the staff that work under them receive appropriate 

training so that they can work safely; 
 
  2.7.10 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. 
 

  2.7.11 ensuring that all means of escape in case of fire are at all times    kept 
free and unobstructed; 
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  2.7.12 where, identified in the Active Monitoring Inspection Programme as 
being responsible for certain departments or areas, undertake the 
annual inspection according to the schedule and report to the 
Foundation Secretary. 
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 2.8 HOUSEMASTERS AND HOUSEMISTRESSES 
 
  Apart from their normal functional management role under 2.6, Housemasters 

and Housemistresses will have the following responsibilities: 
 
  2.8.1 ensuring that all fire doors are kept closed, this work being 

undertaken by themselves and not delegated to pupils.  In particular 
the closure of all fire doors must be individually checked prior to lights 
out; 

 
  2.8.2 make arrangements for night time fire practices at a frequency to be 

agreed by the Health and Safety Committee; 
 
  2.8.3 ensuring that all pupils and sleeping-in domestic staff in the house 

are fully familiar with all fire instructions; 
 
  2.8.4 monitoring all the dormitories to ensure correct use of electrical 

equipment; 
 
  2.8.5 ensuring that all electrical equipment in the house has received the 

appropriate PAT test; 
 
  2.8.6 ensuring that all means of escape in case of fire are at all times kept 

free and unobstructed; 
 
  2.8.7 contacting the Estates and Health and Safety Manager if there are 

any problems with the location and allocation of fire extinguishers; 
 
  2.8.8 retain a copy of the House Fire Risk Assessment.  
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 2.9  LABORATORY ASSISTANTS 
 
  They will be responsible to the appropriate Head of Department for the 

following: 
 
  2.9.1 constant security of all toxic and highly flammable substances that 

may be used in their department; 
 
  2.9.2 ensuring that all stores are kept securely locked when not actually 

being supervised; 
 
  2.9.3 ensuring that all experiments and services are rendered safe so far 

as is practicable to do so, on hearing the fire alarm; 
 
  2.9.4 ensuring that a sufficient number of the correct fire extinguishers are 

available within or close to the prep rooms; 
 
  2.9.5 isolate all gas supplies when laboratories are not in use and also at 

the end of each teaching day. 
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 2.10 EMPLOYEES 
 
  For the purposes of this School Health & Safety Policy and Procedures Manual 

the term ‘Employees’ includes ALL employees who work for the School. Each 
and every employee is responsible for ensuring that:- 

 
  2.10.1 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. These are:- 

 
   i) HSW Act, Section 7 - it shall be the duty of every employee while at work - 
    a) to take reasonable care for the health and safety of himself and of other 

persons who may be affected by his acts or omissions at work; and 
    b) as regards any duty or requirement imposed on his employer or any other 

person by, or under any of the relevant statutory provisions, to co-operate 
with him so far as is necessary to enable that duty or requirement to be 
performed or complied with. 

 
   ii) HSW Act, Section 8 - no person shall intentionally or recklessly interfere with 

or mis-use anything provided in the interests of health, safety or welfare in 
pursuance of any of the relevant statutory provisions.  

 
   iii) Management of Health & Safety at Work Regulations 1999, Regulation 14 

-  
    a) every employee shall use any machinery, equipment, dangerous 

substance, transport equipment, means of production or safety device 
provided to him by his employer in accordance both with any training in the 
use of the equipment concerned, which has been received by him and the 
instructions respecting that use which have been provided to him by the 
said employer in compliance with the requirements and prohibitions 
imposed upon that employer by or under the relevant statutory provisions.  

 
    b) every employee shall inform his employer or any other employee of that 

employer with specific responsibility for the health and safety of his fellow 
employees -  

 
     i) of any work situation which a person with the first-mentioned 

employees training and instruction would reasonably consider 
represented a serious and immediate danger to health and safety; 
and 

     ii) of any matter which a person with the first-mentioned employees 
training and instruction would reasonably consider represented a 
shortcoming in the employer’s protection arrangements for health 
and safety,  

 
     in so far as that situation or matter either affects the health and safety of 

that first mentioned employee or arises out of or in connection with his own 
activities at work, and has not previously been reported to his employer or 
to any other employee of that employer in accordance with this paragraph.

  
 
  2.10.2 they wear and use 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; 
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  2.10.3 they observe all Safety Rules and Regulations, whether statutory or 
school and conform to any Systems of Work that are developed; 

 
  2.10.4 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, which will be enlarged as 
required, specific procedures, standards and arrangements will be established to 
cover specific risks and these will be constantly monitored. 

 
 The following contain Procedures and Arrangements which are new to the School and 

reflect the current enforcement priorities of the Health and Safety Executive as detailed 
in their current inspection programme:- 

 
 3.1 School Trips ..................................................................................................... 20 
 3.2 Provision & Sale of Equipment ......................................................................... 21 
 3.3 General Fire Risks ........................................................................................... 44 
 3.4 Science teaching .............................................................................................. 66 
 3.5 First Aid............................................................................................................ 74 
 3.6 Grounds and Maintenance Staff ....................................................................... 78 
 3.7 COSHH Regulations ........................................................................................ 79 
 3.8 Electricity at Work Regulations ......................................................................... 92 
 3.9 Swimming Pools .............................................................................................. 98 
 3.10 Use of School Facilities by Members of the Public ......................................... 104 
 3.11 Accident Reporting ......................................................................................... 108 
 3.12 Control of Legionellosis .................................................................................. 111 
 3.13 Hand-Arm Vibration ....................................................................................... 113 
 3.14 Abrasive Wheels Machines ............................................................................ 115 
 3.15 Safety of Pressure Systems ........................................................................... 116 
 3.16 Management of Contractors ........................................................................... 117 
 3.17 Noise ............................................................................................................. 120 
 3.18 Competent Persons ....................................................................................... 122 
 3.19 Display Screen Equipment ............................................................................. 123 
 3.20 Manual Handling ............................................................................................ 126 
 3.21 Personal Protective Equipment ...................................................................... 133 
 3.22 General Risk Assessments  ........................................................................... 136 
 3.23 Training .......................................................................................................... 150 
 3.24 Management of Health and Safety ................................................................. 151 
 3.25 Use of School Transport ................................................................................ 152 
 3.26 Asbestos Management .................................................................................. 157 
 3.27 Design & Technology Teaching ..................................................................... 158 
 3.28 Physical Education ......................................................................................... 160 
 3.29 Safe Systems of Work .................................................................................... 162 
 3.30 Site Transport ................................................................................................ 161 
 3.31 Upper Limb Disorders .................................................................................... 164 
 3.32 Drugs & Alcohol ............................................................................................. 168 
 3.33 Smoking ......................................................................................................... 172 
 3.34 Work Related Stress ...................................................................................... 173 
 3.35 DSEAR .......................................................................................................... 175 
 3.36 Work at Heights ............................................................................................. 180 
 3.37 Slips and Trips ............................................................................................... 183 
 3.38 Violence at Work ............................................................................................ 185 
 3.39 Lone Working ................................................................................................. 187 
 3.40 Work-Related Road Safety............................................................................. 192 
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3.1 SCHOOL TRIPS 
 
   
The School’s policy is that the National Guidance for the Management of Outdoor Learning, offsite 
visits and learning outside the classroom must be followed. Hard copies of the guidance are available 
in the Foundation Office and the Co-Curricular Office and from http://oeapng.info. 
 
The guidelines have been issued to help and support all people involved in the approval, organisation 
and planning of educational visits and outdoor education activities in order that young people may 
contribute to and benefit from well-organised, successful, safe and enjoyable activities. 
 
It is essential that the guidelines are read carefully by all concerned in approving, organising, leading 
or supporting educational visits and outdoor education activities.  However, no guidelines can be 
expected to cover or predict every eventuality.  Leaders must therefore be flexible in their thinking 
and prepared to adapt or change their plans according to the needs of their group or the situation in 
which they find themselves.  The most important factor in safe and successful off-site activities is the 
quality of the leadership. 

http://oeapng.info/
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3.2 PROVISION & SALE OF EQUIPMENT 
 
 3.2.1 The School recognises that this is a complex area and is covered by: 
 
 3.2.1.1 The Supply of Machinery (Safety) Regulations 2008 
 
 3.2.1.2 The Provision and Use of Work Equipment Regulations 1998 

(PUWER98) 
 
 3.2.1.3 Section 6 of The Health & Safety at Work etc Act 1974 
 
 SUPPLY OF MACHINERY (SAFETY) REGULATIONS 2008 
 
 3.2.2 These Regulations implement Directive 2006/4/EC, which revokes and replaces 

previous Directives on the same subject.  
 
 3.2.3 The definition of machinery is now very wide and is covered in Regulation 4 of the 

Regulations.   
 
 3.2.4 The main requirement of these Regulations is that the machinery satisfies the 

relevant essential health and safety requirements.  This is detected by the 
presence of a CE plate on the machinery and a Declaration of Conformity. 

 
 3.2.5 The School requires that all those involved in the purchase of new machinery, at 

whatever level, to take the appropriate steps at the point of purchase to determine 
from the supplier that: 

 
  3.2.5.1 the above Regulations apply; 
 
  3.2.5.2 the machinery is CE plated and there is a Declaration of Conformity. 
 
 PROVISION AND USE OF WORK EQUIPMENT REGULATIONS 1998 (PUWER98) 
 
 3.2.6 Whereas the CE plating above applies only to new machinery, these Regulations 

apply to any work equipment.  The breadth of application is best illustrated by 
examples of work equipment, as follows: 

 
  3.2.6.1 Computer, steam wash, crane, vehicle hoist, overhead projector, 

ladder, car ramp, fire extinguisher, filing cabinet, lifting sling, drill bit, 
hand saw, roofing felt line, compressor, wrapping machine. 

 
 3.2.7 There are in fact few items which are not work equipment but examples would be 

livestock, substances, structural parts of buildings and private cars. 
 
 3.2.8 The requirements placed upon the School are as follows: 
 
  3.2.8.1 Equipment existing within the School as of 1/1/93 should have been 

brought up to the appropriate standards by 1/1/97. 

 
  3.2.8.2 All equipment purchased by the School after 1/1/93 should have 

been purchased against the standards within PUWER. 
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 3.2.9 There are many factors to be taken into account.  These include the following: 
 
  3.2.9.1 Selection of the correct equipment 
 
  3.2.9.2 Suitability of that equipment 
 
  3.2.9.3 Maintenance 
 
  3.2.9.4 Availability of information and instruction 
 
  3.2.9.5 Training 
 
  3.2.9.6 Guarding 
 
  3.2.9.7 Protection against failure 
 
  3.2.9.8 Danger from high and low temperatures 
 
  3.2.9.9 Proper controls 
 
  3.2.9.10 Emergency stop controls 
 
  3.2.9.11 Stability 
 
  3.2.9.12 Lighting 
 
  3.2.9.13 Labelling and warnings 
 
  3.2.9.14 Specific controls regarding mobile work equipment. 
 
 3.2.10 The policy of the School is that: 

 
  3.2.10.1 all those in the School involved in equipment purchases at all levels 

will familiarise themselves with the requirements of PUWER98; 

  
  3.2.10.2 when making the purchase they shall determine from the supplier that 

the equipment meets fully the requirements of PUWER98 and, where 
possible, obtain this in writing; 

 
  3.2.10.3 the Estates and Health and Safety Manager will use the systems 

provided for ensuring that the Regulations are complied with.  These 
systems are attached and are: 

 

 ‘GEN1’ - this should be completed for all ‘significant’ work 
equipment, e.g. equipment within Design & Technology 
Departments, Art Departments, Grounds equipment; 

 ‘Appendix 1’ - this should be used for any significant Mobile Work 
Equipment; 
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 ‘Appendix 2’ - this should be additionally used for any significant 
Woodworking Equipment, e.g. in Design & Technology 
Department, Grounds Equipment, where appropriate. 

 
 
 3.2.11 PUWER98 applies to second hand work equipment as well as new.  The above 

policy regarding work equipment purchases therefore extends to second hand 
equipment. 

 SALE OF PLANT AND EQUIPMENT 

 
 3.2.12 Section 6 of the HSW Act requires that all those who supply articles for use at 

work must ensure, so far as is reasonably practicable, that the article is so 
designed and constructed that it will be safe and without risks to health at all times 
when it is being set, used, cleaned, or maintained by persons at work. 

 
 3.2.13 The term ‘article’ will relate to the selling-on of plant and equipment which is 

therefore second hand.  This means that not only must the plant and equipment 
be in good condition but it must also be properly guarded and have full operating 
instructions. 

 
 3.2.14 However, there will be circumstances in which the precise use of the plant or 

equipment may not be known in advance and it may be difficult to determine 
guarding requirements.  Therefore two alternatives exist: 

 
  3.2.14.1 It is possible to sell the plant or equipment as it exists, provided that the 

site receives from the purchaser a letter indicating that he, the 
purchaser, gives an undertaking that he will take specified steps 
sufficient to ensure, so far as is reasonably practicable, that the plant 
or equipment will be safe and without risks to health.  It is not sufficient 
for the site to write to the purchaser indicating that the purchaser had 
agreed to take those steps to relieve the site of their duties.   

 
  3.2.14.2 It is possible for the plant to be sold on the undertaking that it is for 

spares only and will not be operated.  However, to protect the School 
it is important that the wording of the invoice reflects this decision. 

 
 3.2.15 It should be noted that the action taken under C.2.14.1 above does not relieve the 

School of any duty to pass on adequate instructions regarding the operation of 
the plant or equipment. 

 
 3.2.16 It follows that when the School makes purchases of plant or equipment, then the 

same entitlements apply. 
 
 3.2.17 A summary of these various duties may be found in the free leaflets INDG270 

(Supplying New Machinery) and INDG271 (Buying New Machinery) which may 
be downloaded from the HSE website.  

 
  
 
 
 



Approved  5 March 2019 

Page 24 of 198 

 

 Responsibilities 
 
 3.2.18 Decisions on the application of this policy to new, existing and potential sale 

equipment will be the combined responsibility of the Foundation Secretary, the 
Estates and Health and Safety Manager and the School’s Health and Safety 
Consultants.  
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ROYAL ALEXANDRA & ALBERT SCHOOL 
Provision & Use of Work Equipment Regulations 1998 

WORK EQUIPMENT - COMPLIANCE CHECKLIST 
GEN 1 - Applicable to all Work Equipment 

DEPARTMENT:  
WORK EQUIPMENT:  AUDITOR: 
(including any distinguishing type/serial no’s): 
DATE:   OTHER PERSONS: 

REGULATIONS 1 to 3 are information only - no action required. YES NO N/A 

REGULATION 4 - Suitability of Work Equipment 
  Is work equipment constructed and adapted for the purpose for 

which it is used? 
Guidance All work equipment is to be constructed or adapted so as to be 

suitable for the purpose for which it is used or provided, and every 
employer should ensure that all work equipment is used only for 
operations for which, and under conditions for which, it is suitable.  
Consideration must be given to its initial integrity, the place where 
it will be used, and the purpose for which it will be used.   

 
ACOP When selecting work equipment employers should take account of 

ergonomic risks so that operators do not have to exert undue force 
or stretch beyond normal strength or physical reach. 

 
  Has the work equipment been selected taking into account the 

working conditions, existing and any additional risks, and is it only 
used for operations and under conditions for which it is suitable? 

 
ACOP The work equipment should be installed, located and used in such 

a way as to reduce risks to users of the work equipment and other 
workers. 

  Consideration needs to be given to ensure that there is sufficient 
space between the moving parts of work equipment, and fixed or 
moving parts, in its environment and that all forms of energy and 
substances used or produced can be supplied and/or removed in a 
safe manner. 

 
Guidance You must ensure equipment is suitable for the process and 

conditions of use. 

   

REGULATION 5 - Maintenance 
  Is work equipment maintained in efficient state, efficient working 

order and in good repair? 
Guidance  All work equipment should be maintained in efficient state, in 

efficient working order and in good repair.  Maintenance may include 
routine maintenance based on recommendations of the equipment 
manufacturer and planned preventative maintenance when 
inadequate maintenance could cause equipment, safeguard, or 
other protection failure in a dangerous way. Frequency of 
maintenance activities should take into account: (a) intensity of use 
- frequency and maximum working limits; (b) operating environment 
- e.g. outdoors; (c) variety of operations - is the equipment 
performing the same task or does this change; (d) risks from 
malfunction/failure. 

 
  If the machinery has a maintenance log is it kept up to date? 
 
Guidance The maintenance of work equipment should be properly managed.  
  Ie - planned preventative, condition based or breakdown. 
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 YES NO N/A 

REGULATION 6 - Inspection 
  Where the safety of work equipment depends on the installation 

conditions, have steps been taken to ensure that it has been 
inspected by a Competent Person after installation and before 
being put into service? 

   
  Where work equipment is exposed to conditions causing 

deterioration which is liable to result in dangerous situations, have 
steps been taken to ensure it has been inspected by a Competent 
Person? 

 
Guidance Equipment that should receive an inspection will include: 
  (a) horizontal injection moulding machines    (b) paper-cutting guillotines 
  (c) die-casting machines                                   (d) shell-moulding machines 

(e) complex automated equipment                  (f) integrated production lines 

  Your Risk Assessment should identify any other work equipment 
where deterioration could cause a significant risk and which 
should therefore be inspected. Inspections should include visual 
checks, functional checks and testing, be completed by a 
Competent Person and be recorded. 

   

REGULATION 7 -  Specific Risks 
  Is the use of the work equipment likely to involve a specific risk to health 
  and safety? 
 
ACOP Risks must be controlled by: 
  (a) elimination of the risks or, if not possible, 
   (b) taking hardware (physical) measures to control the risk such as the 

 provision of guards;  
   but if the risk cannot be adequately controlled, 
  (c) taking appropriate measures to deal with the residual risk such as 

 following a safe system of work and the provision of information, 
 instruction & training. 

 
  Is a designated and adequately trained person available to carry out 

repairs, modifications, or other similar work on the equipment? 
 
ACOP Such a person should have received proper instruction, information and 

training for such work.  

   

REGULATION  8 - Information & Instruction 
   Do all persons who use work equipment have available to them 

adequate health and safety information and, where appropriate, written 
instructions pertaining to the use of work equipment? 

 
Guidance Information can be in writing or verbal where this is considered to 

be sufficient. Written instructions refer primarily to the information 
provided by manufacturers or suppliers, such as instruction sheets 
or manuals, instruction placards, warning label & training manuals. 

 
  Does information and instruction provided to the users  include: 
  (a) conditions in which and methods by which equipment may be used? 
  (b) foreseeable abnormal conditions and actions to be taken? 
  (c) any conclusions drawn from experience in using the equipment? 
 
Guidance Any information and written instructions you provide should be 

readily comprehensible and cover:  
  (a) all health and safety aspects arising from the use of work 

equipment; 
  (b) any limitations on these uses; 
  (c) any foreseeable difficulties that could arise; 
  (d) the methods to deal with them. 
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 YES NO N/A 

REGULATION 9 - Training 
  Have all persons who use, manage, or supervise the use of work 
   equipment been 
adequately trained?  
  
Guidance All persons who use, manage, or supervise the use of work 

equipment should have received adequate training for purposes of 
health and safety including training in use of the work equipment, 
any risks involved and precautions to be taken.  There is a clear 
overlap with regard to the training requirements of the 
Management of Health and Safety at Work Regulations 1999.   

 
ACOP Specific training will be required for certain types of work equipment 

such as self-propelled work equipment, power presses, woodworking 
machines and chain saws.  

 

   

REGULATION 10 - Community Requirements 
  Does the work equipment comply with any essential health and safety 

requirements? 
 
Guidance You should check that any work equipment provided for use after 

31 December 1992 bears a CE mark and has an EC declaration of 
conformity. Refer to Schedule 1 to the ACOP/Guidance for a list of 
relevant statutory instruments. 

  The work equipment should be provided with suitable operating 
instructions, and information should be available about residual 
hazards such as noise or vibration.  You must check the equipment 
for obvious hazards that have not been appropriately or adequately 
dealt with by the equipment manufacturer or supplier.  

 

   

REGULATION 11 - Dangerous Parts of Machinery 
  Are effective measures in place to prevent access to dangerous parts of 

machinery?  (or to any rotating stock-bar) 
  
Guidance The Regulations provide a hierarchy of guarding of dangerous 

parts of machinery, i.e. any piece of work equipment which could 
cause injury.  Measures should be taken to prevent access to any 
dangerous part of machinery or to stop the movement of any 
dangerous part of machinery before any part of a person enters a 
danger zone. 

 
  Do the measures required to be taken consist of the following:- 
 

   

  (a) The provision of fixed guards enclosing every dangerous part? 
  (b) Where (a) is not practicable, then the provision of other guards or 

protection devices? 
  (c) Where (b) is not practicable, then the provision of jigs, holders, 
   push sticks or similar protection appliances used in conjunction 
   with the machinery? 
  (d) Is there the provision of adequate information, instruction, training 

and supervision? 
 
Guidance Your Risk Assessment should identify the hazards presented by 

machinery and evaluate the risks.  The objective is to prevent 
contact with any dangerous part of the machine using measures 
descending from the top of the scale from (a) to (c) above.  
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 YES NO N/A 

REGULATION 11 (continued) 
  Are all guards and protection devices suitable for the purpose for which 

they are provided, of good construction, sound material and adequate 
strength, and maintained in efficient state, efficient working order and 
good repair? 

 
  Are they such that they do not give rise to any increased risk to health or 
  safety and cannot be easily bypassed or disabled? 
 
  Are they situated at sufficient distance from the danger zone and do not 
  unduly restrict the view of the operating cycle of the machinery where 
  such view is necessary? 
 
  Are the guards constructed or adapted so that they allow for 

maintenance without having to dismantle the guard or protection 
device? 

 

   

REGULATION 12 - Protection Against Specified Hazards 
  Is work equipment protected against specified hazards, e.g. falling 

articles, disintegration, ejection, over heating, explosion etc?  
  
Guidance Employers should prevent articles or substances falling or being 

ejected from work equipment, rupture or disintegration of parts or 
work equipment, work equipment catching fire or overheating, the 
unintended or premature discharge of any article, gas, dust, liquid, 
vapour or other substance from the work equipment, or the 
unintended or premature explosion of the work equipment.  Where 
this is not reasonably practicable then such matters should be 
adequately controlled.  Your Risk Assessment should identify if 
any of these hazards are relevant and the actions you need to take.  

 
  Are the control measures by means other than the provision of personal 

protective equipment or provision of information, instruction, training and 
supervision (so far as is reasonably practicable)? 

 
Guidance PPE may be appropriate where a risk remains that cannot be 

eliminated.  Training etc. will have an important role to play.  
 

   

REGULATION 13 - High or Very Low Temperature 
  Are work equipment surfaces, and any articles or substances produced, 

protected against high or very low temperatures?  
  
Guidance You should ensure that work equipment, parts of work equipment 

and articles or substances produced, used or stored in work 
equipment are protected so as to prevent injury to any person by 
burn, scald or sear.  The risk from contact with hot or cold surfaces 
should be reduced by engineering methods, i.e. reduction or 
increase in surface temperature, insulation, shielding, barricading 
and guarding.  While engineering measures should always be 
applied, where appropriate, alternative or complementary forms of 
protection may also be necessary e.g. PPE, warning signs, 
instructions, training, supervision etc. 
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 YES NO N/A 

REGULATION 14 - Controls for Starting or Changing Operating Conditions 
  Are adequate controls provided on the work equipment for : 
  (a) starting the work equipment? (including restarting after a 

stoppage for any reason), or 
  (b) controlling any change in the speed, pressure or other operating 

conditions of the work equipment where such conditions after the 
change result in a risk to health and safety which is greater than, or of a 
different nature from, the risks before the change? 

 
Guidance Where appropriate, work equipment should be provided with one 

or more controls for starting the work equipment and for 
controlling any change in the speed, pressure or other operating 
conditions of the work equipment where such change may result in 
increased risk. Controls should be designed and positioned so as 
to prevent inadvertent or accidental operation. It should only be 
possible to start the equipment by using appropriate controls. You 
should not normally be able to restart any equipment simply by re-
setting a protection device e.g. interlock, operation of the start 
control should also be required.  The control must not be capable 
of starting itself e.g. due to effects of gravity, failure of a spring 
mechanism.  

   

REGULATION 15 - Stop Controls  
  Is work equipment provided with one or more readily accessible controls 

to stop the work equipment? 
 
Guidance Where appropriate, work equipment should be provided with one 

or more readily accessible controls to stop the work equipment to 
a safe condition in a safe manner.  If required for safety the stop 
control does not have to be instantaneous. 

   

REGULATION 16 - Emergency Stop Controls 
  Where appropriate, is work equipment provided with one or more readily 
  accessible emergency stop controls? 
 
Guidance An emergency stop control should be provided where the other 

safeguards are not adequate to prevent risk when some irregular 
event occurs.  However, this is not a substitute for necessary 
safeguarding. 

  Where it is appropriate to have one, emergency stops should be 
provided at every control point and at other appropriate locations 
around equipment so that action can be taken.  Your Risk 
Assessment should identify where emergency stops are required.  
Emergency stops should be easily reached and actuated.  

   

REGULATION 17 - Controls 
  Are all controls for work equipment clearly visible and identifiable 

and appropriately marked where necessary? 
  
  Are all controls for work equipment in a safe position? 
 
  Are persons operating such controls able to ensure that: 
  (a) no other persons are in a place of danger? 
  (b) where (a) is not reasonably practicable, that systems of work 

are effected to ensure that persons are not in a place of 
danger when the equipment is about to start? 

  (c)    where (b) is not reasonably practicable that an audible, visible 
or suitable warning is given? 
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 YES NO N/A 

REGULATION 17 - continued 
Guidance Where controls have to be positioned where people are at some 

risk, e.g. robot teaching pendant, particular precautions should be 
used, e.g. hold-to-run controls, reduced/limited capability of 
equipment.  You may need to employ additional measures if 
someone could remain inside safeguards at start-up.  Any 
warnings must be unambiguous, easily perceived and easily 
understood.  

   

 
REGULATION 18 - Control Systems 
  Are all control systems safe, free from faults or damage and do not 

impede stop controls? 
 
Guidance All control systems of work equipment must be safe and its 

operation must not create an increased risk to health or safety. 
Faults in, or damage to, any part of the control system must not 
result in additional or increased risk and should lead to a 'fail-safe' 
condition.  

   

 
REGULATION 19 - Isolation From Sources of Energy  
  Is work equipment provided with suitable, clearly identifiable and readily 

accessible means to isolate it from its source of energy? 
 
Guidance If work on isolated equipment is done by more than one person, 

locking devices with multiple locks and keys may be necessary. In 
some cases sources of energy may need to be maintained when 
equipment is stopped so measures will need to be taken to 
eliminate risks before attempts are made to isolate.  

 

   

REGULATION 20 - Stability 
  Is work equipment stable? 
 
Guidance All work equipment and parts of work equipment should be 

stabilised by clamping, or otherwise secured for the purposes of 
health and safety. 

  Most machines used in a fixed position should be bolted or 
otherwise fastened down so that they do not move or rock during 
use. Mobile work equipment must always be used within the limits 
of its stability. 

 

   

REGULATION 21 - Lighting 
  Is suitable and sufficient lighting provided to work equipment? 
 
Guidance Suitable and sufficient lighting, which takes account of the 

operations to be carried out, should be provided at any place 
where a person uses work equipment. 

  If ambient lighting provided in the workplace is suitable and 
sufficient for the tasks involved then special lighting need not be 
provided; but if the task involves the perception of detail then 
additional lighting would need to be provided to comply with the 
Regulations. 

  Additional lighting should also be provided in areas not covered by 
general lighting when other work activities, such as maintenance 
or repairs, are carried out.  Permanent lighting should always be 
considered where access is foreseeable on an intermittent but 
regular basis.  
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 YES NO N/A 

REGULATION 22 - Maintenance Operations 
  Can the work equipment always be shut down for maintenance? 
 
Guidance Where reasonably practicable, steps should be taken to ensure that 

work equipment is constructed or adapted so that it can be maintained 
while it is shut down. You need to review the measures provided by 
the manufacturer. Also remember that if fault-finding may be required 
when the equipment has to be live your answer must be "NO". 

 
  If not, can maintenance be carried out without there being any risks to 

health and safety? 
 
Guidance If there are no risks even when the equipment is not completely 

shut down then you will obviously need to take no action.  
Remember to consider contact with live electrical parts in control 
panels. 

 
  If not, can appropriate measures be taken to protect persons during the 

maintenance? 
 
Guidance Live conductors within panels may need additional shrouding if 

they are not 'finger proof'. The risk will depend on the current and 
voltage, degree of exposed conductor, frequency of access, 
foreseeability of contact etc. If equipment has to be running or 
working during a maintenance operation, and this presents risks, 
then measures should be taken to enable the operation of the 
equipment to continue in a way that reduces risk, e.g. temporary 
guards, limited movement controls, crawl speed operated by hold-
to-run control etc. 

  Other measures that can be taken to protect against residual risk 
may include wearing of PPE, provision of instruction and 
supervision. 

   

REGULATION 23 - Markings 
  Is work equipment clearly and visibly marked and labelled for reasons of 

health and safety? 
 
Guidance All work equipment should be marked in a clearly visible manner with 

any marking appropriate for reasons of health and safety. 
  Examples may include clear marking of stop and start controls, 

including isolators, the maximum rotation speed of abrasive wheels, 
maximum safe working loads on lifting equipment and accessories, 
marking of compressed gas cylinders, colour-coding/marking of 
pipelines and vessels etc.  

  Work equipment should incorporate any appropriate warning or 
warning devices. Such warnings should be unambiguous, easily 
perceived and easily understood (e.g. positive instructions, 
prohibitions, restrictions). 

   

REGULATION 24 - Warnings 
  Are permanent printed warnings on or close to work equipment?  
 
Guidance Warnings can be permanent printed warnings which may be attached to or 

incorporated into equipment or positioned close to it.  Additionally, there 
may also be a need for portable warnings which are required to be posted 
during temporary operations.  Where words can be augmented or replaced 
by appropriate graphical signs, these should be in accordance with the 
Health & Safety (Safety Signs & Signals) Regulations 1996. 

  Warning devices can be audible, e.g. reversing alarm on vehicle, or visible.  
They may indicate imminent danger, development of a fault condition, or 
the continued presence of a potential hazard. Examples include 'Not to be 
operated by persons under 18 years', 'Hard hats must be worn', 'Do not 
heat above 60°C', Hot surface'. 
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IDENTIFIED ACTIONS (If any) 

Regulation Reference Comments/Action By Whom/When 

   

   

   

   

   

   

   

 
Gen 1 - General requirements for all Work Equipment (pages 1 to 8) 
Appendix 1 - Checklist for Mobile Work Equipment (additional requirements - pages 1 to 4) 
Appendix 2 - Checklist for Woodworking Machines (additional requirements - pages 1 to 5) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: This Checklist is only an aid towards assessing compliance. 
You must refer to the Approved Code of Practice (ACOP) and Guidance, L22, for definitive information. 
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                                                       ROYAL ALEXANDRA & ALBERT SCHOOL                 
 APPENDIX 1                           

Provision & Use of Work Equipment Regulations 1998 
MOBILE WORK EQUIPMENT - Additional requirements 

 
DEPARTMENT:                           AUDITOR: 
MOBILE WORK EQUIPMENT: DATE: 
(distinguishing type/serial no) 
IMPORTANT 
To be completed in conjunction with the main Work Equipment Compliance Checklist - Gen 1 
(covering Regulations 4 to 24 inclusive). The requirements of Regulations 25 to 30 apply immediately 
to any work equipment provided from 5 December 1998. Existing work equipment provided for use 
prior to that date has until 5 December 2002 to comply. 

 YES NO N/A 

REGULATION 25 - Carrying Employees 
 Is the equipment suitable for carrying persons and does it incorporate 

features to reduce risks including those from wheels & tracks? 
 
ACOP  You should ensure that risks to operators and other workers due to the 

work equipment travelling are controlled. Workers should be protected 
against falling out of the equipment and from unexpected movement. 

  
Guidance Consideration needs to be given to the following:- 
 (a) Ensuring wherever possible secure seating is provided 
 (b) Properly designed cabs, operators stations or work platforms 
 (c) Falling object protection 
 (d) Restraining systems 
  
ACOP If work needs to be carried out during the journey the speeds should be 
 adjusted as necessary.  
 
Guidance Mobile work equipment should be driven within safe speed limits. 
Speeds  should be limited to avoid sudden movements.  
 
ACOP You should ensure that guards and/or barriers fitted to equipment, 
which  are designed to prevent contact with wheels and tracks, are suitable 
and  effective. 
 
Guidance Where there is a foreseeable risk there must be adequate 
separation  provided between persons and wheels/tracks. 

   

REGULATION 26 - Rolling Over 
 Is there a risk of mobile work equipment rolling over during normal use?  
 
Guidance In your Risk Assessment consideration needs to be given to: 
 (a) the nature of mobile work equipment and attachments or  
       accessories used; 
 (b) the effects of work being carried out on or by the mobile work 
      equipment, e.g. from attachments or the load; 
 (c) the conditions in which it is used, e.g. uneven surfaces, sudden 

changes in direction, slippery ground conditions. Remember 
driver training is not a substitute for hardware measures to 
prevent rollover where they are necessary.  

 
 If parts of the mobile work equipment prevent rollover of more 

than 90° (e.g. excavator boom) then no additional structures are 
required and the requirements are met.  
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 YES NO N/A 

Regulation 26 - continued 
ACOP You should fit suitable roll-over protective structures (ROPS) to 
 equipment where necessary to minimise the risks to carried 
 workers. 
 
Guidance If rollover of 180° or more is likely then properly designed and 

fitted ROPS may be required.  ROPS may not be appropriate where 
it could increase overall risks, e.g. where there is low headroom. 

 
ACOP You should provide restraining systems, where appropriate, if they can 
 be fitted, to prevent carried workers from being crushed should rollover 
 occur. 
 
Guidance If operator is in a fully enclosed protective structure and unable to 

fall out they will not be at risk from crushing.  However, if they 
could be injured through contact with the inside of the structure a 
restraining system may still be necessary. 

 
ACOP If a tractor is fitted with a ROP rather than a cab a restraining system 

will be needed. 
 

   

REGULATION 27 - Overturning of Fork Lift Trucks (FLT) 
 
 Is the FLT adapted or equipped to reduce risks to safety from its 
 overturning? 
 
Guidance The mast of a vertical-masted FLT will generally prevent 

overturning by more than 90°.  A variable reach truck can roll over 
more than 180° and would need a ROPS. 

 
ACOP FLTs should be provided with restraining systems, where appropriate, if 

they can be fitted, to prevent workers being crushed between truck and 
ground should it overturn.  

 
Guidance If your Risk Assessment shows that an FLT can roll over in use, 

the  operator could leave his seated position and be crushed.  A 
restraining system, e.g. seat belt, will be required.  Restraining 
systems are also required on any FLT fitted with ROPS, e.g. 
variable reach truck.  On older FLTs (used before 5 December 
1998) substantial structural modification may be  required and 
may not be reasonably practicable.  There is a history of accidents 
on counter-balanced, centre-control and high-lift trucks and 
restraining systems will normally be required.  

 

   

REGULATION 28 - Self-propelled Work Equipment 
 Can the unauthorised start-up and use of self-propelled mobile work 
 equipment be prevented? 
 
Guidance Access to starter keys, handles etc, should be controlled and 

made accessible only to authorised people.  
 
 Can collisions between rail-mounted work equipment be 

controlled/minimised (where two or more items share the same track) 
by using safe working methods or automatic means of preventing 
contact?                                                                 
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 YES NO N/A 

Regulation 28 - continued 
 
Guidance Safety precautions to prevent contact will be required, e.g. buffers, 

automatic means.  Safe methods of working will also be needed. 
 
 Has all self-propelled mobile work equipment been fitted with a suitable 

means of bringing it to a halt?  
 
Guidance Brakes to enable it to slow, stop and safely park will be needed. 
 If there is significant risk associated with the failure of the main 

braking device a secondary system should be provided. 
 
 If the driver's field of vision is inadequate to ensure safety, are there 

adequate devices for improving his vision so far as is reasonably 
practicable? 

 
Guidance Mirrors or more sophisticated visual or sensing facilities may be 

necessary, e.g. CCTV, radar. The selection of the device should be 
considered in your Risk Assessment. 

 
 If the work equipment is used in dark places then is it fitted with 

suitable/appropriate lighting to allow it to be safely used? 
 
Guidance Factors to be considered include presence of other people, 

obstacles and ground conditions. 
 
 Is suitable fire fighting equipment fitted if the work equipment carries or 

tows anything that might constitute a fire hazard? 
 
ACOP Where escape from equipment in event of fire could not be achieved 

easily you should ensure that fire-fighting appliances are  carried 
 on that equipment. 

 
Guidance This covers fire both from the equipment itself and any load being 

handled. Examples include tower cranes.  
 

   

 
REGULATION 29 - Remote-controlled Self-propelled Work Equipment 
 
 Does the equipment stop automatically when it leaves its control range 

and does it incorporate features to guard against crushing or impact? 
 
Guidance This covers equipment where the control has no physical link, e.g. 

radio control. As part of your Risk Assessment you need to 
consider equipment movement the person controlling it, and any 
other person in the vicinity.  You may need to consider alarms, 
flashing lights etc.  If equipment is controlled manually then 
controls should be of the hold-to-run type.  
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 YES NO N/A 

 
REGULATION 30 - Drive Shafts 
 Are suitable precautions in place to prevent damage to drive shafts in 

the  event of work equipment seizure?  
 
Guidance If seizure could lead to ejection of parts, measures should be 

taken, e.g. slip clutch, shear bolt. 
 
 Is the shaft safeguarded if it could become soiled or damaged by the 

ground when uncoupled? 
 
Guidance  Shaft should be supported on a cradle or other means to protect 

against damage when uncoupled.  Drive shafts should not be 
rested on draw bars or dropped on the ground. 

 

   

IDENTIFIED ACTIONS (if any)    
Regulation Reference Comments/Action By Whom / When 
 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: This checklist is only an aid towards assessing compliance. 
You must refer to the Approved Code of Practice (ACOP) and Guidance L22, for definitive information. 
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                            ROYAL ALEXANDRA & ALBERT SCHOOL            
 APPENDIX 2 

Provision & Use of Work Equipment Regulations 1998 
WOODWORKING MACHINERY - Additional requirements 

DEPARTMENT:                                                                 AUDITOR: 
WOODWORKING MACHINE:   DATE: 
(distinguishing type/serial no) 
NOTE: 
This checklist is based on the Approved Code of Practice (ACOP) and Guidance L114 which has been 
drawn up by the HSE to support the Regulations in PUWER 98 which are relevant to woodworking 
machinery and have specific additional requirements.  It should be completed in conjunction with Gen 
1 which details the Regulations requirements which are of a general nature.  

REGULATIONS 1 to 3 are for information purposes - no action is required    

 YES NO N/A 

REGULATION 4  - Suitability of Work Equipment 
 Is the woodworking machinery constructed and adapted so that it is 
 suitable for its purpose? 
 
Guidance Machinery must be suitable by design, construction or adapted for 

the work it is provided to do.  
 
ACOP You must ensure the most suitable machine which is available is 

selected for the task, e.g. for grooving - a properly guarded vertical 
spindle moulding machine or routing machine are the most suitable.  If a 
circular saw is used for grooving special guards should be provided to 
prevent access to the blade above the table.  

 
Guidance Cutting a rebate on a properly guarded spindle moulding machine 

is lower risk than using the cutter block of a surface planing 
machine.  Cutting very thin slivers of wood is lower risk using a 
surface planing machine rather than a circular saw.  Where a higher 
risk machine is used more stringent safeguards than normal will be 
required.  

 
ACOP Does any circular saw or radial arm saw used for ripping operations have 

its blade projecting through the upper surface of the material being cut? 
 
 Cross-cut saws should only be used for ripping operations if they have 

been specially designed or adapted and at least a riving knife must be 
used.  Any hand fed machines should be fitted with limited cutter 
projection tooling (1.1mm max projection) or its equivalent by December 
2003.  Any replacement or new tooling must immediately comply. 

 
Guidance It is possible to fit limited cutter projection tooling to vertical 

spindle moulding machines, single-end tenoning machines, and 
some rotary knife and copying lathes.  

 
ACOP Are all tools run at speeds no greater than the safe working speed 

marked on the tool or specified by the manufacturer or supplier?  
 Are only cylindrical cutter blocks used on hand-fed planing machines and 

are they balanced and mounted in accordance with manufacturers 
recommendations? 

 
Guidance The cutter must be the correct thickness for the cutter block or 

spindle on which it is to be mounted. Cutters should be kept sharp. 
Cracked and damaged cutters should be thrown away. 
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 YES NO N/A 

REGULATION 5 - Maintenance 
 Is the woodworking machinery maintained in an efficient state, in efficient 

working order and in good repair? 
 
 If the machinery has a maintenance log, is it up to date? 
 
Guidance All parts of woodworking machinery must be maintained so that its 

performance does not deteriorate.  The frequency of maintenance 
checks depends on the machinery itself, the risks involved, the 
intensity of use, the operating environment and the variety of 
operations.  Your Risk Assessment should identify the appropriate 
maintenance management technique, e.g. planned preventive, 
condition-based or breakdown. For high-risk machinery a record of 
maintenance should be kept. 

 
ACOP You should ensure your maintenance at least includes the following:-   
  
 (a) Are worktables maintained so that they are smooth and free of any 

 obstruction or damage that could interrupt continuous feeding of 
 any workpiece to the tool? 

 
 (b) Where mechanical feed systems are used, do they track and run 

 smoothly? 
 
 (c) Are all guards (particularly adjustable, interlocked or automatic) 

 freely adjustable over the full range of work and continue to fulfil their 
 safety function? 

 
 (d) Where provided, are protection devices including two-handed 

 controls and photo-electric devices in effective working order? 
 
 (e) Are all tools sufficiently sharp and undamaged? 
 
 (f) Where fitted do all tool-holders and workpiece clamping systems 

 move freely and continue to function safely? 
 
 (g) Are protection appliances (such as jigs, holders, push-sticks etc) 

 stored in a safe place to minimise risk of damage and checked to 
 ensure they are fit for safe use?          

 

   

REGULATION 7 - Specific Risks 
 Where there is a specific risk, is use of the woodworking machinery 

restricted to those who have been given the task of using it? 
 
Guidance Only people who are properly trained and have enough information 

and instruction, particularly where the machine is hand-fed, should 
be allowed to use the machine. 

 
ACOP Risks should be controlled by: 
 (a)  eliminating the risks (or if not possible); 
 (b) taking physical measures, e.g. guards (but if risks cannot be 

 adequately controlled); 
 (c)  following safe systems of work and the provision of information, 

 instruction and training. 
 
 
                                                                                                             

   

    

  



Approved  5 March 2019 

Page 39 of 198 

 

 YES NO N/A 

Regulation 7 - continued 
 
ACOP (cont'd) Where the risks cannot be adequately controlled by hardware (physical) 

measures during normal operation, only people who have received 
sufficient information, instruction and training and have been tasked to 
use the machine should be allowed to do so.  

 
 Are repairs, modifications, maintenance and servicing only carried out by 

persons who have been specifically designated to perform such 
operations? 

 
ACOP Only people who have been designated for the purpose of this regulation 

and who have been sufficiently informed, instructed and trained should 
carry out any repair, maintenance or other similar work. 

 

   

REGULATION 8 - Information and Instructions 
 
 Have all persons who use or who supervise and manage the use of 

woodworking machinery been given adequate health and safety 
information and, where appropriate, written instructions? 

 
Guidance Workers should have easy access to such information and 

instructions and be able to understand them. Information can 
include manufacturers/suppliers or in-house instruction sheets or 
manuals, instruction placards, warning labels and training manuals.  
You should ask or check they are provided. Supervisors and 
managers must know what information is available and where it can 
be found. 

 
ACOP Does the information and instruction include (where relevant) the 

following:- 
 (a)  The speed, range, type of dimensions of tools suitable for the 

 machine? 
 (b) Any limitations on the cutting speeds of the machine, particular 

 operations or size and material of any workpiece? 
 (c) Procedures relating to the repair or replacement of any guard or 

 protection device? 
 (d) The availability, suitability and use of any additional protection 

device  or appliance? 
 (e) The correct procedures for start-up and adjusting operations? 
 (f) Safe methods of handling tools? 
 (g) Correct procedures for start-up and shut-down, isolation and how to 

 discharge any residual energy? 
 (h) Procedures for cleaning saw blades by hand (machine isolated and 

 blade stopped)? 
 (i) Procedures for adjusting any guard, tool, clamp or other part of a 

 machine (machine must not be in motion unless safe)? 
 
Guidance For most tools the methods of safe handling are straightforward 

but for high-risk operations special information and instruction will 
be required, e.g. handling band blade of a band re-saw, handling of 
veneer guillotine blades. Push-sticks must always be used for last 
300mm of any cut or if cut less than 300mm to remove cut piece 
from between saw and fence unless width >150mm.  Jigs and stops 
should be used at vertical spindle moulding machines. 
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 YES NO N/A 

REGULATION 9 - Training (see Guidance L114 for suggested training course content and 

training records) 

 Have all persons who use or who supervise and manage the use of the 
woodworking machine received adequate health and safety training? 

Guidance Training may be in-house, external or a combination of both.  The 
class of machine involved and type of work expected of the 
operator must be adequately covered.  Training needs of machine 
operators must be assessed by a Competent Person.  Refresher 
training also needs to be considered. Workers must be able to 
demonstrate they are competent. 

 
ACOP Have those who assist in the machining process (e.g. taking off, feeding 

and/or loading machines), and those who set, clean or maintain also 
been trained? Do all training schemes include: 

 (a) instruction in safety skills and knowledge common to woodworking 
 processes? 

 (b) practical instruction in the safe operation of the machine including, in 
 particular:- 

   (i) dangers arising from the machine and any limitations on its use? 
  (ii) the main causes of accidents and relevant safe working practices 

      including correct use of guards, protection devices, appliances 
      and the use of the manual brake, where fitted? 

  (iii) on-the-job familiarisation training under close supervision? 

   

REGULATION 11 - Dangerous Parts of Machinery 
 Have effective measures been taken to prevent access to any 

dangerous part of machinery or stop its movement before any part of a 
person enters a danger zone? 

Guidance Your Risk Assessment should identify the hazards of machinery, 
evaluate the nature of the injury, its severity and likelihood.  The 
risk to be overcome is contact of part of the body or clothing with 
the dangerous part of machinery. All guards and protection devices 
must be suitable, of good construction, sound material and 
adequate strength, be maintained in an efficient state, in efficient 
working order and in good repair, not be easily bypassed or 
disabled, be situated a sufficient distance from the danger zone and 
not unduly restrict the view of the machinery operating cycle.  The 
levels of protection are: 

 (a) fixed enclosing guards; 
 (b) other guards or protection devices, e.g. interlocked guards, 

pressure mats; 
 (c) protection appliances, e.g. jigs, holders, push-sticks; 
 (d) provision of information, instruction and training and 

supervision. 
ACOP (1) Have you ensured access to tools, cutters or other dangerous parts 

 of the woodworking machine is prevented by fixed guards or 
 distance barriers until they are safely at rest? 

 (2) If access cannot be prevented by fixed guards alone, has a 
combination of fixed guards, adjustable guards and protection 
devices been provided? 

 (3) Where a perimeter outer fence is used, have any hinged, sliding or 
moveable guards, doors or panels been interlocked so the machine 
will not run until they are closed? (Note: Interlocks must be fail-safe 
and not easily defeatable/bypassable) 

 (4) Are adjustable guards kept as close to the workpiece as possible? 
 (5) Is cutter motion stopped before guards are adjusted? 
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 YES NO N/A 

Regulation 11 - continued 
ACOP (cont'd) (6) Is any adjustable guard: 
  (a) capable of adjustment over the full range of size and position of 

      the tool and workpiece?  
  (b) of sufficient size and shape to enclose as much of the tool as 

      practicable? 
  (c) sufficiently strong and rigid to contain small pieces of tool and 

      workpiece which may be thrown off? 
  (d) capable of being adjusted without risk to the operator? 
 (7) Are protection appliances: 
  (a) made of strong and rigid material that will not damage the tool if 

      they come into contact with it, e.g. wood? 
  (b) designed so it controls movement of the workpiece? 
  (c) capable of being held firmly and incorporate handholds, where 

      necessary? 
  (d) equipped, where necessary, with means of clamping and/or 

holding the workpiece? 
  (e) readily available for use at the machine? 
 
Guidance All guards, protection devices and interlocks need to be checked 

regularly, preferably at least once a working shift.  Protection 
appliances should be stored in a safe place to minimise damage 
and be regularly checked to ensure they are fit for safe use. 

   

REGULATION 12 - Protection Against Specified Hazards 
 Have measures been taken to prevent or, where not reasonably 

practicable, to adequately control exposure to: 
 (i)  any article or substance falling or being ejected from the work 

 equipment? 
 (ii) rupture or disintegration of parts of work equipment? 
 
Guidance Kickback is common and dangerous on hand-fed machines 

especially circular saws, vertical spindle moulding machines and 
planing machines. 

 
ACOP (1) Have adequate measures been taken to control the risks from 

'kickback'?  
 (2) Where a demountable or integrated power-feed is used, has it 

sufficient size and rating to overcome kickback? 
 (3) Will the guarding provide sufficient protection in the event of the 

cutter or tool disintegrating or the cutter being ejected? 
 (4) Are proprietary tools used which are maintained in good and sound 

condition? 
 
Guidance Protection devices such as clamps can be used to control the 

effects of kickback. Protection appliances include feed rollers, 
spring-loaded pressure pads, jigs, holders, etc either individually or 
in combinations. 

 
ACOP (5) If the machine is a circular saw: 
  (a) is a properly designed and well adjusted riving knife used? 
  (b) is it securely fixed below the machine table? 
  (c) is it positioned directly behind and in line with the saw blade? 
  (d) is it shaped so its inner edge closely follows the contours of the 

      largest used saw blade? 
  (e) is it strong, rigid and has smooth flat surfaced sides? 
  (f) is it adjusted so that gap between it and blade at table level is 

      within 8mm? 

   

  



Approved  5 March 2019 

Page 42 of 198 

 

    

 YES NO N/A 

Regulation 12 - continued 
 
ACOP (cont'd)  (g) is it adjusted so that the vertical distance between the top of the      

blade and the top of the riving knife is no more than 25mm? 
  (h) is it thicker than the plate of the saw blade (parallel plate saw          

only)? 
 (6) If the machine is a vertical spindle moulding machine: 
  (a) is a demountable power-feed device used wherever and 

whenever possible? 
  (b) when (a) is not possible, is a properly made and well-designed      

workpiece holder or jig used? 
 (7) Where this will provide an enhanced level of safety with a power-

feed are 'Shaw Guards' used? 
 (8) If the machine is a planing machine used for thicknessing or more 

than one piece is processed at a time, are sectional feed rollers 
which restrain any ejected workpiece provided? 

 (9) If the machine is a multi-rip sawing machine or straight-line edging 
machine, are anti-kickback fingers used? 

  

   

REGULATION 15 - Stop Controls 
 
 Is the woodworking machine provided with one or more readily 

accessible controls which brings it to a complete stop safely? 
 
Guidance Woodworking tools run at very high speeds and machines have 

been known to be left unattended while they run down when they 
can be approached putting workers at risk. 

 
ACOP Depending on which machine you are checking, has a braking device 

been fitted to: 
 (a) circular saw bench? 
 (b) dimension saw? 
 (c) powered and hand-fed cross cut saw (unless no risk of contact with 
       blade)? 
 (d) single end and double end tenoning machine? 
 (e) combined machine fitted with circular saw and/or tenoning 

attachment? 
 (f) narrow band saw? 
 (g) re-saw? 
 (h) vertical spindle moulding machine (unless fitted with manual or foot-

 operated brake)? 
 (I hand-fed routing machine? 
 (j) thicknessing machine? 
 (k) planing/thicknessing machine? 
 (l) surface planing machine? 
 
 Braking devices should bring the tool /machine to rest within 10 seconds 

and be fitted as soon as possible but no later than: 
 (a) - (e) above by 5 December 2003 
 (f) - (l) above by 5 December 2005 
 All other machines identified as necessary by your Risk Assessment  
 by 5 December 2008. 
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 YES NO N/A 

 
REGULATION 20 - Stability 
 
 Is the woodworking machine securely fastened so that it is stable? 
 
Guidance Other than portable machines, all should be secured in place by 

fastening to the floor, bench or similar structure.  Special steps 
need to be taken to ensure the stability of narrow band saws, 
vertical panel saws and single-sided track-fed tenoning machines.  

 

   

 
REGULATION 23 - Markings 
 
ACOP Is the woodworking machine marked in a clearly visible manner with the 

following:- 
 (i) The safe working speed of the machine? 
 (ii) The safe working speed of the tool, either by marking on the tool 
                                 itself or as a table showing the speed range of tools? 
 (iii) The diameter of the smallest saw blade that should be used (circular 
        sawing machines only)? 
 
Guidance These markings are required to control potential risks that might 

arise from over-speeding. 
 

   

 
REGULATION 24 - Warnings 
 
 Does the woodworking machine incorporate all appropriate warnings or 

warning devices which are unambiguous, easily perceived and easily 
understood? 

 
ACOP If the machine is a combined surface planing and thicknessing machine 

(or is a surface planing machine fitted with a demountable thicknessing 
device), and machine does not have sectional feed rollers or other 
kickback/ejection device, is a notice displayed stating that only one 
workpiece at a time should be fed into the machine? 

 

   

IDENTIFIED ACTIONS (if any) 

Regulation Reference Comments/Action By Whom/When 

  
 

 

  
 

 

  
 

 

 
 

  

 
 

  

 
 

  

 
Note: This checklist is only an aid towards assessing compliance. You must refer to the Approved Code of 
Practice (ACOP) and Guidance, L114, for definitive information. 
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3.3 GENERAL FIRE RISKS 

 

 Fire Evacuation Policy 
 
 3.3.1 This School Policy is a ‘serious and imminent danger procedure’ under the 

Management of Health and Safety at Work Regulations 1999. 
 
 3.3.2 The policy as regards fire practices is as follows:- 
 
  3.3.2.1 There will be daytime fire practices in the School within the first 

fortnight of each term.  The timing of the practices will only be known 
to selected staff but the Headmaster and Foundation Secretary will 
have the power to exempt certain staff from the practice. 

 
  3.3.2.2 Each boarding house will independently hold its own fire practice in 

each term.  The Christmas term practice will be as soon as possible 
in that term.  One of the practices will be in a night time situation. 

 
 3.3.3 If specific buildings are not cleared completely in the minimum time consistent 

with the difficulties inherent in the buildings, the practice will be considered 
inadequate and a further practice will be held until the satisfactory standard is 
achieved. 

 
 3.3.4 A record will be kept by the Foundation Secretary of every fire practice and the 

exact time taken to clear the buildings, and this data will be available on request 
to all employees. 

 
 3.3.5 The warning, in case of fire, shall be given by a siren or bell which is not used 

for changing lessons and can easily be recognised by staff and pupils and will 
be heard clearly in all parts of the buildings. 

 
 3.3.6 The School requires that all fire alarm systems are tested weekly with the testing 

being done sequentially from one operating point to the next.  The Estates and 
Health and Safety Manager is responsible for arranging these tests and for 
ensuring that records are kept available for inspection. 

 
 3.3.7 Any person discovering a fire either in the School, or in a Boarding House, or 

elsewhere should immediately raise the alarm so that evacuation procedures 
may commence.  Upon hearing the alarm, a nominated staff member will 
summon the Fire Brigade, inform the Headmaster/duty member of the SLT and 
Foundation Secretary and undertake whatever duties are specified in these 
Regulations.  The Maintenance Department should be informed on the 
emergency number 07860407622.  

 
 3.3.8 Teachers are considered to be competent to implement evacuation procedures.  

All teachers in charge of the class will therefore be responsible for seeing that 
the whole class is evacuated safely along the designated evacuation route to 
the defined roll call area which is the Netball Courts.   In the event of an actual 
fire, any subsequent movement will be decided by the Headmaster/duty 
member of the SLT or the Foundation Secretary.  
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 3.3.9 A member of the School Office staff will ensure that there is an effective system 
for ensuring that class registers, current to that day, are available for the roll 
call. 

 
 3.3.10 Boarding houses will be evacuated by the duty member of staff who will also be 

responsible for bringing out the House Registers.   
 
 3.3.11 In the event of an actual fire, any subsequent movement will be decided by the 

Headmaster/duty member of the SLT or the Foundation Secretary. 
 
 3.3.12 The person responsible for bringing out the House Registers will be the duty or 

other member of the House Staff Team. 
 
 3.3.13 Directions for the evacuation of pupils and others will be displayed in a 

prominent place in classrooms, common rooms, cloakrooms, prep rooms, 
offices, assembly halls, sick rooms, libraries, gymnasiums, dining rooms, 
kitchens and dormitories. 

 
 3.3.14 Arrangements will be made locally for all appliances using gas and electricity to 

be switched off and laboratory experiments rendered safe, as far as time and 
travel distances allow. 

 
 3.3.15 Exit doors from School buildings or Boarding Houses should never under any 

circumstances be locked or obstructed during hours of occupancy. 
 
 3.3.16 The Headmaster/duty members of the SLT or the Foundation Secretary should 

ensure that no unauthorised persons re-enter the School, under any 
circumstances, during a fire practice or fire emergency. 

 
 Fire Risk Assessment 
 
 Legislation 
 
 3.3.17 The Fire Precautions Act has been repealed. This has been replaced by the 

Regulatory Reform (Fire Safety) Order 2005 (SI2005:1541). 
 
 3.3.18 Compliance duties are placed upon the Responsible Person which in employment 

situations is the Employer. However, the duties of the School extend to relevant 
persons which means anybody who is lawfully on the premises (i.e. pupils, visitors 
or contractors) or any person in the immediate vicinity of the School premises who 
would be at risk from a fire. 
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 Duties 
 
 3.3.19 The primary duty on the School is to take such general fire precautions as will 

ensure, so far as is reasonably practicable, the safety of the School’s employees 
and also relevant persons. The term ‘general fire precautions’ is defined to include 
the following: 

 
 Measures to reduce risk of fire and also the spread of fire 
 Effective means of escape 
 Fire fighting 
 Fire detection and warning 
 Instruction and training 
 Measures to mitigate the effects of fire 

 
 3.3.20 The next primary duty on the School is to undertake a Fire Risk Assessment using 

a competent person. In doing this the School must take note of the following: 
 

 As regards dangerous substances, the matters set out in Schedule 1, Part 
1, 

 As regards the employment of young persons, the matters set out in 
Schedule 1, Part 2 

 As regards the implementation of measures, the principles laid out in 
Schedule 1, Part 3 

 As regards elimination or reduction of dangerous substances, the 
measures specified in Schedule 1, Part 4. 

 
 3.3.21 The remainder of the Order has articles (i.e. Regulations) which provide additional 

requirements on the School for the following: 
 

 Fire fighting and fire detection 
 Emergency routes and exits 
 Procedures for serious and imminent danger 
 Maintenance 
 Safety Assistance 
 Information for employees  
 Information for contractors 
 Training 

 
 3.3.22 The Order also requires the School to nominate Competent Persons for the 

following purposes: 
 

 For fire fighting 
 As ‘Fire Marshals’ for implementing evacuation procedures 
 To assist the School in undertaking the preventative and protective 

measures required by this Order (i.e. those matters identified in the process 
of Fire Risk Assessment). 

 
 Enforcement 
 
 3.3.23 The standard of the Fire Risk Assessment is still determined by Articles 9 and 10 

of the Regulatory Reform (Fire Safety) Order 2005 and a format for carrying out 
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Fire Risk Assessments is available for, the School’s Health and Safety 
Consultants. 

 For all offices, teaching areas, workshops and boarding houses, the Fire 
Authority  

 For all construction sites, the HSE. 
 
 3.3.24 The Enforcers have the following powers: 
 

 An Alteration Notice which presumably is premises linked 
 An Enforcement Notice which is compliance linked 
 A Prohibition Notice which prohibits the use of premises 

 
 Policy standards and assessment process 
 
 3.3.25 The Government has produced a series of Fire Safety Risk Assessment Guides 

and the ones that apply to the School are as follows: 
 

 Offices and Shops 
 Educational Premises 
 Sleeping Accommodation 
 Small and Medium places of assembly 

 
 3.3.26 These documents are lengthy and detailed and therefore Owen David have 

produced the following Risk Assessment formats and guidance: 
 

 FRA2 General Fire Risk Assessment for Educational Premises. 

 FRA3 General Fire Risk Assessment for School Boarding Houses. 

 FRA5 Guidance on sources of ignition and sources of fuel. 

 FRA6 Fire Safety Maintenance Checklist 
 
 Fire practices, fire fighting and fire alarms 
 
 3.3.27 The first part of this Policy deals with fire evacuation in the School.  Details on fire 

fighting and fire alarms will come from the Fire Risk Assessment. 
 
 Fire Extinguishers 
 
 3.3.28 The Estates and Health and Safety Manager will be responsible for the provision 

and maintenance of fire fighting equipment and the selection and training of 
competent persons for fire fighting purposes. 

 
 Fire Fighting 
 
 3.3.29 Whereas means of fighting fire have to be provided as a legal requirement, the 

School considers that the main responsibility is the safe evacuation of all children 
and employees.  Once this has been achieved the School’s Competent Persons 
appointed under Para 3.3.22 may tackle the fire only if it is safe to do so and is 
within their competency and training. 
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 Serious and imminent danger 
 
 3.3.30 Regulation 8 of the Management of Health & Safety at Work Regulations 1999 

requires each site to do the following:- 
 
  3.3.30.1 Establish appropriate procedures to be followed in the event of 

serious and imminent danger. 

 
  3.3.30.2 Nominate competent persons to implement procedures. 

 
  3.3.30.3 Give training to those at risk. 

 
 3.3.31 Whereas it is considered that fire is a special example of this more general 

consideration, the Site Executives should give consideration to the following when 
establishing procedures, if they are required: 

 
  3.3.31.1 Any gas leak or unintended ignition of gas or failure of flame 

failure controls. 

 

  3.3.31.2 The possibility of explosions related to bulk liquefied gas or oil 
storage.  

 

 3.3.31.3 Evacuation problems posed by large assembly of persons on 
school premises which represent an untrained population. 

 

 3.3.32 Any other matters which the Governors consider come within the 
categorisation of serious and imminent danger. 
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1.  Identification of the hazards      

1.1 Identification of sources of fuel.      

1.2 Identification of sources of ignition.      

1.3 Identification of sources of oxygen.      

2. People at risk      

2.1 Identification of people at risk in area.      

2.2 Identification of people at risk from area 
activities. 

     

2.3 Identification of those especially at risk.      

 2.3.1 Unsupervised.      

 2.3.2 Language difficulties.       

 2.3.3 Very young.      

 2.3.4 Disabilities.      

3. Evaluation of fire risk in area being assessed 

3.1 Higher.      

3.2 Normal.      

3.3 Lower.      

4.  Removal or reduction of hazard      

4.1 Reduction in sources of ignition.      

4.2 Reduction in sources of fuel.      

4.3 Reduction in sources of oxygen.      

4.4 Have all dangerous substances been 
identified? 

     

4.5 Have these been removed or reduced so far 
as is reasonably practicable? 

     

4.6 Are fixed electrical installations and portable 
electrical equipment subject to routine 
inspection and test? 

     

5. Fire warning and detection systems                                     
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5.1 Is a shout or manual alarm sufficient?      

5.2 Alarm to BS5839 or equivalent.      

5.3 Are the number and location of operating 
points acceptable? 

     

5.4 Is the audibility acceptable?      

5.5 Any persons with impaired hearing.      

5.6 Is automatic fire detection advised?      

5.7 Right type and location. 
 

     

5.8 Maximum travel distance of 45m to any alarm 
operating point? 

     

5.9 Alarm operating points located at storey exits 
and final exits? 

     

6. Fire fighting equipment 

6.1 Are the correct extinguishers provided?      

 6.1.1 Class A combustible solids.      

 6.1.2 Class B or Class A with additives 
flammable liquids 

     

 6.1.3 Class C fires involving gases.      

 6.1.4 Class D fires involving metals.      

 6.1.5 Class F cooking oils and deep fat 
fryers. 

     

 6.1.6 Hose reels.      

 6.1.7 Sprinkler systems.      

6.2 Are there a sufficient number of extinguishers 
correctly sited? 

     

 6.2.1 Minimum of 2 per floor or      

 6.2.2 One every 200m2 of floor space.      

6.3 Are fire blankets (light duty) provided for fat-
type fires? 

     

7. Means of escape (general) 

7.1 Work in inner room is controlled by:      
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 7.1.1 Vision panel in dividing wall or      

 7.1.2 500mm smoke gap at ceiling or      

 7.1.3 Smoke detection in outer room      

7.2 Are dead-end travel distances acceptable?      

7.3 Are combined travel distances acceptable?      

7.4 Are dead-end corridors protected by:      

 7.4.1 Protected route status or      

 7.4.2 Automatic fire detection.      

7.5 If room >12metres (10m classrooms) are 
there two exits with included angle >45o? 

     

7.6 Are doors set at 800mm width and above?      

7.7 Are fire doors acceptable and closing 
properly? 

     

7.8 Is there fire sub-division of corridors >30m in 
length? 

     

7.9 Is there fire door sub-division of corridors 
serving 2 floor exits? 

     

7.10 Are stairway enclosures of Class 0 
Construction, leading to final exit? 

     

7.11 Are stairway enclosures free of 
combustibles? 

     

7.12 Are accommodation stairways enclosed at all 
upper levels? 

     

7.13 If stairway extends to basement, is there a 
separate fire-resisting lobby at that point? 

     

7.14 Is the floor above the basement 60-minute 
fire resistance? 

     

7.15 Are any external fire escapes the correct 
vertical and horizontal distance from 
unprotected doors and windows? (1.8m 
horizontally and 9m vertically). 

     

7.16 Are all means of escape clear of obstruction 
and properly managed? 
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7.17 Are accommodation stairways enclosed at all 
upper levels? 

     

7.18 Do final fire exit doors open in direction of 
travel? 

     

7.19 In the case of fire walls, do these extend 
upwards through false ceilings to the floor 
slab above? 

     

7.20 Do the walls contain hidden voids or shafts 
that would spread smoke vertically and 
bypass the fire-resisting structure? 

     

8. Means of escape with single stairs 

8.1 Basement and ground floor:      

 8.1.1 Not >60 people in the basement.      

 8.1.2 Stairwell protected.      

 8.1.3 Travel distance to storey exit 
acceptable. 

     

 8.1.4 Fire resisting of lobby in basement 
before stairs. 

     

8.2 Ground floor and first floor:      

 8.2.1 Not >120 people on first floor.      

 8.2.2 Travel distance to storey exit 
acceptable. 

     

 8.2.3 Stairwell protected.      

8.3 Ground floor and up to 3 upper floors:      

 8.3.1 Children must not be accommodated 
above the first floor. 

     

 8.3.2 Upper floors must not have >60 
people each. 

     

 8.3.3 Travel distance to storey exit 
acceptable. 

     

 8.3.4 Approach to staircase via a protected 
lobby (except on top floor) or have 
AFD. 
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9. Fire Safety Maintenance (see Checklist)      

9.1 Are there daily non-recorded checks of the 
following: 

     

 9.1.1 Escape routes      

 9.1.2 Fire warning systems      

 9.1.3 Emergency lighting      

 9.1.4 Fire fighting equipment      

9.2 Are there weekly recorded checks of the 
following: 

     

 9.2.1 Escape routes      

 9.2.2 Fire warning systems      

 9.2.3 Emergency lighting      

 9.2.4 Fire fighting equipment      

9.3 Are there monthly checks of the following:      

 9.3.1 Escape routes      

 9.3.2 Emergency lighting      

 9.3.3 Fire fighting equipment      

9.4 Does the fire warning system have a 6-
monthly check by a Competent Person? 

     

9.5 Do the fire extinguishers have a 12-monthly 
check by a Competent Person? 

     

10. Miscellaneous Matters 

10.1 Signs and notices:      

 10.1.1 Are emergency exits and signs 
clearly marked? 

     

 10.1.2 Are alarm operating points clearly 
marked? 

     

 10.1.3 Are internal fire doors provided with 
the “Fire Door Keep Shut” notice? 

     

 10.1.4 Are “Push Bar to Open” notices 
provided at door panic bolts? 
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 10.1.5 Are fire-resisting doors to cupboards 
on staircases and protected routes 
marked “Fire Door – Keep Locked”? 

     

 10.1.6 Are there evacuation instructions 
posted throughout the area at 
appropriate points? 

     

10.2 Is there an emergency plan in place?      

10.3 Has training on the emergency plan and on 
fire generally been provided to management 
and employees? 

     

10,4 Does the emergency plan include the 
appointment of fire Marshalls and detail their 
role? 

     

10.5 Does the emergency plan detail the 
frequency and objectives of fire drills and 
the method of achieving any roll call?  

     

10.6 Does the plan deal with the presence of 
contractors and visitors who may be on site? 

     

10.7 Is there provision of a sufficient number of 
emergency lighting luminaires or 
equivalent? 

     

10.8 Is there adequate lighting on external routes 
adjacent to fire exit? 

     

10.9 Is there means by which employees can 
voice their concern about fire risks in line 
with their duty under Article 19 of the Fire 
Safety Order? 

     

10.10 Are there back-up power supplies for fire 
detection and emergency lighting systems? 

     

11. Hire of Facilities 

11.1 Are any parts of the area hired to external 
organisations? 

     

11.2 Is the Responsible Person identified in each 
case? 
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11.3 Are the fire safety responsibilities 
established as part of the contract of hire? 

     

12. Soft furnishings etc 

12.1 Is there a policy on the purchase and use of 
soft furnishings complying with the Furniture 
and Fittings (Fire) Safety Regulations 1998? 

     

12.2 Is it being implemented?      
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1.  Identification of the hazards      

1.1 Identification of sources of fuel.      

1.2 Identification of sources of ignition.      

1.3 Identification of sources of oxygen.      

2. People at risk      

2.1 Identification of people at risk in area.      

2.2 Identification of people at risk from area 
activities. 

     

2.3 Identification of those especially at risk.      

 2.3.1 Unsupervised.      

 2.3.2 Language difficulties.       

 2.3.3 Very young.      

 2.3.4 Disabilities.      

3. Evaluation of fire risk in area being assessed 

3.1 Higher.      

3.2 Normal.      

3.3 Lower.      

4.  Removal or reduction of hazard      

4.1 Reduction in sources of ignition.      

4.2 Reduction in sources of fuel.      

4.3 Reduction in sources of oxygen.      

4.4 Have all dangerous substances been 
identified? 

     

4.5 Have these been removed or reduced so far 
as is reasonably practicable? 

     

4.6 Other Controls:      

 4.6.1 Are waste storage bins located away 
from the building? 

     

 4.6.2 Are there smoke dampers within 
laundry chutes?  
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 4.6.3 Is there routine maintenance of 
laundry machinery that may overheat? 

     

 4.6.4 Are radiant heaters banned from the 
area? 

     

 4.6.5 Is there a ban on portable heaters 
belonging to staff? 

     

 4.6.6 Are fixed electrical installations 
subject to inspection and test every 
five years? 

     

 4.6.7 Is all portable electrical equipment 
including those belonging to students 
subject to PAT testing? 

     

5. Fire warning and detection systems                                     

5.1 Is a shout or manual alarm sufficient?      

5.2 Alarm to BS5839 or equivalent.      

5.3 Are the number and location of operating 
points acceptable? 

     

5.4 Is the audibility acceptable?      

5.5 Any persons with impaired hearing.      

5.6 Is automatic fire detection advised?      

5.7 Right type and location. 
 

     

5.8 Maximum travel distance of 45m to any alarm 
operating point? 

     

5.9 Alarm operating points located at storey exits 
and final exits? 

     

6. Fire fighting equipment 

6.1 Are the correct extinguishers provided?      

 6.1.1 Class A combustible solids.      

 6.1.2 Class B or Class A with additives 
flammable liquids 

     

 6.1.3 Class C fires involving gases.      

 6.1.4 Class D fires involving metals.      
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 6.1.5 Class F cooking oils and deep fat 
fryers. 

     

 6.1.6 Hose reels.      

 6.1.7 Sprinkler systems.      

6.2 Are there a sufficient number of extinguishers 
correctly sited? 

     

 6.2.1 Minimum of 2 per floor or      

 6.2.2 One every 200m2 of floor space.      

6.3 Are fire blankets (light duty) provided for fat-
type fires? 

     

7. Means of escape (general) 

7.1 Are dead-end travel distances acceptable?      

7.2 Are combined travel distances acceptable?      

7.3 Are dead-ends protected by protected route 
and automatic fire detection? 

     

7.4 If bedrooms are >9m, are there 2 exits with 
included angle >45o? 

     

7.5 Are door widths at 800mm or more?      

7.6 Are fire doors acceptable and self-closing?      

7.7 Is there sub-division by fire door of corridors 
>30m in length? 

     

7.8 Are accommodation stairways enclosed at all 
upper levels? 

     

7.9 If stairway extends to basement, is there a 
separate fire-resisting lobby at that point? 

     

7.10 Is the floor above the basement 60-minute 
fire resistance? 

     

7.11 Are any external fire escapes the correct 
vertical and horizontal distance from 
unprotected doors and windows? 

     

7.12 Are all means of escape clear of obstruction 
and properly managed? 
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7.13 Do final fire exit doors open in direction of 
travel? 

     

7.14 Is there fire door subdivision of corridors 
serving to floor exits? 

     

7.15 Are stairway enclosures of Class 0 
construction, leading to final exit? 

     

7.16 Are stairway enclosures therefore free of 
combustibles? 

     

7.17 In the case of fire walls, do these extend 
upwards through false ceilings to the floor 
slab above? 

     

7.18 Do the walls contain hidden voids or shafts 
that would spread smoke vertically and 
bypass the fire-resisting structure? 

     

8. Sleeping accommodation, single stairs and not greater than 200m2 per floor. 

8.1 Ground and first floor:      

 8.1.1 Distance to storey exit acceptable.      

 8.1.2 Upper floor not >60 people.      

 8.1.3 Protected stairwell.      

 8.1.4 Only one door access to stairwell 
from each room. 

     

 8.1.5 AFD provided to Grade DLD2.      

8.2 Ground floor and 2 upper floors:      

 8.2.1 Travel distance acceptable to storey 
exit. 

     

 8.2.2 The uppermost floor must not be 
more than 11metres above ground. 

     

 8.2.3 Upper floors not >60 people on 
each. 

     

 8.2.4 Corridors and stairwell protected 
routes. 

     

 8.2.5 Only one door access to stairwell 
from each room. 

     

 8.2.6 AFD provided to standard L2.      
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8.3 Ground and 3 upper floors:      

 8.3.1 As 11.2 above but with protected 
lobby access to stairs at each level 
except on the top floor. 

     

9. Fire Safety Maintenance (see Checklist)      

9.1 Are there daily non-recorded checks of the 
following: 

     

 9.1.1 Escape routes      

 9.1.2 Fire warning systems      

 9.1.3 Emergency lighting      

 9.1.4 Fire fighting equipment      

9.2 Are there weekly recorded checks of the 
following: 

     

 9.2.1 Escape routes      

 9.2.2 Fire warning systems      

 9.2.3 Emergency lighting      

 9.2.4 Fire fighting equipment      

9.3 Are there monthly checks of the following:      

 9.3.1 Escape routes      

 9.3.2 Emergency lighting      

 9.3.3 Fire fighting equipment      

9.4 Does the fire warning system have a 6-
monthly check by a Competent Person? 

     

9.5 Do the fire extinguishers have a 12-monthly 
check by a Competent Person? 

     

10. Miscellaneous Matters 

10.1 Signs and notices:      

 10.1.1 Are emergency exits and signs 
clearly marked? 

     

 10.1.2 Are alarm operating points clearly 
marked? 
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 10.1.3 Are internal fire doors provided with 
the “Fire Door Keep Shut” notice? 

     

 10.1.4 Are “Push Bar to Open” notices 
provided at door panic bolts? 

     

 10.1.5 Are fire-resisting doors to cupboards 
on staircases and protected routes 
marked “Fire Door – Keep Locked”? 

     

 10.1.6 Are there evacuation instructions 
posted throughout the area at 
appropriate points? 

     

10.2 Is there an emergency plan in place?      

10.3 Has training on the emergency plan and on 
fire generally been provided to management 
and employees? 

     

10,4 Does the emergency plan include the 
appointment of fire Marshalls and detail their 
role? 

     

10.5 Does the emergency plan detail the 
frequency and objectives of fire drills and 
the method of achieving any roll call?  

     

10.6 Does the plan deal with the presence of 
contractors and visitors who may be on site? 

     

10.7 Is there provision of a sufficient number of 
emergency lighting luminaires or 
equivalent? 

     

10.8 Is there adequate lighting on external routes 
adjacent to fire exit? 

     

10.9 Is there means by which employees can 
voice their concern about fire risks in line 
with their duty under Article 19 of the Fire 
Safety Order? 

     

10.10 Are there back-up power supplies for fire 
detection and emergency lighting systems? 

     

11. Hire of Facilities 
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11.1 Are any parts of the area hired to external 
organisations? 

     

11.2 Is the Responsible Person identified in each 
case? 

     

11.3 Are the fire safety responsibilities 
established as part of the contract of hire? 

     

12. Soft furnishings etc 

12.1 Is there a policy that purchases made 
against the following standards:  

     

 12.1.1 Ignitability of upholstered furniture 
BS5852 

     

 12.1.2 Resistance to ignition of upholstered 
furniture for non-domestic use 
BS7176 

     

 12.1.3 Resistance to ignition of mattresses, 
divans and bed bases BS7177 

     

 12.1.4 Ignitability of mattresses with 
waterproof covers BS6807 

     

 12.1.5 Flammability of fabrics for curtains 
and drapes BS5867-2 

     

 12.1.6 Flammability of blankets for use in 
the public sector BS5866-4 

     

 12.1.7 Flammability of counterpanes for 
use in the public sector BS5815-3 

     

 12.1.8 Ignitability of continental quilts and 
duvets BS7175 

     

 12.1.9 Ignitability of bedcovers and pillows 
BS7175 

     

12.2 Is the policy implemented?      



 

Page 63 of 198 

 

 
Sources of Ignition (tick where applicable) 
Smokers’ material, e.g. 
cigarettes, matches and lighters. 

 Cooking equipment, hot ducting, 
flues and filters. 

 Static charge from mechanical 
equipment, e.g. conveyor belts; 
poor electrical installations e.g. 
overloads, heating from bunched 
cables, damaged cable. 

 

Naked flames, e.g. gas or liquid-
fuelled open-flame equipment. 

 Extract fans for dust and fume 
removal systems, e.g. by build-
up of debris. 

 Faulty or misused electrical 
equipment, e.g. refrigeration 
defrost systems, fork lift truck 
charging units. 

 

Sparks from burning products, 
e.g. bonfires in yards. 

 Failure of temperature control 
thermostats on hot work/cooking 
processes. 

 Light fittings and lighting 
equipment, e.g. halogen lamps or 
display lighting or overhead lights 
too close to stored products. 

 

Vehicles exhausts.  Heat sources, such as gas, 
electric, microwaves, radio 
frequency, thermal fluids. 

 Hot surfaces and obstruction of 
equipment ventilation; 
spontaneous ignition and self 
heating, e.g. oil soaked rags, 
paint scrapings, crumb and batter 
residue. 

 

Electrical, gas or oil-fired heaters 
(fixed or portable), room heaters. 

 Steam pipes.  Arson.  

Hot processes/hot work, e.g. 
welding by contractors or shrink 
wrapping. 

 Frictional generated heat from 
mechanical equipment. 

 Other (specify)  

Sources of Fuel 
1. Flammable Liquids 
 1.1 Paints & Varnishes 
 1.2 Thinners & Solvents 
 1.3 White spirit 
 1.4 Flammable chemicals 
 1.5 Cleaning products 
 1.6 Other (specify) 
 
 

 4. Plastics 
 4.1 Rubber products 
 4.2 Flexible foams 
 4.3 Polystyrene 
 4.4 Insulated panels 
 4.5 Packaging 
 4.6 Other (specify) 

 7. Waste 
 7.1 Pallets 
 7.2 Wood off-cuts 
 7.3 Shavings 
 7.4 Litter and rubbish 
 7.5 Shredded paper 
 7.6 Waste packaging 
 7.7 Cyclone Waste 
 7.8 Waste chemicals 
 7.9 Waste paint 
 7.10 Other (specify) 

 

2. Flammable Gases 
 2.1 LPG & Acetylene 
 2.2 Flammable refrigerants 
 2.3 Aerosols 
 2.4 Other (specify) 
 
 

 5. Paper products 
 5.1 Cardboard packaging 
 5.2 Advertising materials 
 5.3 Notice boards & artwork 
 5.4 Computer stationery 
 5.5 Other (specify) 
 
 

 

3. Stored Food Stuffs 
 3.1 Sugar 
 3.2 Butter & oils 
 3.3 Cereals 
 3.4 Other (specify) 
  

 6. Furnishings 
 6.1 Untreated drapes & 

curtains 
 6.2 Old chairs 
 6.3 Floor coverings 
 6.4 Other (specify) 
 
 

 

Sources of Oxygen 
Atmospheric oxygen 
Fire Works 
Oxidising chemicals 
 

 Process oxygen 
Medical Oxygen 
Forces Ventilation 
 

 Other (specify)  
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FRA6 

Fire safety maintenance checklist 
 

 Yes  No N/A Comments 

Daily checks (not normally recorded) 

Escape routes 

Can all fire exits be opened immediately and easily?     

Are fire doors clear of obstructions?     

Are escape routes clear?     

Fire warning systems 

Is the indicator panel showing ‘normal’?     

Are whistles, gongs or air horns in place?     

Escape lighting 

Are luminaires and exit signs in good condition and 
undamaged? 

    

Is emergency lighting and sign lighting working correctly     

Fire-fighting equipment 

Are all fire extinguishers in place?     

Are fire extinguishers clearly visible?     

Are vehicles blocking fire hydrants or access to them?     

Weekly checks 

Escape routes 

Do all emergency fastening devices to fire exits (push bars and 
pads, etc.) work correctly? 

    

Are external routes clear and safe?     

Fire warning systems 

Does testing a manual call point send a signal to the indicator 
panel?  (Disconnect the link to the receiving centre or tell them 
you are doing a test.) 

    

Did the alarm system work correctly when tested?     

Did staff and other people hear the fire alarm?     

Did any linked fire protection systems operate correctly? 
(e.g. magnetic door holder released, smoke curtains drop) 

    

Do all visual alarms and/or vibrating alarms and pagers (as 
applicable) work? 

    

Do voice alarm systems work correctly? 
Was the message understood? 

    

Escape lighting 

Are charging indicators (if fitted) visible?     

Fire-fighting equipment 

Is all equipment in good condition?     

Additional items from manufacturer’s recommendations     

Monthly checks 

Escape routes 

Do all electronic release mechanisms on escape doors work 
correctly?  Do they ‘fail safe’ in the open position? 

    

Do all automatic opening doors on escape routes ‘fail safe’ in the 
open position? 

    

Are fire door seals and self-closing devices in good condition?     

Do all roller shutters provided for fire compartmentation work 
correctly? 

    

Are external escape stairs safe?     

Do all internal self-closing fire doors work correctly?     

Escape lighting     

Do all luminaires and exit signs function correctly when tested?     

Have all emergency generators been tested? (Normally run for 
one hour.) 
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 Yes  No N/A Comments 

Firefighting equipment 

Is the pressure in ‘stored pressure’ fire extinguishers correct?     

Additional items from manufacturer’s recommendations.     

Three-monthly checks 

General 

Are any emergency water tanks/ponds at their normal capacity?     

Are vehicles blocking fire hydrants or access to them?     

Additional items from manufacturer’s recommendations.     

Six-monthly checks 

General 

Has any fire-fighting or emergency evacuation lift been tested by 
a competent person? 

    

Has any sprinkler system been tested by a competent person?     

Have the release and closing mechanisms of any fire-resisting 
compartment doors and shutters been tested by a competent 
person? 

    

Fire warning system 

Has the system been checked by a competent person?     

Escape lighting 

Do all luminaires operate on test for one third of their rated 
value? 

    

Additional items from manufacturer’s recommendations     

Annual checks 

Escape routes 

Do all self-closing fire doors fit correctly?     

Is escape route compartmentation in good repair?     

Escape lighting 

Do all luminaires operate on test for their full rated duration?     

Has the system been checked by a competent person?     

Fire-fighting equipment 

Has all fire-fighting equipment been checked by a competent 
person? 

    

Miscellaneous 

Has any dry/wet rising fire main been tested by a competent 
person? 

    

Has the smoke and heat ventilation system been tested by a 
competent person? 

    

Has external access for the fire service been checked for 
ongoing availability? 

    

Have any fire-fighters’ switches been tested?     

Has the fire hydrant bypass flow valve control been tested by a 
competent person? 

    

Are any necessary fire engine direction signs in place?     
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3.4 SCIENCE TEACHING 

 

 3.4.1 The School requires each Science Department to develop its own Departmental 
Health & Safety Policy. In addition, such Departments are required to observe 
the following procedures:- 

 
 3.4.2 Experimental safety 
 
  3.4.2.1 The method of conducting all experiments in the curriculum will be 

according to the standards laid out in relevant Topic chapters of 
“Topics in Safety” published by the Association for Science 
Education (3rd Edition, 2001).  Copies must be available in the 
Department to all staff. 

 
  3.4.2.2 The chemicals used will be according to the recommended 

restrictions in Topic 10 of the above publication. 
 
 3.4.3 Eye Protection 
 
  3.4.3.1 The School recognises that eye protection is a difficult matter.  Note 

is taken of the guidance in Topic 5 of the above publication regarding 
acceptable kinds of eye protection. It is understood that complete 
protection for the pupils will be available only if box goggles 
manufactured to BS2092C or BSEN 166 are provided and worn but 
taking into account recommendations contained within ‘Topics in 
Safety’ and Guidance from the Health and Safety Executive’s 
Education NIG, the School has adopted the following policy 
(Appendix 1). 

   
 3.4.4 Fume cupboards 
 
  3.4.4.1 It is the policy of the School that fume cupboards will be assessed 

once a year.  This will conform to the 14-month requirement for the 
thorough examination and test of engineering controls under the 
COSHH Regulations. The Head of Department is responsible for 
ensuring that these thorough examinations and tests are carried out 
by Competent Persons and that records are kept available for 
inspection at all times. 

 
  3.4.4.2 The minimum standard required by the DfEE (Building Bulletin 88, 

1998) is a flow rate of 0.3M/sec with the sash fully opened.  It is the 
aim of the School to achieve standards whereby the flow rate will be 
0.5M/sec with the sash open at 0.5 metres. 

 
 3.4.5 Chemical Storage 
 
  3.4.5.1 It is the policy of the School that chemical storage will be along the 

general lines of that laid out in Topic 6 of the above publication.   
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 3.4.6 Microbiology 
 
  3.4.6.1 It is a policy of the School that all microbiological experiments will be 

assessed and categorised in accordance with Topic 15 of the above 
publication.  The techniques and precautions will be appropriate to 
each level as contained in Topic 15. 

 
  3.4.6.2 The treatment of contaminated equipment, treatment of spillages 

and disinfection procedures will be in accordance with the above 
Topic chapter. 

 
 3.4.7 Radioactive Sources 
 
  3.4.7.1 It is the policy of the School to comply with the Ionising Radiations 

Regulations 1999 in full. 
 
  3.4.7.2 The School will only use radioactive sources as required by the 

science curriculum, and that they will not carry out independent 
experiment outside the standard syllabus. 

 
  3.4.7.3 An examination of School’s activities indicate that the instantaneous 

dose rates and accumulated doses are so low that in terms of the 
above Regulations:  

 
   a) there is no need to create a Controlled Area; 
   b)  there is no need to create a Supervised Area; 
   c) there is no need to appoint a Radiation Protection Supervisor; 
   d)  there is no legal need for Local Rules. 
 
  3.4.7.4 Despite the above, the School requires that the Head of 

Physics/Science should appoint a person for producing or 
maintaining what should now be called ‘Local Procedures for Using 
Radioactive Materials’. That person will be responsible not only for 
reviewing these Procedures, but also for monitoring their use.   

 
  3.4.7.5 The current interpretation of Regulation 13 of the Ionising Radiations 

Regulations is that the School must consult on a one-off basis with 
an HSE-approved Radiation Protection Adviser.  Although the 
interface with the Regulations is minimal, the HSE have taken the 
decision that this consultation must take place to cover the Radiation 
Risk Assessment which is a requirement of Regulation 7. It is 
understood that there is no need, under the HSE interpretation, to 
have a permanent appointment of an RPA. 

  
  3.4.7.6 It is appreciated by the School that matters relating to the application 

of the Radioactive Substances Act, possible exemptions regarding 
registration and the application of AM 1/92 is a complex matter and 
notes are appended (Appendix 2) in this Policy immediately after this 
section. The School also refers relevant members of its science staff 
to Topics in Safety, 3rd Edition, Topic 19 for further information. 
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ROYAL ALEXANDRA & ALBERT SCHOOL 
SCIENCE DEPARTMENT - EYE PROTECTION POLICY  (Appendix 1) 

 
The Department's policy is that eye protection should be worn whenever there is any foreseeable risk of 
injury to the eyes. 
Wherever possible, teaching staff are expected to give consideration to the method of working to reduce 
the risks involved.  Examples could include:- 
 
i) Using safety screens whenever there is any risk of explosion or splashing; 
ii) Keeping pupils at a safe distance during demonstrations; 
iii) While heating solids use a loose ceramic wool plug in test-tubes; 
iv) Heating liquids such as Benedict's reagent in a water bath. 
 
Due to the difficulties in providing precise information on what type and when eye protection is to be 
worn, the Department has based its policy and Local Rules on suggestions from the Education National 
Interest Group of the Health and Safety Executive and guidance contained in Topics in Safety, 2001, the 
Association for Science Education, as follows:- 
 
1. Face Shields (BSEN166-3B) should be worn when:- 
 1.1 -  dispensing large volumes of concentrated acids, alkalis (including ammonia) or 

other corrosive substances 
 1.2 -  opening and dispensing from storage containers which may be under pressure, 

e.g. hydrogen peroxide, ‘880’ ammonia, silicon tetrachloride. 
 1.3 -   clearing up after spillages. 
 
2. Goggles (BSEN166-3B) should be worn when handling:- 

 2.1 -   corrosive solids or liquids, including alkali solutions ≥ 0.5 M and most acid 

solutions ≥ 0.5 M. 

 2.2 -   toxic chemicals; 
 2.3 -  cryogenic liquids 
 
3. Spectacles (BSEN166-1F) are adequate for the following situations unless the substance 

involved meets any of the criteria/properties in 1 or 2 above. 
 3.1 -   heating chemicals (including cases where the heat comes from the reaction itself); 
 3.2 -  shaking liquids in a separating funnel; 
 3.3 -  grinding solids with pestle and mortar (but not oxidising agents); 
 3.4 -   dispensing small volumes of liquids; 
 3.5 -   dispensing solids; 
 3.6 -   heating partially sealed vessels (e.g. in gas preparations, passing gases over 

solids etc); 
 3.7 -   handling -  organic liquids 
     oxidising agents 
     dilute acids and alkalis (less than 0.5 M); 
 3.8 -   glass working; 
 3.9 -   stretching metal wires or plastic cords; 
 3.10 -  dissection of material containing cartilage or bone; 
 3.11 -   any other operation likely to give rise to flying splinters. 
 
IN ANY CASE OF DOUBT, THE HEAD OF DEPARTMENT SHOULD BE CONSULTED. 
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THE USE OF RADIATION IN INDEPENDENT SCHOOLS (Appendix 2) 

 
A1. INTRODUCTION 
 
 1.1 These notes are produced following the issue of Administrative Memorandum 1/92 by 

the DES, entitled The Use of Ionising Radiations in Education Establishments in 
England and Wales. 

 
A2. BACKGROUND LEGISLATION 
 
 2.1 The licence to hold radioactive materials is issued under Section 1 of the Radioactive 

Substances Act 1960 (now RSA 93) enforced by Her Majesty’s Inspectors of Pollution 
of the DoE. 

 
 2.2 The Controls regarding work with radioactive substances are governed by the Ionising 

Radiations Regulations 1999, enforced by the Health and Safety Executive. 
 
A3. THE RADIOACTIVE SUBSTANCES (SCHOOLS ETC) EXEMPTION ORDER 1963 
 
 3.1 This order effectively exempts certain educational establishments from registration 

under Section 1 of the 1960 Act, subject to certain conditions. 
 
 3.2 Article 4 extends the definition to “an independent school within the meaning of that 

Act (1944 Education Act), is recognised as efficient by that Minister”.  It would therefore 
appear that the order also applies to independent schools. 

 
 3.3 The conditions for exemption to apply were:- 
 
  3.3.1 that not more than 4 millicuries (mci) of exempted radioactive sources (i.e. 

sealed sources) are kept on the premises at any one time; 
 
  3.3.2 that no more than 2 mci of radioactive material in the form of exempted open 

sources (i.e. unsealed radioactive substances) are brought onto the premises 
in any one month or kept there at any one time; 

 
  3.3.3 that no material is removed from a closed (sealed) source and that the source 

is not mutilated; 
 
  3.3.4 that if sources are lost or stolen the Police or The Department of the 

Environment are informed; 
 
  3.3.5 that the Department of the Environment is informed if it is suspected that 

closed (sealed) sources have been broken or damaged or that radioactive 
material has escaped from them; 

 
  3.3.6 that records for inspection by the Radiochemical Inspectorate of The 

Department of the Environment (now HMIP) are kept of all sources received 
and disposed of, showing the activities involved and the dates of receipt and 
disposal, and that the records are kept of waste disposal. 

 
 3.4 There is also an exemption as regards accumulation and disposal of radioactive waste 

which is unlikely to apply to schools. 
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A4. ADMINISTRATIVE MEMORANDUM 2/76 
 
 4.1 This updated AM1/65 and referred to the fact that independent schools, other than 

those that were not recognised as “efficient”, would probably be able to take advantage 
of the exemption order referred to above. 

 
 4.2 In Appendix 1 to this AM there was a requirement that all schools, including those 

independent schools that were “efficient”, should apply to The Secretary of State if they 
wished to use ionising radiations. 

 
A5. THE EDUCATION (SCHOOLS AND FURTHER AND HIGHER EDUCATION) 

REGULATIONS 1989 
 
 5.1 These short Regulations contain several miscellaneous measures.  Regulation 7 

effectively sets a lower limit of radioactivity above which approval from The Secretary 
of State for Education must be sought.  That level is set at 0.002µci per gram. 

 
 5.2 The definition is also extended to include:- 
 
  5.2.1 any apparatus in which electrons are accelerated by a PD of at least 5 Kv 

other than televisions and VDUs. 
 
 5.3 This Regulation does not apply to independent schools. 
 
A6. THE EFFECT OF ADMINISTRATIVE MEMORANDUM 1/92 
 
 6.1 This Memorandum acknowledges that the 1989 Regulations (above) effectively 

lowered the specific activity levels at which approval was needed. 
 
 6.2 The AM then goes on to specify the need for obtaining prior approval from The 

Secretary of State for radioactive substances above this threshold.  However, these 
procedures do not apply to independent schools. 

 
A7. UNITS 
 
 7.1 The unit of the curie (ci) has now been replaced by the becquerel (Bq).  The conversion 

is as follows:- 
 
   1 mci = 37 MBq 
   1 µci = 37 KBq 
 
  Therefore 0.002 µci per gram which equates to 74 Bq per gram. 
 
 7.2 As a guide, the following are thresholds for different legislation to apply:- 
 
  The Ionising Radiations Regulations 1999  - None 
 
  The Radioactive Substances  
  (Carriage by Road) Regulations         -  70 Bq 
 
  Department of the Environment - anything more than 0.4 Bq per gram. 
 
 7.3 Apart from measuring the amount of radioactivity, the other important element is the 

rate at which radiation is received.  This is the so-called dose rate and is measured in 
microsieverts per hour (µSv/hr).  The old unit used to be the millirem and the conversion 
factor is 1 mr = 10 µSv. 
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A8. THE USE OF IONISING RADIATIONS IN SCHOOLS 
 
 8.1 Each School is a Radiation Employer and as such, the Regulations apply to ‘any 

practice’. Practice is defined to include the handling, use, holding and storage of 
radioactive substances which covers the Schools’ teaching activities. 

 
 8.2 The main Regulations that will apply to your School will be as follows:- 
 
  8.2.1 Regulation 6 - Notification to the HSE where a School carries out radiation 

work for the first time. 
 
  8.2.2 Regulation 7 - The School should carry out a prior Risk Assessment before 

undertaking new radiation work. Existing work will have to be risk assessed 
under Regulation 3 of the Management of Health & Safety at Work 
Regulations. 

 
  8.2.3 Regulation 8 - The School must take all reasonable steps to restrict exposure 

so far as is reasonably practicable. 
 
  8.2.4 Regulation 13 - The School shall consult a suitable Radiation Protection 

Adviser for the purpose of obtaining advice as regards observance of the 
Regulations. The only relevant application is that contained in paragraph 
217(a)2.1.7(a) of the Approved Code of Practice.  

 
  8.2.5 Regulation 14 - Duty on the School to provide information, instruction and 

training. 
 
  8.2.6 Regulation 27 - Duty to maintain sealed sources so as to prevent leakage. 

Also leakage tests to be carried out every 2 years. 
 
  8.2.7 Regulation 28 - The School shall keep records as regards the quantity and 

location of the sources. 
 
  8.2.8 Regulation 29 - The sources should be kept in an appropriate receptacle 

which is then kept in a suitable store. 
 
  8.2.0 Regulation 34 - Duty on employees to exercise care. 
 
A9. RADIATION PROTECTION ADVISOR AND RADIATION PROTECTION SUPERVISOR 
 
 9.1 The 1985 Ionising Radiations Regulations required the School to appoint a Radiation 

Protection Supervisor, but in all probability not a Radiation Protection Adviser. This was 
due to the fact that utilisation of correct handling procedures under what was known as 
the Local Rules, would prevent a situation where the dosage would be such that an 
RPA had to be appointed. 

 
 9.2 The 1999 Regulations have changed this. Local Rules are only required in areas that 

are designated ‘controlled’ or ‘supervised’. These two areas are defined according to 
dose rate exposure or cumulative dose. These levels do not exist in Schools and 
therefore there is no requirement for Local Rules. An RPS is only required to be 
appointed if there are Local Rules. 

 
 9.3 However, the Radiation Protection Adviser can be there to be consulted, albeit on a 

one-off basis, on the observance of the Regulations and in particular to the matters 
that are laid out in Schedule 5 to the Regulations. None of those matters apply to 
Schools, but the range of matters to consult on is expanded in paragraph 2172.1.7 of 
the Approved Code of Practice and these matters include the Risk Assessment 
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referred to in Regulation 7. This is quite clearly a grey area, but the HSE are clearly of 
the opinion that the RPA consultation process must be used by Schools to check their 
Radiation Risk Assessment. 

 
A10. UNSEALED RADIOACTIVE SUBSTANCES 
 
 10.1 A school may have examples of minerals and rare earths which in themselves are 

slightly radioactive.  The use and control of these will also be covered by the above 
Regulations.  As AM 1/92 points out, the activity of naturally occurring uranium minerals 
is in the order of 5 KBq/g. 

 
A11. QUALIFICATIONS OF STAFF 
 
 11.1 This is always a difficult issue to approach, but here AM 1/92 is helpful.  The DES 

approval system divides schools into categories A, B and C, with C representing the 
lowest level of use of radioactive sources.  As a result, the qualifications for staff for 
each category are defined and these definitions can be found on page 12. 

 
A12. DOSE LIMITS 
 
 12.1 The use of radioactive substances is controlled by the Ionising Radiations Regulations 

and the legal dose limits are set in Schedule 4.  These doses cover one calendar year. 
 
 12.2 The DES appears to have set its own dose limits and these are compared in tabular 

form below.  At the same time, it states that work in category C will not give rise to 
doses exceeding the DES limits and, therefore, there is no need for schools to estimate 
dose limits. 

 
 12.3  

 
I R Regs AM 1/92 

 
Teacher 

Technician 
Pupil 

Teacher 
Technician 

Pupil 

Whole body dose 50mSv 15mSv 5mSv 0.5mSv 

Organs & Skin 500mSv 150mSv 50mSv 5mSv 

Eye lens 150mSv 45mSv 15mSv 1.5mSv 

 
 
 12.4 It can be seen from the table that the approach of the DES appears to have been to 

reduce the legal figures for employees to 10%, and for the pupils they have divided by 
a factor of 30.  There is no justification in AM 1/92 for or against these reductions, but 
certainly the factor of 30 was used in the previous AM 2/76. 

 
A13. LOCAL RULES 
 
 13.1 As explained above, the legal requirement for Local Rules no longer exists. There will 

still be the need for Local Procedures and the guidance on page 45 of Appendix 1 to 
AM 1/92 can still be used for guidance. 

 
A14. CONCLUSIONS 
 
 14.1 These are as follows:- 
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  14.1.1 The exemption order will probably apply to all schools and there will be no 
need to register under the Radioactive Substances Act 1960. 

 
  14.1.2 Schools do need to notify the area office of the HSE that they hold radioactive 

isotopes. 
 
  14.1.3 There is no requirement now to have a Radiation Protection Supervisor but 

the School should consult on a one-off basis with a Radiation Protection 
Adviser as to the validity of its Radiation Risk Assessment. 

 
A15. REFERENCES 
 
 15.1 These are as follows:- 
 
  15.1.1 Administrative Memorandum 1/92 entitled “The Use of Ionising Radiations in 

Education Establishments in England & Wales”, from the DES. 
 
  15.1.2 L 121 Work with Ionising Radiation. ACOP & Guidance, ISBN 0 7176 1746 7. 
 
  15.1.3 Topics in Safety, 3rd Edition. The Association for Science Education. 
 
  15.1.4 The Education (Schools and Further and Higher Education) Regulations 

1989, ISBN 0 11 096351 2. 
 
  15.1.5 The Radioactive Substances (Schools etc) Exemption Order 1963 ISBN 0 11 

100436 5. 
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3.5 FIRST AID 

 

 3.5.1 The School will make adequate provision for First Aiders and First Aid 
equipment. The Foundation Secretary 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. 

 
 3.5.2 A list of first aiders is available from the Foundation Office, School Office 

or Estates and Health and Safety Manager’s office. 
 
 3.5.3 First Aid boxes are maintained in the following areas: 
 
  Foundation Office 
  Estates and Health and Safety Manager Office  
  PE Department   Boarding Houses 
  DT Department   Shed in Rock Garden 
  Mess Room    Gatton Trust Classroom 
  Gatton Trust Cabin   ACF   
  Co-curricular    Laundry 
  Maintenance Workshop  Catering Office  
  Workshop     Food Technology Dept 
  Sewing Room    Riding Stables Office  
  Science Laboratories(all) 
 
 3.5.4 The persons responsible for ensuring that First Aid boxes meet laid down 

Statutory requirements area: 
 
  Health Centre Manager 
  Estates and Health and Safety Manager 
 
 3.5.5 All First Aid boxes will be checked against the stock list as shown on 
  the attached schedule every 12 months and restocked as necessary. 
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Assessment of First-Aid Needs Checklist 
 
The minimum first-aid provision for each work site is: 
 

 a suitably stocked first-aid container; 

 a person appointed to take charge of first-aid arrangements; 

 information for employees on first-aid arrangements. 
 
This checklist will help you assess whether you need to make any additional provision. 
 

 
Aspects to consider 

 
Impact on first-aid provision 

 

1. What are the risks of injury and ill 
health arising from the work as 
identified in your Risk Assessment? 

 

If the risks are significant you may need to 
employ first aiders. 

2. Are there any specific risks, e.g. 
working with: 

 - hazardous substances; 
 - dangerous tools; 
 - dangerous machinery; 
 - dangerous loads? 

You will need to consider: 
- specific training for first aiders; 
- extra first-aid equipment; 
- precise siting of first-aid equipment; 
- informing emergency services; 
- first-aid room. 
 

3. Are large numbers of people 
employed on site?  

You may need to employ first aiders to deal 
with the higher probability of an accident. 
 

4. What is your record of accidents and 
cases of ill health? What type are 
they and where did they happen? 

 

You may need to: 
- locate your provision in certain areas; 
- review the contents of the first-aid box. 

5. Are there inexperienced workers on 
site, or employees with disabilities or 
special health problems? 

 

You will need to consider: 
- special equipment; 
- local siting of equipment. 

6. Are the premises spread out, e.g. are 
there several buildings on the site or 
multi-floor buildings? 

 

You will need to consider provision in each 
building or on several floors. 

 
7. Is there shift-work or out-of-hours 

working? 
 

 
Remember that there needs to be first-aid 
provision at all times people are at work. 
 

8. Is your workplace remote from 
emergency medical services? 

 

You will need to: 
- inform local medical services of your 

location; 
- consider special arrangements with the 

Emergency Services. 
 

9. Do you have employees who travel a 
lot or work alone? 

 

You will need to: 
-consider issuing personal first-aid kits 

 and training staff in their use; 
-consider issuing personal      
 communicators to employees. 
 

10. Do any of your employees work at 
sites occupied by other employers? 

You will need to make arrangements with the 
other site occupiers. 
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11. Do you have any work experience 

trainees? 

 
Remember that your first-aid provision must 
cover them. 
 

12. Do members of the public visit your 
premises? 

 

You have no legal responsibilities for non-
employees, but HSE strongly recommends 
you include them in your first-aid provision. 
 

13. Do you have employees with reading 
or language difficulties? 

You will need to make special arrangements 
to give them first-aid information. 
 

 
Don’t forget that first aiders and appointed persons take leave and are often absent from the 
premises for other reasons. You must appoint sufficient people to cover these absences to 
enable first-aid personnel to be available at all times people are at work. 
 
Where there are special circumstances, such as remoteness from emergency medical 
services, shift-work, or sites with several separate buildings, there may need to be more first-
aid personnel than set out below. Increased provision will be necessary to cover for absences. 

 
Category of Risk 

 

 
Numbers employed 

at any location 

 
Suggested number of first-aid 

personnel 

Lower Risk 
Eg shops, offices, libraries 

Fewer than 50 
 
50-100 
 
More than 100 
 

At least one appointed person 
 
At least one first aider 
 
One additional first aider for every 
100 employed 
 

Medium Risk 
e.g. light engineering and 
assembly work, food processing, 
warehousing 
 

Fewer than 20 
 
20-100 
 
 
More than 100 

At least one appointed person 
 
At least one first aider for every 
50 employed (or part thereof) 
 
One additional first aider for every 
100 employed. 
 

Higher Risk 
e.g. most construction, 
slaughterhouse, chemical 
manufacture, extensive work with 
dangerous machinery or sharp 
instruments 
 

Fewer than 5 
 
5-50 
 
More than 50 
 
 
Where there are 
hazards for which 
additional first-aid 
skills are 
necessary. 
 

At least one appointed person 
 
At least one first aider 
 
One additional first aider for every 
50 employed 
 
In addition, at least one first aider 
trained in the specific emergency 
action. 



Approved 5 March 2019 

Page 77 of 198 

 

HEALTH & SAFETY (FIRST AID) REGULATIONS 1981 

LEGALLY REQUIRED CONTENTS OF FIRST AID BOXES AND KITS 

The following information is abstracted from the official Approved Code of Practice providing 
guidance on the above Regulations. 
 
First Aid Boxes and Travelling First Aid Kits should contain a sufficient quantity of suitable first 
aid materials and nothing else.  The contents of the boxes should also be replenished as soon 
as possible after use to maintain stock levels, and the boxes themselves should be made of 
suitable material designed to protect the contents from damp and dust and should be clearly 
identified as first aid containers using the symbol incorporating a white cross on a green 
background.  The basic minimum contents are specified as follows: 

 Item First Aid 
Boxes 

Travelling 
First Aid Kits 

Card giving general First Aid guidance 1 1 

Individually wrapped sterile adhesive dressings in assorted 
sizes 
 

20 6 

Sterile eye pads with attachment 2 - 

Individually wrapped triangular bandages 6 2 

Safety pins 6 2 

Medium sized individually wrapped sterile unmedicated 
wound dressings (approx 10cm x 8cm) 
 

6 - 

Large sterile individually wrapped unmedicated wound 
dressings (approx 13cm x 9cm) 
 

2 1 

Extra large sterile individually wrapped unmedicated 
wound dressings (approx 28cm x 17.5cm) 
 

3 - 

Individually wrapped moist cleaning wipes - 6 

 
In addition to the above items there may be additional items such as special antidotes or special 
equipment for specific hazards.  However, these should only be provided if employees have 
received additional training in the relevant use and treatment involved.  (This would include items 
such as special preparations for treatment of hydrofluoric acid burns).  In addition, where mains 
tap water is not readily available for eye irrigation, sterile water or sterile normal saline (0.9%) in 
sealed disposable containers should be provided.  Each container should hold at least 300ml 
and should not be re-used once the seal is broken.  At least 900ml should be provided.  Official 
guidance is that eye baths/refillable cups should not be used for eye irrigation. 
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3.6 GROUNDS AND MAINTENANCE STAFF 
 
 3.6.1 The Estates and Health and Safety Manager is responsible for the health and safety of 

the School’s Grounds and Maintenance Staff. He will ensure that:- 
 
  i) no staff use any chainsaw unless they have been on a training course and that 

work only proceeds according to HSE Guidance Note PM31. This will include 
the provision of suitable Hearing Protection, visors, safety footwear and the 
correct ballistic clothing; 

 
  ii) all pesticides will be safely and securely stored and will be under lock and key 

except when being manipulated.  The person responsible for the spraying of 
pesticides will have been on a course approved under the Control of Pesticides 
Regulations 1986 and will hold a certificate of competence issued by the 
National Proficiency Tests Council, Tel No 02476 696553. 

 
 3.6.2 As a result of the DSEAR Regulations the storage of petrol is no longer covered by the 

Petroleum (Consolidation) Act.  Instead the storage conditions are set by a DSEAR 
Risk Assessment as laid out in 3.35. 

 
 
 3.6.3 In view of the type of machinery used in the School grounds and in Maintenance 

Workshops, the School will take all necessary steps to ensure that nominated users of 
this equipment have been properly trained. 
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3.7 COSHH REGULATIONS 
 
 3.7.1 The School will take all necessary steps to comply with the COSHH Regulations 2002, 

as amended and the HSE’s brief guide. 
 
 3.7.2 The School requires that substances to which the Regulations apply will be used in the 

teaching of science, the teaching of art, Design & Technology, the offices, 
maintenance, domestic cleaning, in swimming pools  and by the grounds staff. 

 
 3.7.3 The School will implement the following Arrangements and Procedures and which will 

be co-ordinated by the Estates and Health and Safety Manager, as follows:- 
 
  3.7.3.1  Each Department, as identified by the Estates and Health and Safety Manager 

will identify any substance which is used or evolved in that Department and 
draw up an alphabetical Substance Inventory. 

 
  3.7.3.2  For each and every identified substance a current and relevant 

manufacturer’s/supplier’s Safety Data Sheet will be obtained. 
 
  3.7.3.3 Based on the inherent health hazards of the substance and the particular 

circumstances of use, an Assessment of the health risks to employees and 
others who may be affected, will be completed (see Annex A - COSHH - 
Substance Record, Assessment Form, Employee Information & Emergency 
Sheet and Annex B Guidance Notes; for Science Departments see 3.7.4 
below). 

 
  3.7.3.4 Each Department will compile all of the above into a COSHH Manual, which 

will be kept readily available for inspection at all times. 
 
  3.7.3.5 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; 

 
  3.7.3.6 The Estates and Health and Safety Manager, jointly with 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. 

 
3.7.4 The School acknowledges that due to the substantial number of substances which are 

used within School’s Science Departments that the completion of individual COSHH 
Assessments, utilising the Annex A format referred to in paragraph 3.7.3.3 above, 
would place an unnecessary bureaucratic burden upon that Department. Furthermore, 
the level of training and knowledge of Staff of health hazards of substances within 
these Departments is acknowledged to be to a higher standard than the normal School 
population. As a consequence, the School believes that a more streamlined approach 
can be used and appended is an outline ‘generic COSHH Assessment’ (Annex C). The 
Heads of the Science Departments will review this document and, if entirely 
appropriate to the circumstances within that Department, for it to be adopted, its 
Control Measures fully implemented and for this to be kept readily available for 
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inspection within the Department and brought to the attention of all relevant Staff. 
 
FURTHER INFORMATION 
 
3.7.5 Guidelines on precautionary control measures for certain substances may also be 

found at HSE’s COSHH Essentials site. 
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RECORD NO  
 

ANNEX A – THE SCHOOL – COSHH – SUBSTANCE RECORD, ASSESSMENT FORM, 
EMPLOYEE INFORMATION AND EMERGENCY SHEET 

SECTION 1 – SUBSTANCE DETAILS 

1.1  Substance or Product Name 1.2  Supplier (where relevant) 

 

1.3  Physical Form (e.g. liquid, vapour, fume, gas, 

solid) 
 

1.4  Safety Data Sheet (specify any Ref No/Date) 

SECTION 2 – HEALTH HAZARDS 

2.1  Constituents, Hazardous properties, Health Effects & Workplace Exposure Limit 
        
 

 
 
 
 

2.2  Route of Exposure (How are persons actually exposed – inhalation, eye or skin contact, skin absorption, 

ingestion?) 
 
 
 

SECTION 3 – DESCRIPTION OF USE 

3.1  What is it used for? 
       (circumstances of the work) 

 

3.2  Where is it used and by whom? 
       (circumstances of the work) 

 

3.3  Level, type and Duration of 
       Exposure? (quantity/frequency/duration) 

 

SECTION 4 – ASSESSMENT OF USE 

4.1  Prevention of Exposure (Can the substance be eliminated from use or replaced by a safer alternative 

orcan peoples exposure be otherwise prevented?) 
 
 

 

4.2  What Control measures are required/are in use (e.g. local exhaust ventilation (LEV), personal 

protective equipment, respiratory protection) 
 
 
 

4.3  If LEV used, specify date of examination and test 4.4.1  Is occupational hygiene (workplace exposure) 
monitoring necessary? 

4.4.2  If so, has it been carried out? (specify date) 
 

4.5  Assessment of health risk (Your conclusions as to whether exposure is adequately controlled) 

 
 
 
 
 
Note: if you conclude in Section 4.1that is not reasonably practicable to prevent exposure by using an alternative substance 
or process and the risks to health are significant, you must also complete the ’Adequate Control of Substances Form’ and, in 

addition, for carcinogens and asthmagens, the ‘Carcinogenic and Asthmagenic Substances Form’. 

4.6  What further action needs to be taken to assess or control the risk and comply with 
Regulations (e.g. information, instruction & training, atmospheric monitoring, install LEV, through examination and 

test of existing LEV, health surveillance) 
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SECTION 5 – EMERGENCY ACTION RECORD NO 
 

5.1  First Aid: 
 

 EYES: 
 
 

 SKIN: 
 
 

 INHALATION: 
 
 

 INGESTION: 
 
 

5.2  Spillage Treatment/Waste Disposal: 
 
 
 

5.3.1 Fire: 
 
5.3.2 Combustion Products: 
 
 

5.4  Reactivity Data: 
 
 

5.5  Other Emergency Considerations: 
 
 

SECTION 6 – ACTION SUMMARY 

6.1  Time scale for actions identified in Section 4.6 
 
 
 

6.2  When is this assessment to be reviewed? 
 
 
 

6.3  When and how are exposed persons to be informed of the result of this assessment? 
 
 

 
 
 
Signed: …………………………………………. Date: …………………………………………….. 

 
 
 
 
 
 
 
 
 

© Owen David Risk Management Ltd 



Approved 5 March 2019 

Page 83 of 198 

 

 
 

 
ANNEX B 

THE SCHOOL – COSHH – ADEQUATE CONTROL OF EXPOSURE TO SUBSTANCES FORM 

NAME OF SUBSTANCE(S) RECORD NO Use the same number 

that appears on the main Assessment 
Form) 

 
 

The COSHH Regulations, regulation 7 and Schedule 2A, require that eight principles of good practice 
are applied to achieve adequate control if the Assessment shows that it is not reasonably practicable 
to prevent exposure to any substance.  These are as follows: 

 
PRINCIPLE OF GOOD PRACTICE TO BE APPLIED 

 

YES/NO 
(If unsure, consult 
with Management) 

 
1. Are the processes and activities designed and operated to minimise 

emission, release and spread of the hazardous substance? 

 

 

 
2. When developing control measures have all relevant routes of exposure – 

inhalation, skin absorption and ingestion – been taken into account? 
 

 

 
3. Has exposure been controlled by measures that are proportionate to the 

health risk? 
 

 

 
4. Have the most effective and reliable control options which minimise the 

escape and spread of the substance been chosen? 
 

 

 
5. Where adequate control of exposure cannot be achieved by other means 

has, in combination with other control measures, suitable personal protective 
equipment been provided? 

 

 

 
6. Are all elements of control measures checked and reviewed regularly for their 

continuing effectiveness? 
 

 

 
7. Have all employees been informed and trained on the hazards and risks from 

the substances with which they work and the use of control measures 
developed to minimise the risks? 

 

 

 
8. Has it been ensured that the introduction of control measures does not 

increase the overall risk to health and safety? 
 

 

If you have answered NO to any of the questions 1 to 8 above, indicate below how it could be achieved 
and record this as an Action in Section 4.6 of the main Assessment Form. 
The following Action(s) should be taken: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
 
Signed: ……………………………….. Print Name: …………………………… Date: ………………….. 
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ANNEX C 
THE SCHOOL – COSHH – CARCINOGENIC or ASTHMAGENIC SUBSTANCES FORM 

NAME OF SUBSTANCE(S) 
 
 

RECORD NO (Use the same 

number that appears on the main 
Assessment Form 
 
 

Carcinogenic substances i.e. a substance which carries the risk phrase 

 R45 ‘May cause cancer’ 

 R46 ‘May cause heritable genetic damage’ 

 R49 ‘May cause cancer by inhalation’; 

 or which is a substance listed in Schedule 1 to the regulations; amd 
 
Asthmagenic substances i.e. a substance which carries the risk phrase 

 R42 ‘May cause sensitisation by inhalation’; or 

 R42/43 ‘May cause sensitisation by inhalation and skin contact’; 

 or which is listed in Section C of the HSE publication Asthmagen? Critical assessments of the 
evidence for agents implicated in occupational asthma. 

 
are special cases and the COSHH Regulations require that, if the Assessment shows that it is not reasonably 
practicable to prevent exposure by using an alternative substance or process, exposure is reduced to as low 
a level as is reasonably practicable. 
PART A 

 
MEASURE TO BE APPLIED 

 

YES/NO 
(If unsure consult 

with management) 

 
A1.  Is it reasonably practicable to totally enclose the process and handling systems? 

 

 

If you have answered YES to question A1 above, indicate below how it could be achieved and record this as 
an action in Section 4.6 of the main Assessment Form. 
The following Action(s) should be taken: 
PART B 

 
MEASURE TO BE APPLIED 

 

YES/NO 
(If unsure consult 

with management) 

 
B1.   Has eating, drinking and smoking in areas that may be contaminated by
 carcinogens been prohibited? 

 

 

 
B2.   Are floors, walls and other surfaces cleaned at regular intervals and whenever 
 necessary? 
 

 

 
B3.   Have the areas and installations which may be contaminated by carcinogens been 
 designated and suitable and sufficient warning signs been displayed? 
 

 

 
B4.   Where relevant, is the carcinogen safely stored, handled and disposed of and kept 
 in closed and clearly labelled containers? 
 

 

 
B5.   Do all employees who are exposed to the carcinogen have a Health Record 
 maintained by the Company? 
 

 

 
If you have answered NO to any one of B1 to B5 above, record them as Action(s) in Section 4.6 of the main 
Assessment Form. 
 
 

Signed: ……………………………….. Print Name: …………………………… Date: ………………….. 
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THE SCHOOL 
 

COSHH – SUBSTANCE RECORD, ASSESSMENT FORM, EMPLOYEE INFORMATION AND 
EMERGENCY SHEET 

ANNEX D – NOTES OF GUIDANCE FOR COMPLETION 

 
These notes are intended to give background guidance on the completion of this form relevant to 

each Section and Heading 
 

RECORD NO – Obviously any unique identification number can be used and this should be co-
ordinated site-wide.  It is also recommended that the Record No is also entered on the relevant Safety 
Data Sheet. 
 
SECTION 1 – SUBSTANCE DETAILS 
1.1 Substance or Product Name Ideally the name which appears on the substance 

package label.  For non-proprietary substance, use 
the most obvious description.  If the substance is 
evolved.  E.g. welding fume, then enter this 
information. 

1.2 Supplier The supplier’s name and location (full address is not 
necessary, but the telephone number can be useful).  
This may not apply if the substance is evolved by the 
process. 

1.3 Physical Form e.g. yellow liquid, blue solid, white powder, vapour, 
dust, fume, gas. 

1.4 Safety Data Sheet Record date received and any reference number 
and/or issue date of the Safety Data Sheet, where 
applicable. 

SECTION 2 – SUBSTANCE DETAILS 
2.1 Constituents, Hazardous 

properties, Health Effects and 
Workplace Exposure Limit 

Record the Constituents of the Substance which may 
be hazardous.  These should be detailed on the 
package label or in the Safety Data Sheet, e.g. 
Mineral Oil, Sodium Hypochlorite (bleach) etc.  
Alternatively, it could be a constituent that is 
generated, e.g. dust, fume, etc. 

The Hazard Warning Symbols have the 
following meanings:- 

 
 

 Explosive 

Either the label and/or the Safety Data Sheet will give 
information on the hazardous properties/health 
effects of the Substance and this should be recorded 
in this section, e.g. 

 Irritating to skin and eyes.  Prolonged skin 
contact may cause dermatitis; 

 Corrosive – causes burns 

 Harmful by inhalation. 
 
Delete the hazard warning symbols that are not 
relevant.  Only those which appear on the label of 
SDS should remain 

 Oxidising 

 Highly Flammable or 
Flammable 

 Very Toxic or Toxic 

 Harmful or Irritant 

 Corrosive 

 Dangerous for the 
Environment 

© Owen David Risk Management Ltd 

© Owen David Risk Management Ltd 



Approved 5 March 2019 

Page 86 of 198 

 

   

 Where appropriate, the Safety Data Sheet (or if not 
refer to EH40) will contain information on the 
Workplace Exposure Limit (WEL) [previously referred 
to as either a Maximum Exposure Limit (MEL) or 
Occupational Exposure Standard (OES)].  These 
limits are normally quoted in ppm (parts per million) 
or mg/m3 and should also be entered in this section.  
 

2.2 Route of Exposure It is important that all potential exposure routes are 
included and should be based on your 
knowledge/observations of the circumstances of use 
and exposure, e.g. “potential skin/eye contact and 
inhalation during pouring substance, main hazard 
believed to be inhalation during spraying.  Also 
potential skin contact and inhalation during 
maintenance/cleaning. 

SECTION 3 – DESCRIPTION OF USE 
3.1 What Is it used for? A description of the actual use of the substance. 

 
3.2 Where is it used and by 

whom? 
All usage locations and persons who use it should be 
detailed. 
 

3.3 Level, type and duration of 
Exposure? 

The quantity, type, frequency and duration of usage 
should be recorded.  It is important that this is 
properly recorded as it assists in judging the relative 
risks of use of the substance against another use, 
and whether the use of the substance is relatively 
major of trivial compared to other substances.  If there 
are activities, such as maintenance, where there is 
the potential for a high level of exposure this must 
also be noted.  You should also estimate exposure 
and compare it with the WEL, where applicable. 

SECTION 4 – ASSESSMENT OF USE 
4.1 Prevention of Exposure You should initially consider whether exposure to the 

substance can reasonably practicably be prevented 
by:- 

 changing the process so that the substance is 
no longer used/produced; 

 replacing it with a safer alternative; or 

 completely enclosing the process. 
4.2 Control Measures in Use Where exposure cannot be prevented, the Control 

Measures that have been/are to be adopted to reduce 
the risks of exposure to the routes identified in 2.2 
should be noted.  Where a particular type of Personal 
Protective Equipment (PPE) is necessary, this should 
be based, where possible, on manufacturers 
/suppliers advice and clearly specified, including the 
relevant BSEN standard e.g. “Goggles/full-face mask 
(BSEN166-3) and nitrile gloves provided for use 
during handling of substance.  Spraying only to be 
carried out in a well-ventilated area.  Nitrile gloves 
and organic vapour respirator (EN405, Type 
FFA1P1) must be worn if there is inadequate extract 
ventilation”. 

4.3 If LEV used specify date of 
examination and test 

This should be self-explanatory, e.g. “Exhaust 
ventilation provided at source.  Tested within last 3 
months – see LEV records”. 
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4.4.1 
 
 
4.4.2 

Is occupational hygiene 
(atmospheric) monitoring 
necessary? 
If so has it been carried out? 
 

These should be self-explanatory, e.g. “None 
considered necessary due to exposure duration of 
only a few seconds/minutes in any working period” or 
“Exposure estimated to be well below approved 
Workplace Exposure Limit” or “Occupational hygiene 
(atmospheric) monitoring carried out in October last 
year.  Personal exposure levels 10-50 ppm, 
background levels 1-5ppm.  See Report attached”. 
Note: If monitoring is required, this must be 
repeated on at least an annual basis. 
 

4.5 Assessment of Health Risks 
 
Important Notes: 
 
1. If you conclude it is not reasonably 

practicable to prevent exposure by 
using an alternative process or safer 
substance and there is a significant 
health risk you must complete the 
COSHH Adequate Control of 
Substances Form 

2. If the substance is a carcinogen or an 
asthmagen and you conclude it is not 
reasonably practicable to prevent 
exposure by using an alternative 
substance or process you must also 
complete the Carcionogenic or 
Asthmagenic Substances Form. 

This section is used to conclude whether the 
substance is under control and therefore, if there is 
any likelihood of a risk to health from any of the 
exposure routes previously identified.  If the 
substance is potentially hazardous to health, then it is 
unlikely you will be able to answer “No” since you 
cannot ensure precautions will always be observed.  
A typical entry could therefore be “Providing 
employees where PPE indicated above, extraction 
performance is maintained to the standard measured, 
and employees are informed of action in the event of 
a foreseeable incident, e.g. spillage, first aid, then 
there is not believed to be a significant risk to health”. 
 
 

4.6 Further action to be taken to 
assess or control risk/comply 
with Regulations 

This section details any proposed action to:- 
 

1. further assess the risk e.g. 

 “Complete occupational hygiene/workplace 
exposure (atmospheric) monitoring to 
quantify inhalation risks”,  

2. to control the risk, e.g. 

 “LEV to be installed as soon as practicable, 
respirator (EN405, Type FFA1P1) to be worn 
in interim period.  System of Work detailing 
precautionary measures need to be 
formulated” 

3. or other action which is needed to comply with 
the rest of the Regulations, e.g. 

 “LEV to be visually examined weekly and 
thoroughly examined and tested at the least 
every fourteen months”, 

 “Occupational Hygiene (atmospheric) 
Monitoring to be repeated on at least an 
annual basis”, 

 “Employees to be informed of health hazards 
of substance, routine precautions to be 
observed and action to be taken in the event 
of spillage, first aid”. 

 
It should be noted that the last sentence is the 
minimum action that should normally be taken.  You 
should also again consider whether the 
substance can be eliminated, be substituted by a 
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safer alternative, or whether other risk reduction 
measures can be implemented. 
 

 
SECTION 5 – EMERGENCY ACTION 
5.1 First Aid This information should normally be contained in the 

manufacturers/suppliers’ Safety Data Sheet and 
should specify, as a minimum, the emergency first aid 
action to be taken in event of eye contact, skin 
contact, inhalation of fume, vapour or gas, or 
ingestion of substance. 

5.2 Spillage Treatment/ 
Waste Disposal 

This information will be specified on the 
manufacturers/suppliers Safety Data Sheets and 
should specify emergency action in the event of a 
spillage and action to take in dealing with waste 
material generated. 

5.3.1 Fire This should specify action in the event of a fire 
involving the substance and will be available on a 
manufacturers/suppliers’ Safety Data Sheet.  Type of 
fire extinguisher to be used should be recorded. 
 

5.3.2 Combustion Products This should detail combustion products produced in 
event of a fire involving the substance and again will 
be available on manufacturers/suppliers’ Safety Data 
Sheet.  Any relevant information for the Fire Services 
should be available. 
 

5.4 Reactivity Data This should detail relevant information regarding 
potential reaction of substance with other 
substances.  Again, this information will be available 
on manufacturer/suppliers’ Safety Data Sheet. 
 

5.5 Other emergency  
considerations 

Any other relevant emergency information from 
Safety Data Sheets should be recorded. 
 

SECTION 6 – ACTION SUMMARY 
6.1 Time Scale for actions 

identified in Section 4.6 
Details of proposed timescales for completion of 
remedial or any other work in order to ensure control 
of risk should be recorded. 
 

6.2 When is this assessment to be 
reviewed? 

In this section the Department should establish 
criteria for deciding when the Assessment needs to 
be reviewed.  This could be based on a variety of 
factors e.g. periodic basis “in 12 months time” or 
“When action indicated at 6.1 has been completed” or 
“If there is any evidence of ill health or ‘near-miss’ 
indicating failure/inadequate PPE; or circumstances 
of use change”, etc. 

6.3 When and how are exposed 
persons informed of result of 
this assessment? 
Signed and Dated 

Details of proposed training and instruction of 
employees and the availability of the Assessment 
should be recorded. 
The Assessment should be signed and dated by the 
person who completes the Assessment. 
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THE SCHOOL 

 

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002, as amended 

 

SCIENCE DEPARTMENT – 
GENERIC ASSESSMENT OF USE OF SUBSTANCES – ANNEX E 

 
1. Introduction 
  

1.1 The above Regulations, known as COSHH, originally came into force on 1 October 1989.  
These were subsequently revoked and replaced by the current COSHH Regulations and 
require the School, amongst other things, to make and Assessment of the health risks 
created by the use of ‘substances hazardous to health’. 

 
1.2 A ‘substance hazardous to health’ in relation to School Science, includes: 
 

1.2.1 Substances supplied to the School labelled very toxic, toxic, harmful, corrosive or 
irritant; 

 
1.2.2 Substances created in laboratories which are very toxic, toxic, harmful, corrosive or 

irritant; 
 
1.2.3 Any substance with an approved Workplace Exposure Limit (WEL) [previously known 

as Maximum Exposure Limit (MEL) or Occupational Exposure Standard (OES)]. 
 
1.2.4 Biological Agents. 
 

2. Background Information. The substances stored and used will be limited to the normal range of 
chemicals etc, required for the appropriate level of syllabus work undertaken by the School. 

 
3. Exposure Details. Exposure occurs in the Prep rooms during manipulative and preparatory work 

and in the classrooms during normal teaching.  Wide-ranging measurements have been made by 
CLEAPSS and these indicate that occupational exposure to chemicals and other substances will 
be adequately controlled if work is conducted in accordance with the advice given in the 
Association for Science Education Publication, ‘Topics in Safety’, CLEAPSS Hazcards, etc. 

 
4. Control Measures 

 
4.1 The School already conducts its School Science activities in accordance with existing and 

accepted good practice, but in order that it can comply with the Regulations a formal system 
has been drawn up which Science Teachers and Technicians are required to adopt.  If the 
system is followed it should ensure that substances are handled safely and that risks to 
health arising from their use are minimised. 

 
4.2 The system adopted is as follows: 

 
4.2.1 Chemicals considered to be unsuitable for Science teaching will not be used. 
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4.2.2 Other substances not needed for the syllabus work have been or will be removed and 
disposed of. 
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4.2.3 Science teachers will use their professional judgement based on advice which may be 

found in the following texts: 
 

4.2.3.1 Topics in Safety (Third Edition), Association for Science Education. 

4.2.3.2 Hazardous Chemicals, A Manual for Science Education, SSERC. 

4.2.3.3 Hazards, CLEAPSS. 

4.2.3.4 Safety in Science Education, DfEE. 

4.2.3.5 Micro-biology, an HMI Guide. 

4.2.4 Where necessary, according to the substances being used, and in line with the texts 
referred to above, engineering control of fumes/vapours will be provided by appropriate 
fume cupboards.  Work entailing the evolution of any significant harmful fumes 
/vapours will only be carried on in cupboards which comply with the guidelines given 
in the Building Bulletin BB88, ‘Fume Cupboards in Schools’ published by DfEE.  
Records of the examination of Fume Cupboards will be maintained. 

 
4.3 Staff should use their professional discretion in deciding whether the general advice given in 

the text is applicable to the proposed activity. 
 

4.4 Staff should decide: 
 
4.4.1 Whether the activity can be carried out by pupils, as a teacher demonstration only, or 
should not be carried out at all e.g. there is a safer, less hazardous, substance that can be 
substituted. 

 
4.4.2 The precautions which should be adopted including, in particular, during preparatory 
work and in the event of any incident (including spillage, first aid, disposal of substances and 
cleaning of equipment). 
 
4.4.3 The warnings that need to be given to pupils, including information on Hazards and 
the preventative and protective (Control) Measures that have been adopted. 
 
Note: The School places particular emphasis on paragraph 4.4.3 above, which it considers 
to be an important aspect of pupils’ risk education. 
 

4.5 If Staff decide that they cannot follow all of the precautions recommended in the standard 
texts, they want to significantly adapt the activity, or they cannot find any reference, then they 
should: 

 
4.5.1 Consult with colleagues to check the standard texts or internet references or see if any 

other references can be found; then, 
 

4.5.2 Consult the Head of Science who will use their professional knowledge and discretion 
to conduct their own Risk Assessment.  The Assessment will consider the Hazard of 
the substance, (i.e. the potential harm it could cause) and its Risk (i.e. the likelihood 
that the harm will be realised in the actual circumstances of its use), and what 
precautions should be adopted.  The Assessment must be in written form and must 
include, as a minimum, the matters referred to in 4.41 to 4.43 above.  Until this written 
assessment has been carried out work must not proceed. 
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5. Conclusion and Action Proposed 
 

5.1 Exposures are adequately controlled subject to the above conditions. 
 

5.2 Where provided, annual examination of the fume cupboards is required and records of these 
examinations will be kept. 

 
5.3 The Assessment will be brought to the attention of all relevant staff. 

 
 
 
 
 
Signed: ………………………………….. (Head of Department) 
 
 
Date: …………………………………. 
 
 
 
Note: This Assessment only applies to the health risks created by work with substances.  Other 
Hazards will need to be assessed to meet the requirements for General Risk Assessments under the 
Management of Health and Safety at Work Regulations 1999. 
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3.8 ELECTRICITY AT WORK REGULATIONS 
 
 3.8.1 The School will take all necessary steps to comply with the above Regulations. 
 
 3.8.2 The School recognises that it has to introduce a formalised system of 

maintenance for all electrical systems. 
 
 3.8.3 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. 

 
 3.8.4 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 (Appendix 1 - Inspection & Test 
Frequency Guidelines) 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. 

 
 3.8.5 The School requires that any temporary systems e.g. stage lighting and control 

gear are inspected and tested by a competent person every 3 months.  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. 

 
 3.8.6 The School recognises that pupils must not be exposed to voltages in excess 

of 25 volts. The School requires that project work be individually assessed by a 
relevant member of Staff, to identify the potential hazards and the preparation 
of written instructions to control the risks. 

 
 3.8.7 The School requires that only electrically competent teachers or technicians will 

be involved where there is any possibility of a person, pupil or otherwise coming 
into contact with live conductors at voltages above 25 volts or where large short-
circuit currents could flow. 

 
 3.8.8 Where Residual Current Device (RCD) protection is provided, this will be tested 

for functionality on at least a termly basis, with a record kept available for 
inspection (Appendix 2). The Estates and Health and Safety Manager is 
responsible for identifying suitable persons for completing these tests. 

 
 3.8.9 The School acknowledges that it is illegal for any employee to be engaged in 

any work activity on or near a live electrical conductor where danger may arise 
unless:- 

 
  a) it is unreasonable in all circumstances for it to be dead; and 
  b) it is reasonable in all the circumstances for it to be live; and 
  c) suitable precautions are taken to prevent injury. 
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  As it is impossible to specify a voltage which is guaranteed to be safe in all 

conditions due to the potential variability of conditions, it is School policy that 
any ‘live working’ is PROHIBITED. 
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Portable Electrical Appliances - Guidelines on Inspection & Test Frequencies 

 

1. The School acknowledges that there are no legally defined frequencies for the inspection 
and test of portable electrical appliances and that the overriding duty is that electrical 
equipment is maintained, so far as is reasonably practicable, to prevent danger. Based on 
currently available published guidelines, these recommendations should be followed:- 

 

Equipment User 
Checks 

Formal Visual 
Inspection (1) 

Combined Inspection 
& Testing (2) 

 

Battery Operated (less than 20 volts) No No No 
 

Extra Low Voltage (less than 50 vAC), 
e.g. telephone equipment, desk lights 

 
No 

 
No 

 
No 

 

Information Technology, e.g. Computers, 
VDU Screens 

 
No 

 
Yes (2-4 years) 

 
No, if double insulated 
(if not, every 5 years) 

 

Photocopiers, Fax Machines, (rarely 
moved) 

 
No 

 
Yes (2-4 years) 

 
No, if double insulated 
(if not, every 5 years) 

 

Double insulated equipment: NOT hand-
held. Move occasionally, e.g. fans, 
projectors, table lamps 
 

 
No 

 
Yes (2-4 years) 

 
No 

Double insulated equipment: 
HAND-HELD, e.g. some floor cleaners 

 
Yes 

 
Yes (6 months-1 Year) 

 

 
No 

Earthed equipment (Class 1), e.g. 
electrical kettles, some floor cleaners 

 
Yes 

 
Yes (6 months-1 Year) 

 

 
Yes (1-2 years) 

Cables (leads) and plugs connected to the 
above 

 
Yes 

 
Yes (6 months-1 Year) 

 

 
Yes (1-2 years) 

 
 

Extension leads (mains voltage) 
 

Yes Yes (6 months-4 years, 
depending on type of 

equipment it is 
connected to) 

 

Yes (1-5 years 
depending on type of 

equipment it is 
connected to) 
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Notes: 
i) Formal Visual Inspection - Around 95% of faults or damage can be found by formal visual 

inspections carried out by a sensible (competent) member of staff. After switching off the 
equipment and disconnecting the plug from the power supply, look for signs of:- 

 a) damage, e.g. cuts, abrasion to the cable covering; 
 b) damage to the plug, e.g. cracked casing, bent pins; 
 c) taped joints; 
 d) outer covering (sheath) not gripped where it enters the plug or the equipment (look to 

see if coloured insulation of internal wires is showing); 
 e) equipment being used in unsuitable conditions (e.g. wet, dusty); 
 f) damage to outer cover of equipment or obvious loose parts or screws; 
 g) overheating (burn marks or staining). 
 
ii) Combined Inspection & Testing - should only be carried out by a suitably trained person, 

utilising the correct equipment. Such inspection and testing should additionally be carried out 
after any repair, modification or similar work, or where there is a suspicion that equipment may 
be faulty, etc, but this cannot be confirmed by visual inspection.  

 

2. The Estates and Health and Safety Manager will identify suitably competent persons to carry 
out the Inspection and Testing Programme, based on the above guidelines and to ensure the 
overriding duty is met. 

 
3. Records of all Formal Visual Inspections and Combined Inspection and Testing should be 

maintained available for inspection and the following format is recommended to be used. 
 
4. The School also recommends that after Inspection & Testing the equipment is clearly labelled 

to indicate when re-inspection and test is due. 

  



Approved 5 March 2019 

Page 97 of 198 

 

 
ROYAL ALEXANDRA & ALBERT SCHOOL  

 
Electricity at Work Regulations 1989 - Portable Appliance Register 
 

     Essential Tests Optional Tests  

Appliance No Test 
Frequency 

Location 
on Site 

Formal 
Visual 

Inspection 
Comments 

Earth 
Bond 
ohms 

Insulation 
Meg 
ohms 

Flash 
Test 

Earth 
Leakage 

Fuse 
Rating 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

 
Signature:       Date: 
 
Note: If an Appliance FAILS it must be taken out of use and rendered unusable pending repair/disposal. 
Action taken should be recorded against appliance in Visual Inspection Comments column. 
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 ROYAL ALEXANDRA & ALBERT SCHOOL 

 Electricity at Work Regulations 1989 - Residual Current Device (RCD) Functional Check 

 

 Date  RCD 
 No 

 Location Results of Check  
Initials  

 
 Comments 

    P = Pass  F = Fail   

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

Notes: i) Functional check to be carried out using `Test' button on RCD Unit. 

 ii) Checks to be carried out at least once a term (more frequently where manufacturer 

recommends). 

 iii) If RCD `Fails' immediate action must be taken to remedy failure/take equipment out of use. 
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3.9 SWIMMING POOLS 
 
 3.9.1 The School recognises that the use of its swimming pool gives rise to a number 

of hazards and that the following factors are relevant to potential accidents: 
 
  3.9.1.1 Prior health problems e.g. heart trouble, asthma etc; 
 
  3.9.1.2 Alcohol or food before swimming; 
 
  3.9.1.3 Youth and inexperience (half of those who drown nationally are aged 

under 15); 
 
  3.9.1.4 Weak or non-swimmers straying out of their depth; 
 
  3.9.1.5 Unauthorised access to pools intended to be out of use; 
 
  3.9.1.6 Diving into insufficient depth of water; 
 
  3.9.1.7 Unruly behaviour and misuse of equipment; 
 
  3.9.1.8 Unclear pool water, preventing casualties from being seen; 
 
  3.9.1.9 Absence of, or inadequate response by, lifeguards in an emergency. 
 
  3.9.2 The School has taken all of the above matters into consideration in 

establishing its policy with regard to use of these pools. 
 
 Information to Bathers 
 
 3.9.3 The School will develop a Swimming Pool Users Safety Code (see Appendix 1) 

and to ensure that the information contained in the Code is brought to the 
attention of all bathers. The School requires that this is achieved by one of the 
following methods: 

 
  3.9.3.1 A notice displayed at the poolside; 
 

  3.9.3.2 A leaflet handed to bathers as they arrive and to those in charge of 
organised groups; 

 
  3.9.3.3 References in contracts with club organisers, hiring the pool; 
 
  3.9.3.4 Oral reminders, where necessary, by poolside supervision. 
 
 Written Operating Procedures 
 
 3.9.4 The School will also establish a written Operating Procedure (see Appendix 2) 

setting out the organisation and arrangements for ensuring users safety. 
 

3.9.5 This will be brought to the attention of the School’s staff who use the pools and 
to club organisations who may hire the pools. 
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  Swimming Teaching 
 
 3.9.6 The School must ensure that the necessary life guarding function is provided 

by those undertaking the teaching or coaching and that such person will fulfil 
life guarding requirements.  The School also recognises that in certain 
circumstances, more than one suitably trained person will need to be present in 
accordance with the following basic guidelines:- 

 

 
Pool size:  

m 

 
Area 
m2 

 
Minimum 
number of 
Lifeguards 

 
Recommended minimum 

number of Lifeguards in busy 
conditions 

 

 
8.9 x 4.9  

 
9.1 x 18.2  

20.0 x 8.5 

25.0 x 8.5 

25.0 x 10.0 

25.0 x 12.5 

33.3 x 12.5 

 

 
44 

 
166 

170 

212 

250 

312 

416 

 
1 
 
1 

1 

1 

1 

2 

2 

 
2 
 
2 

2 

2 

2 

2 

3 

 

 3.9.7 The School will take suitable account of the Department of Education and 
Science Booklet entitled “Safety and Physical Education” during teaching 
activities. 

 
 3.9.8 Where a class has been arranged into groups in a pool, and where the 

distances involved do not enable a single swimming instructor to directly work 
with and act as lifeguard for more than one group, a second person trained to 
act as a lifeguard will also be present. 

 
 3.9.9 In the School swimming situation, the School requires that the instructor acting 

as a lifeguard will be able to take short breaks from concentrated observation 
of the water as one class leaves and another one enters. 

 
 Hire of Pool by Outside Organisations 
 
 3.9.10 The School requires the Foundation Secretary to establish a contract (see 

Appendix 3) with outside organisations who hire the pool which will include 
reference to safety arrangements. 

 
 3.9.11 The School will expect outside organisations to provide appropriate poolside 

supervision although as the pool operator, the School will ensure that it takes 
reasonable steps to ensure that the arrangements for safety, agreed with the 
hirers, are implemented. 
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 3.9.12 This will be achieved by occasional checking of such activities to ensure that 
agreed supervision is being provided and that any agreed rules of behaviour 
are being observed. 

 
 Precautions where constant poolside supervision is not provided 
 
 3.9.13 The School considers that there will be occasions when constant poolside 

supervision is not required and the following conditions will be met: 
 
  3.9.13.1 The pool is used by limited numbers at any one time; 
 
  3.9.13.2 The nature of the relationship between the School and the persons 

using the pool make it practicable to enforce “house rules” for safe 
behaviour by the pool users; 

 
  3.9.13.3 There will be no diving or other poolside equipment, or other 

features, posing particular risks. 
 
 3.9.14 Where constant poolside supervision is not provided, the following precautions 

will be taken: 
 
  3.9.14.1 Production of a clear written safety procedure as referred to at 

paragraph 3.9.4.  
 
  3.9.14.2 Lone bathing will be prohibited.  
 
  3.9.14.3 The following emergency arrangements will be available: 
 

   (a) A poolside alarm or telephone to summon help in an 
emergency; 

 
   (b) Suitable rescue equipment including poles or lifebelts will be 

available by the poolside and clearly identifiable; 
 
   (c) A notice will be displayed telling bathers how to summon help 

in an emergency. 
 
 3.9.15 The School requires that a member of School staff will be designated as 

“on call” to deal with any emergency.  Such person will be trained in 
rescue, resuscitation and first aid. 

 
 Non-Authorised Users 
 
 3.9.16 The pool may not be used by non-authorised users. 
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APPENDIX 1 
 
 

SWIMMING POOL USERS’ SAFETY CODE 
 
1. Spot the dangers 
 
 Take care, swimming pools can be hazardous.  Water presents a risk of drowning, and 

injuries can occur from hitting the hard surrounds, or from misuse of equipment. 
 
2. Always swim within your ability 
 
 Never swim after a heavy meal or after alcohol.  Avoid holding your breath and 

swimming long distances under water.  Be especially careful if you have a medical 
condition such as epilepsy, asthma, diabetes or a heart condition. 

 
3. Check new places 
 
 Every pool is different, so always make sure you know how deep the water is, and 

check for other hazards such as diving boards, water slides and steep slopes into 
deeper water etc. 

 
4. Take safety advice 
 
 Follow advice provided for your and others’ safety.  Avoid unruly behaviour which can 

be dangerous: for instance, running on the side of the pool; ducking; acrobatics in the 
water; or shouting or screaming (which could distract attention from an emergency).  
Always do as the lifeguards say, and remember that a moment of foolish behaviour 
can cost a life. 

 
5. Look out for yourself and other swimmers 
 
 It is safer to swim with a companion.  Keep an eye open for others, particularly young 

children and non-swimmers. 
 
6. Learn how to help 
 
 If you see somebody in difficulty, get help immediately.  In an emergency, keep calm 

and do exactly as you are told. 
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APPENDIX 2 

 
ROYAL ALEXANDRA & ALBERT SCHOOL 

 
POOL WRITTEN OPERATING PROCEDURES: Check-list 
 
Normal operating plan 
 
(a) Details of the pool, including for example pool dimensions, and a plan of the building; 
(b) potential risk factors; 
(c) dealing with the public (safety education; controlling access; etc); 
(d) maximum bather loads; 
(e) first aid supplies and training; 
(f) conditions for hire to outside organisations; 
(g) details of alarm systems and any emergency equipment; maintenance arrangements; 
(h) the lifeguard’s duties as well as any special supervision requirements for equipment 

etc; 
(i) systems of work, including: 
 i) lines of supervision; 
 ii) call out procedures; 
 iii) work rotation (if applicable); 
 iv) maximum poolside work times; 
(j) lifeguard training; 
(k) numbers of lifeguards for particular activities. 
 
Emergency action plan 
 
Action to be taken in the event of a foreseeable emergency, for example: 
 
(a) overcrowding; 
(b) disorderly behaviour; 
(c) lack of water clarity; 
(d) outbreak of fire (or sounding of alarm to evacuate the building); 
(e) bomb threat; 
(f) lighting failure; 
(g) structural failure; 
(h) emission of toxic gases; 
(i) serious injury to a bather; 
(j) discovery of a casualty in the water. 
 
The procedure should make clear how, if it is necessary to clear the water or to evacuate the 
building, this is to be done. 
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APPENDIX 3 

 
ROYAL ALEXANDRA & ALBERT SCHOOL  

HIRE OF POOL TO OUTSIDE ORGANISATIONS: CHECK-LIST OF POINTS FOR 
INCLUSION IN CONTRACTS 
 
1. Information on numbers participating and their swimming skills. 
 
2. Name of hirer’s representative who will be in charge of the group. 
 
3. Numbers and skills/qualifications of lifeguards to be present during the session; and 

whether these will be provided by the hirer or by the pool operator. 
 
4. Hirer to be given copies of normal and emergency operating procedures, and to sign 

to the effect that these have been read and understood. 
 
5. Specific agreement on the respective responsibilities of the pool operator and the hirer 

for action in any emergency.  A distinction needs to be drawn between: 
 
 (a) emergencies arising from the activities of the group using the pool; and 
 
 (b) other emergencies (structural or power failures, etc). 
 
 Responsibilities for the latter will remain with the pool operator who will need, 

accordingly, to have competent staff in attendance during the hire session. 
 
6. Any rules of behaviour to be enforced during the session. 
 
7. Any advice on safety to be given to participants, e.g. on avoiding alcohol and food 

immediately before swimming. 
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3.10 USE OF SCHOOL FACILITIES BY MEMBERS OF THE PUBLIC 
 
 3.10.1 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. 

 
 3.10.2 With regard to the use of the Gatton Hall, the Sports Hall, The Chapel and the 

Gymnasium, this information will relate to means of escape in the event of an 
emergency. 

 
 3.10.3 The agreement forms used as a contract with the hirer are attached.  This will 

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

 
 3.10.4 Any accident should be notified to the Foundation Secretary by the next working 

day. 
 
If the accident is to an employee of another employer, then that other employer 
is responsible for notification under the normal reporting terms. If the accident 
is to a member of the public and that person is taken to hospital for treatment, 
then the responsibility for notification lies with the Foundation Secretary. 
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  REGULATIONS FOR THE LETTING OF FACILITIES AT 
 

 ROYAL ALEXANDRA & ALBERT SCHOOL 
 
1. The Premises 
 
 The following rules relate to the letting of the premises specified in the attached letter. 
 
2. Hirer 
 
 The Hirer must be over 18 years of age and shall be the person who signs the letter to accept 

the terms of hire. Such person shall be responsible for the payment of all fees payable in 
respect of the hiring and for the observance and performance in all respects of the conditions 
and stipulations herein contained and on the part of the Hirer to be observed and performed. 

 
3. Right of Entry 
 
 The right of entry to the premises is reserved to all members of the School and its 
 authorised representatives at all times. 
 
4. Cancelling of Hiring 
 
 The right is reserved to cancel any hiring, without notice, where the Foundation Secretary 

considers it necessary for any cause outside his control. In the event of any hiring being 
cancelled, the amount of the fee payable hereunder will be refunded to the Hirer, but the 
School shall not be held liable or required to pay compensation for any loss sustained as a 
result of or in any way arising out of the cancellation of the hiring. 

 
5. Preservation of Order 
 
 5.1 The Hirer is responsible for the preservation of good order during the letting of the 

Premises and for any damage that may be done to the Premises in consequence of 
the letting or which would not have been done if the letting had not taken place. At any 
hiring to which members of the public are admitted, the Hirer shall provide an adequate 
number of stewards who shall be present throughout the hiring. The Hirer is 
responsible for ensuring that any such damage is made good within seven days of 
such damage and compensation is paid for any damage not capable of being made 
good. After the expiry of the seven day period, the School may make good the damage 
and the Hirer will be responsible for reimbursing the School the cost of such reparation 
within seven days of request for reimbursement. 

 
 5.2 No person using the Premises during the letting shall do anything to cause any 

nuisance, damage, disturbance, annoyance, inconvenience or interference to any 
other users of the School premises nor to any neighbouring or adjoining property. 

 
6. Care of Premises 
 
 No nails, tacks, screws, etc shall be driven into any of the walls, floors, ceiling, furniture or 

fittings. No preparation shall be used for polishing the floors. It is a condition of the letting that 
the wearing of stiletto heels by those using the Premises, shall not be permitted. The premises 
shall be kept clean and tidy and clear of rubbish. The Hirer will reimburse the School for any 
additional expense for cleaning or repairs as a result of damage to the Premises shall 
indemnify the School against all actions, proceedings, claims and demands whatsoever which 
may arise as a result of the hiring or as a result of breach by the Hirer of the provisions of his 
agreement with the School. 
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7. Intoxicating Liquor 
 
 Intoxicating liquor may only be sold, other than in Gatton Hall, if the Hirer obtains an occasional 

licence and submits a copy of this to the Foundation Secretary prior to the letting, and the 
letting is supervised by in-house catering staff. 

 
 
8. Licensing 
 
 The Premises shall not be used for cinematograph exhibitions, public music or music and 

dancing, boxing, wrestling or stage play purposes unless a statutory licence has been granted 
in respect of the Premises and the Hirer shall strictly obey and observe all the requirements 
laid down in the licence. A copy of such licence shall be submitted to the Foundation Secretary 
prior to the letting. 

 
9. Catering Services 
 
 In the unusual circumstances that catering services are not provided by the in-house caterer, 

the Hirer shall take such steps as may be necessary to ensure that caterers, or any other 
persons supplying or serving refreshments or decorations etc, remove from the Premises all 
their property by [11.00 pm] on the day of hire. In the event of any property belonging to the 
Hirer, or any other person, being left on the Premises after the hour named above, the 
Foundation Secretary shall be entitled to remove the same and the cost of so doing shall be 
paid by the Hirer. 

 
10. Gaming 
 
 No gaming is allowed except in accordance with the conditions of the Gaming Act 1968, 

Section 41, when gaming is carried on at any entertainment promoted for raising money to be 
applied for purposes other than private gain. 

 
11. School Furniture and Equipment 
 
 School furniture (other than chairs for use in halls) shall not be moved except by arrangement. 

Any furniture which is moved shall be returned to its original position immediately after the 
hiring. 

 
12. Fees and Charges 
 
 The Hirer shall pay to the Foundation Secretary with, and in addition to, the fee appropriate to 

the hiring, such amount by way of deposit as may be determined by the School. In the event 
of damage occurring during the hiring, this deposit, or the requisite part thereof, will be applied 
on account or in satisfaction, as the case may be, of any sum due from the Hirer in respect of 
the cost of making good any damage which occurs during the hiring. Any balance not so 
applied will be returned to the Hirer. 

 
13. Payment of Charges 
 
 All charges must be paid within seven days of receipt of an invoice from the Foundation 

Secretary. Special arrangements may be made for payment for series bookings. 
 
14. Cancellation/Postponement of Hiring 
 
 Hirers will be allowed to cancel or postpone such bookings on condition that if [14] or more 

days’ notice is given, a cancellation fee may be payable and if less than [14] days’ notice is 
given, full fees may be payable, subject to the requirements of the School. 
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15. Warranty 
 
 15.1 The School gives no warranty that any part of the Premises is legally or physically fit 

for any specific purpose. 
 
 15.2 The School shall not be liable for the death or injury to or for damage to any property 

of or for any losses, claims, demands, actions, proceedings, damages costs or 
expenses, or other liability incurred by the Hirer or any person using the Premises 
during the letting. 

 
16. Insurance 
 
 The Hirer shall produce to the Foundation Secretary prior to the hiring a copy of his third party 

insurance policy. 
 
17. Health and Safety 
 
 The Hirer will ensure that adequate supervision is provided and takes responsibility for the 

Health and Safety of persons using the facilities. 
 
18. Amendment 
 
 The School reserves the right to amend these rules and regulations upon prior notice to the 

Hirer. 
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3.11 ACCIDENT AND INCIDENT RECORDING, REPORTING & INVESTIGATION 
 
 3.11.1 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. 

 
 3.11.2 To this end the following arrangements have been made for the recording, 

reporting and investigation of accidents, diseases and dangerous 
occurrence. 

 

 Statutory Reporting 

 
 3.11.3 The School will take all necessary steps to comply with the Reporting 

of Injury, Diseases and Dangerous Occurrences Regulations 2013. 

 

 3.11.4 The Foundation Secretary will report as follows: 
 

 All fatal accidents to employees and non-employees if they arise 
from a work-related accident, including an act of physical violence 
to an employee. 

 Specified injuries to an employee. 

 Over 7-day incapacitation of an employee. 

 Non-fatal accidents to non-employees if they result in an injury and 
that person is taken to hospital for treatment to that injury. 

 Specified occupational diseases. 

 Specified dangerous occurrences. 

 
  3.11.4.1 Fatal Accidents, Specified Injuries and Dangerous 

Occurrences must be reported by the quickest route to the 
Incident Contact Centre via any of the following: 

    E-mail – online via HSE’s website.  Telephone 0845 
3009923. 

 
  3.11.4.2 Following the above, Fatal Accidents, Specified Injuries and 

Dangerous Occurrences must be reported on line within 10 
days and in the case of over 7 day injuries, this period 
increases to 15 days. 

 
  3.11.4.3 The School still has to keep a record of all incapacitating 

injuries lasting 4, 5, 6 or 7 days. 
 
  3.11.4.4 The term ‘Major Injury’ has been replaced by ‘Specific Injury’ 

in the 2013 Regulations.  The definitions are in the attached 
Schedule 1. 
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SCHEDULE 1 
 
 
 
SCHEDULE 1 
 
Definition of specified injuries as outlined in the RIDDOR Regulations 2013.  Such incidents 
have to be reported by the quickest means i.e. immediately on line or by telephone. 
 

 A fracture other than to fingers, thumbs or toes 

 Amputation of an arm, hand, finger, thumb, leg foot or toe 

 Permanent loss of sight or reduction of sight 

 Crush injuries leading to internal organ damage 

 Serious burns covering more than 10% of the body or damaging the eyes, respiratory 
system or other vital organs 

 Scalping (separation of skin from the head) which require hospital treatment 

 Unconsciousness caused by head injury or asphyxia  

 Any other injuries arising from working in an enclosed space which leads to 
hypothermia, heat induced illness or requires resuscitation or admittance to hospital for 
more than 24 hours. 

 
 
Note:   The above Schedule is included to show the changes from ‘major injuries’ to 
‘specified injuries’.  There have also been changes to the list of Dangerous Occurrences 
and reportable Occupational Diseases.  These may be found on the HSE web site given.  A 
summary of the above may be obtained by downloading INDG453(Rev1). 
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SCHEDULE 2 

ROYAL ALEXANDRA & ALBERT SCHOOL 
INCIDENT REPORT 

Category (tick) Lost time  Reportable 
 

 Major  

 Dangerous 
Occurrence 

 Damage  Near Miss  

 

Date of Event 
(if known) 

 Time of Event  
(if known) 

 

 

Injured 
person 

 Injury  Treatment  

Weather  Temperature  Lighting 
 

 

Activity  Protective 
Clothing 

 House-
keeping 

 

 
Injury Accident Summary 

 
 
 
 
 
 

 
Damage Summary 

 
 
 
 
 
 

 
Near-Miss Summary 

 
 
 
 
 
 

 

Is there a current Risk Assessment 
 

 

Is there a current Safe Working Procedure  
 

 

 
Suggested Action 

 
 
 
 
 

 
 
Signed ………………………………………………… Date ………………………………………. 
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3.12 CONTROL OF LEGIONELLOSIS 
 
 3.12.1 The School operates a number of hot and cold water systems where there is 

a foreseeable risk of Legionellosis and which therefore requires control. 
 
 3.12.2 The nominated Officer with responsibility for ensuring this control policy is 

implemented is the Estates and Health and Safety Manager. 
 
 3.12.3 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. 

 
 3.12.4 The School recognises that Legionella may colonise storage tanks, calorifiers, 

pipe work and associated plant including taps, showers and other appliances.  
In particular, it is recognised that Legionella is most likely to multiply in 
calorifiers where water temperatures are insufficiently high and in pipe work 
leading to taps and showers. 

 
 3.12.5 The main objective of this Policy is that the School will operate water services 

at temperatures which do not permit the growth of Legionella and to avoid 
stagnation.  The Estates and Health and Safety Manager will also ensure that 
the systems are clean in order to minimise the opportunity for bacterial 
contamination. 

 
 3.12.6 Where possible, water services will operate at temperatures that prevent the 

proliferation of Legionella, that is hot water storage (calorifiers, at 60ºC); hot 
water distribution at least 50ºC attainable at the taps within one minute of 
running; cold water storage and distribution at 20ºC or below. It is recognised 
that water temperatures in excess of 50ºC give rise to a danger of scalding, 
and where necessary “fail safe” thermostatically controlled mixing valves will 
be used to allow the hot water system to run safely at higher temperatures to 
control Legionella.  It is recognised in HSE Guidance to Care Homes that 
43oC is the critical temperature for vulnerable people. 

 
 3.12.7 Where the above water temperatures cannot be maintained, weekly thermal 

disinfection of the system will be carried out.  This will involve raising the 
temperature of the whole of the contents of the calorifier and then circulating 
this water throughout the system for at least an hour.  Each tap and appliance 
will be run sequentially for at least five minutes at this full temperature. 

 
 3.12.8 It is recognised that if a calorifier or substantial part of the system is on stand-

by operation, or if it is out of use for a week or longer for maintenance or other 
purposes, water will be raised to the operating temperature throughout for at 
least an hour before being brought back into use. 

 
 3.12.9 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; 
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  (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. 
 
 3.12.10 The system will be cleaned and disinfected if 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 
Legionellosis. 

 
 3.12.11 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. 
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3.13 HAND-ARM VIBRATION 
 
 Introduction 
 
 3.13.1 Vibration causes Hand-arm Vibration syndrome (HAVS).  Its best known 

effect is vibration-induced White Finger. 
 
 3.13.2 HAVS is just one example of work-related Upper Limb Disorders.  See 

Section 3.31. 
 
 Legislation 
 
 3.13.3 The Control of Vibration at Work Regulations 2005 came into effect on the 

6 July 2005.  Their purpose is to protect persons against risk to their health 
and safety arising from exposure to vibration at work. 

 
 3.13.4 The Regulations require an Assessment of the risks to health created by 

vibration.  They also establish a daily Exposure Limit of 5m/s2A(8) for hand-
arm and 1.15m/s2A(8) for whole body vibration.  There is in addition a daily 
exposure Action Level of 2.5 and 0.5 corresponding to the above. 

 
   
 What does vibration do? 
 
 3.13.6 “Pins and needles” is the first symptom of vibration injury.  Continuing 

exposure will cause: 
 
  3.13.6.1 Vascular disorders such as ‘white finger’ which causes impaired 

blood circulation.  The blanching attacks can get worse and worse 
and be extremely painful. 

  3.13.6.2 Neurological and muscular damage leading to loss of grip and 
dexterity. 

  3.13.6.3 Other possible kinds of damage leading to pain and stiffness in all 
the joints up to the shoulders. 

 
 Measurement Of Hand-Arm Vibration 
 
 3.13.7 HSG88 states that whilst vibration with a frequency between 2 and 15,000 

Hertz is potentially damaging, vibration is at its most hazardous in the range 
5 to 20Hz.  1Hz is one cycle per second.  Within that frequency range the 
amount of damage that is done depends upon the vibration magnitude and 
the duration exposure. 

 
 3.13.8 The average magnitude of vibration is indicated by an rms acceleration 

value with weighting applied to take into account the frequency.  This 
frequency weighted acceleration is represented by (ah,w).  There is a 
requirement to measure the acceleration along each of three axes mutually 
at right angles to each other so that if these are denoted as x, y and z axes 
we have the expression: 

 
ahw = (a2

x,h,w + a2
y,h,w + a2

z,h,w)½. 
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  To assess daily vibration exposure the 8-hour energy equivalent 
acceleration is calculated and this is denoted as A(8).  This quantity 
accounts for both the vibration magnitude and the time over which the 
exposure takes place. 

 
 Difficulty in obtaining Data 
 
 3.13.9 The vibration monitor receives signals from a transducer that must be 

securely mounted to the source of the vibration.  The HSE talks about pre-
drilled holes or gluing.  Cable ties or adhesive tape are not particular good 
but jubilee clips do work if the tool is fairly circular and of not too great a 
diameter.  However it should be seen that the transducer must not move 
relative to the vibrating surface. 

 
 3.13.10 In addition, the equipment is only capable of measuring vibration along one 

axis at a time.  Therefore once, say, the x axis has been measured then 
before taking a measurement along the y axis it must be established that 
the continuing work is just as representative and so on for the z axis. 

 
 3.39.11 If the duration of exposure is fed in at the same time then the equipment is 

capable of calculating the A(8) figure automatically. 
 
 Possible risk at the School 
 
 3.13.12 In an advisory document entitled Control the Risks from Hand-Arm 

Vibration the HSE mentions the use of chains saw, hand-held grinders, 
jigsaws, pedestal grinders and powered lawn mowers. 

 
 Action by the School 
 
 3.13.13 In the purchase of any new equipment likely to generate vibration, the 

Foundation Secretary will ensure that technical data is requested and 
reviewed prior to purchase. 

 
 3.13.14 As regards existing machinery the Estates and Health and Safety Manager 

will review usage and with the assistance of Health and Safety Consultants 
and L140 (see below) calculate the likely (A)8 to see if the matter needs to 
be taken any further.  He will then produce a report for the Foundation 
Secretary who will table the matter at the Health and Safety Sub-Committee. 

 
 References 
 
 3.13.15 L140 “Hand-Arm Vibration” ISBN 0 7176 6125 3. 

  The Control of Vibration at Work Regulations 2005.  SI No 1093.  ISBN 0 
110727673. 
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3.14 ABRASIVE WHEEL MACHINES 
 
 3.14.1 The School recognises that certain maintenance activities and teaching 

departments utilise abrasive wheel grinders.  Under the Provision & Use of 
Work Equipment Regulations 1998, no person is allowed to mount any 
abrasive wheel unless he has been trained, is competent and has been 
appointed by the employer.  The School requires that where abrasive wheel 
grinders are used then the Estates and Health and Safety Manager will 
maintain a list of those persons appointed. 

 
 3.14.2 Tool rests on abrasive wheel grinders are required to be adjusted as close as 

practicable to the exposed part of the abrasive wheel. The School expects all 
Staff to be vigilant and to carry out checks whenever they use a grinder and 
before pupils use a grinder and to carry out the necessary adjustments to the 
tool rests to ensure they are so maintained. 

 
 3.14.3 If eye shields are provided these must be kept in a clean and good condition. 
 
 3.14.4 Eye protection (BS2092.1 or BSEN 166-1F) must be worn when abrasive 

wheel grinders are used. 



Approved 5 March 2019 

Page 117 of 198 

 

3.15 SAFETY OF PRESSURE SYSTEMS 
 
 3.15.1 The School will take all necessary steps to comply with the Pressure Systems 

Safety Regulations 2000. 
 
 3.15.2 The School recognises that the Regulations will apply to all pressure systems 

containing steam at any pressure, or a gas, or a liquid, or a mixture of both at 
a pressure greater than 0.5 bar (7psi). 

 
 3.15.3 The Estates and Health and Safety Manager will use manufacturers’ literature 

and information available from the School’s Competent Person who carries 
out current thorough examination and test of pressure systems, to establish 
the safe operating limits of its pressure systems. 

 
 3.15.4 The School recognises that a written scheme for periodic examination of its 

pressure systems must be prepared by a Competent Person. 
 
 3.15.5 The Estates and Health and Safety Manager will then arrange for the 

Competent Person to carry out examination of the pressure system in 
accordance with the written scheme. 

 
 3.15.6 The School, through the Estates and Health and Safety Manager will provide 

adequate and suitable instructions to employees who have to operate 
pressure systems and this will include training, close supervision, provision of 
data and, if necessary, schematic or flow diagrams to help with the 
identification of important controls, valves etc. 

 
 3.15.7 The Estates and Health and Safety Manager will ensure that its pressure 

systems are properly maintained in good repair so as to prevent danger. 
 
 3.15.8 The Estates and Health and Safety Manager is responsible for the correct 

documentation.  This documentation will consist of the following: 
 
  (a) An initial report and examination of the pressure system upon it being 

taken into use; 
 
  (b) The last report of examination of the pressure system made by the 

Competent Person; 
 
  (c) Any other reports if they contain relevant data to assist safe operation, 

or referring to repairs and modifications; 
 
  (d) Information referring to data supplied by the designers or manufacturers. 
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3.16 MANAGEMENT OF CONTRACTORS 
 
 3.16.1 The Construction (Design and Management) Regulations 2015 (CDM) came 

into operation in April 2015.  . 
 
 3.16.2 CDM applies to all construction work as defined.  The definitions are very wide 

ranging and extend beyond the construction and demolition aspects of a 
structure to work on the actual services within the structure and also the 
maintenance of the structure. 

 
 3.16.3 Construction projects are either non-notifiable or notifiable to the HSE.  A 

Project is notifiable if the construction work is likely to involve more than 30 
site days or 500 person days on site: 

 

 Part 2, client duties. 

 Part 3 – health and safety duties and roles for all designers and 
contractors. 

 Part 4 general health and safety requirements for all construction 
sites.  

 
 3.16.4 Once construction work becomes notifiable then certain duties will fall upon 

the School as the Client: 
 

 Ensure that construction work is carried out without risk to the health 
and safety of any person affected by the project. 

 Provision of schedule to welfare facilities. 

 Pre-construction information to every designer and contractor 

 Ensure the Principal Contractor draws up a Construction Phase Plan 

 Ensure that the Principal Designer prepares a Health and Safety File 

 Appoint a Principal Designer and Principal Contractor 

 Where the contract is notifiable, notify the HSE 
 
 3.16.5 Apart from the large building projects within the School, it is likely that most 

contractors work will not be notifiable and will be short term.  For these 
contractors, the School has a set of instructions which are appended to this 
Section at Appendix 1. 

 
 3.16.6 For contractors whose work does not fall within the Construction (Design and 

Management) Regulations 2015, the School has a set of instructions for any 
Contractors which are appended to this Section at Appendix 1. 

 
 3.16.7 The Estates and Health and Safety Manager will ensure that all Contractors 

sign these instructions as acknowledgement of receipt and agreement to work 
within the conditions specified. 
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Appendix 1 
INSTRUCTIONS FOR SCHOOL CONTRACTORS 
 
1. These Rules for Contractors are issued to all Contractors working within the School curtilage 

and for work which is not notifiable under the Construction (Design and Management) 
Regulations 2015.  The School has a policy for compliance with these Regulations and these 
instructions are not considered to represent any Health & Safety Plan under the Regulations. 

 
2. The School Liaison Manager for Contractors is the Estates and Health and Safety Manager. 

He must be contacted before any work is commenced.  The School requires Contractors to 
book in and out of site daily, and this is to be arranged with the Estates and Health and Safety 
Manager. 

 
3. Contractors will be expected to produce satisfactory evidence of insurance cover in respect of 

their legal liabilities to the School, third parties and their own employees.  It is a condition of 
contract that any main contractor assumes the legal liabilities to the School and third parties 
which may be occasioned through the actions of any sub-contractor or other body employed 
or engaged by the Contractor up to £1 million unless otherwise specified. 

 
4. Unless specifically agreed in writing with the Contractor, orders are placed on the basis that 

the Contractor will provide all equipment including ladders, trestles, tools, scaffolding and any 
necessary protective clothing and equipment for their employees.  The use of School 
equipment such as lifting equipment, electrical supplies, tools and access equipment is 
prohibited unless specifically authorised by the Estates and Health and Safety Manager. 

 
5. Contractors are not permitted to engage the assistance of School personnel without specific 

authorisation from the Estates and Health and Safety Manager. 
 
6. When a Contractor uses scaffolding or other access equipment on site he must ensure that it 

complies with the Work at Height Regulations 2005 and any additional requirements regarding 
scaffold inspections. 

  
7. The Contractor is responsible for seeing that any sump, pit or other excavation caused or 

worked on is securely fenced as required by CDM and also achieve compliance where 
appropriate with the Confined Spaces Regulations 1997 

 
8. The Contractor shall ensure, by proper boarding, shuttering or other means, the protection 

from damage of any property of the School or other persons’ property adjoining the site. 
 
9. No contractor’s employee is allowed to interfere with or operate any valve, tap, switch or plant 

control without first obtaining permission from the Estates and Health and Safety Manager. 
 
10. Contractors are reminded that, under the Electricity at Work Regulations 1989, Regulation 14, 

no work activity should be carried out on, or near, any ‘live’ conductor unless it is unreasonable, 
having regard to all relevant factors, for the equipment to be ‘dead’ while work proceeds; and 
that it is reasonable for the work to be carried out on or near it while it is ‘live’; and suitable 
precautions are taken to prevent injury. 

 
11. When portable electrical equipment is brought on to School site, this is expected to be of 110 

volt centre-tapped supply unless otherwise specifically authorised.  All cables and extension 
leads are to be in good condition, properly maintained and terminated. 

 
12. All gas welding or flame-cutting equipment brought on to site is expected to be fitted with 

flashback arrestors, and proper arrangements are to be made by the Contractors for securing 
of cylinders while on site.  This applies both to gas cylinders which are in use, and spares.  
Cylinders which are not secured to a trolley should be tied back to a frame or other support to 
avoid damage to valves. 
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13. Areas of the School may include areas of high fire risk which are identified by appropriate 

signs.  The ban on smoking and naked lights in these areas is rigidly enforced and Contractors 
must be vigilant in observing these conditions. 

 
14. Any accidents or incidents that occur must be reported to Estates and Health and Safety 

Manager or, in his absence, the Foundation Secretary.  We expect the co-operation of 
Contractors in the investigation of any accidents which may occur. 

 
15. Contractors are required to advise the Estates and Health and Safety Manager where they will 

be working and not to go into other areas without prior authorisation. 
 
16. The Contractor shall inform the Liaison Manager of the health hazards of any substances he 

brings on to the site, the likely exposure risks to our employees or pupils, and any precautions 
that need to be followed. 

 
17. Any queries or problems on site should be referred to the Estates and Health and Safety 

Manager. In his absence his nominated deputy, usually the Foundation Secretary, should be 
contacted who will be pleased to assist the Contractor in his endeavour to ensure safety on 
our premises. 

 
I acknowledge receipt of a copy of these Instructions for Contractors and agree to be bound by the 
conditions outlined above. 
 
Signed ...................................................... (Contractor) 
 
Dated ........................................................ 
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3.17 NOISE 
 
 3.17.1 The Control of Noise at Work Regulations 2005 came into force on the 6 

April 2006 and resulted in many changes. 
 
 Exposure limits and action values 
 
 3.17.2 The Regulations established the following Noise Levels: 
 
 A Lower Exposure Action Level of 80dB(A); 
 A lower Peak Sound Pressure of 135dBC; 
 An Upper Exposure Action Level of 85dB(A); 
 An Upper Exposure Peak Sound Pressure of 137dBC; 
 An Exposure Limit Value of 87dB(A); 
 An Exposure Limit Peak Sound Pressure of 140dBC. 
 
 Risk Assessment 
 
 3.17.3 If the noise levels are likely to reach or exceed 80dB(A) or 135dBC then a 

Risk Assessment must be carried out.  The requirement for the Risk 
Assessment is prescriptive and the matters to be considered in the 
Assessment are listed in Regulation 5(3)(a)-(i). 

 
 Elimination or Control 
 
 3.17.4 The primary obligation is to eliminate exposure to noise or, where this is not 

reasonably practicable, to reduce exposure to as low a level as is 
reasonably practicable. 

 
 3.17.5 The steps that must be taken to reduce noise are set out in Regulation 

6(3)(a)-(h). 
 
 3.17.6 The Exposure Limit Values must not be exceeded.  If they are exceeded 

then steps must be taken to reduce exposure and, to identify the reasons 
for the limit being exceeded and modify the organisational and technical 
measures in place. 

 
 Hearing Protection 
 
 3.17.7 The controlling measures referred to above do not include the provision of 

hearing protection.  The new Regulations require technical and 
organisational controls to be implemented before hearing protection is 
provided.  In other words the provision of hearing protection is not the first 
resort but rather the last resort. 

 
 3.17.8 Where exposure is at or above the Lower Exposure Action Levels then PPE 

must be made available.  The wearing of this becomes compulsory at the 
Upper Exposure Action Levels. 

 
 3.17.9 Areas where the Upper Limit is reached or exceeded must be designated 

and marked as a Hearing Protection Zone. 
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 Health Surveillance 
 
 3.17.10 There is now a requirement to provide suitable health surveillance where 

the Risk Assessment referred to above indicates a risk to the health of 
employees.  This is taken to be a risk from exposure to noise without taking 
into account the noise reduction provided by PPE. 

 
 3.17.11 The HSE guidance is that this risk is there once the Upper Exposure Action 

Values are exceeded. 
 
 Information, Instruction And Training 
 
 3.17.12 There is a requirement placed on the School that suitable and sufficient 

information, instruction and training is provided once a Lower Exposure 
Action Level is exceeded.  The elements that must be included under this 
heading are provided in Regulation 10(2)(a)-(i). 

 
 Measurements 
 
 3.17.13 Where the noise level is reasonably uniform then noise levels may be 

measured using an integrating hand-held monitor.  If peak readings are an 
issue or if individuals at risk are mobile then the use of noise dosimetry may 
be necessary.  It is normal to make the measurements over a daily period 
but if there are significant daily variations in exposure then the Regulations 
now allow the values to be estimated over a week. 

 
 3.17.14 The Health & Safety Consultants have the technical capabilities to 

undertake both integrating and dosimetry surveys, either as part of the core 
programme or on request. 

 
 Application 
 
 3.17.15 It is believed that Action Levels are likely to be reached or exceeded in the 

following activities: 
 

 Grass cutting operations; 
 Use of all woodworking machinery; 
 Strimmers; 
 Use of chain saws; 
 Driving tractors unless provided with Q-cabs; 
 Work with abrasive wheels or hand-held disc cutters. 

 
 Responsibilities 
 
 3.17.16 The Estates and Health and Safety Manager will obtain the relevant HSE 

guidance L108 entitled “Controlling Noise at Work” ISBN 07176 6164 4.  
From existing noise exposure data it will be possible for the daily noise 
exposure to be calculated using the ready-reckoners on pages 42-44 of the 
above document. 

 
 3.17.17 Where there is doubt and measurements are needed, the Estates and 

Health and Safety Manager will contact the Health and Safety Consultants. 
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3.18 COMPETENT PERSONS 
 
 3.18.1 Under the Management of Health and Safety at Work Regulations 1999, 

Regulation 7, the School has appointed the following Competent Persons to 
assist in undertaking the measures necessary to comply with relevant 
statutory provisions: 

 
  1. Health & Safety Matters – Estates and Health and Safety Manager as 

co-ordinator of several health and safety functions; 
  2. Health & Safety - external assistance - Owen David Risk Management; 
  3. Fire Evacuation Procedures - All teaching staff and designated non-

teaching staff (see Section 3.3.9); 
  4. Electrical Work - in-house or external trained and competent electricians; 
  5. Abrasive Wheel Mounting - see Section 3.14; 
  6. Pressure Systems, Written Scheme & Examination - School insurers; 
  7. Display Screen Equipment, eye & eyesight tests - Competent 

Optometrist as arranged by the Foundation Secretary. 
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3.19 DISPLAY SCREEN EQUIPMENT 
 
 3.19.1 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. 

 
 3.19.2 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. 

 
 3.19.3 Any workstation which is put into service will meet the requirements laid down 

in the Schedule to the Regulations.  
 
 3.19.4 The Foundation Secretary will plan the activities of “users” to allow periodic 

breaks or changes of activity. 
 
 3.19.5 The Foundation Secretary 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. 

 
 3.19.6 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. 

 
 3.19.7 The School proforma for the completion of Workstation 

Analyses/Assessments is appended to this section (Appendix 1). Collation of 
completed Analyses/Assessments and implementation of any identified 
remedial actions is the responsibility of the School Finance Officer. 
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HEALTH & SAFETY (DISPLAY SCREEN EQUIPMENT) REGULATIONS 1992 
Workstation Analysis/Assessment Checklist 

 
Description of Equipment:                Software Applications: 
Name of Users: 
Department/Location/Identification:                               Extent of Usage: 
 

Workstation Element Y N Comments 

1. SCREEN 
1.1 Are the characters on the screen well defined and clearly formed? 
 
1.2 Are the characters of adequate size with adequate spacing 
between the lines and characters? 
 
1.3 Is the image on the screen stable, e.g. no flicker? 
 
1.4 Is the brightness and the contrast between the characters and the 
background easily adjustable, and is it easily adjustable to ambient 
conditions? (i.e. sunlight, glare etc) 
 
1.5 Does the screen swivel and tilt easily and freely, to suit the 
operator’s need? 
 
1.6 Is it possible to use a separate base for the screen or an adjustable 
table? (If Yes, enter if a base is required in Comments column).  
 
1.7 Is the screen free of reflective glare and reflections liable to cause 
discomfort? 
 
1.8 Is the screen clean? 

 
 

 

  

2. KEYBOARD 
2.1 Is the keyboard tiltable and separate from the screen, allowing a 
comfortable working position, avoiding fatigue in arms and hands? 
 
2.2 Is the space in front of the keyboard sufficient to provide support 
for hands and arms? 
 
2.3 Does the keyboard have a matt surface to avoid reflective glare? 
(If not, enter if needed in Comments  column) 
 
2.4 Are the symbols on the keys adequately contrasted and easy to 
see from the working position? 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

3. WORK CHAIR 
3.1 Is the height of the chair adjustable? 
 
3.2 Is the height of the back of the chair adjustable in both height and 
tilt? 
 
3.3 Is the mechanism for making the above adjustments easy and 
safe to use? 
 
3.4 Are the legs on the chair stable? 
 
3.5 Does the chair allow freedom of movement and a comfortable 
working position? 
 
3.6 Is a footrest available for use? (If not, enter in Comments column 
if one is needed) 
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Workstation Element 
 

Y N Comments 

4. WORKING ENVIRONMENT 
 
4.1 Is the workstation positioned and designed to provide sufficient 
space with movement? 
 
4.2 Is the lighting in the office sufficient and well positioned for your 
own personal requirement? 
 
4.3 Is the workstation positioned to avoid glare or reflections from 
artificial light? 
 
4.4 Is the workstation positioned so that you are not affected by glare 
of sunlight through windows? 
 
4.5 Are the windows fitted with blinds that can be easily adjusted?  
(If not, enter in Comments column if necessary) 
 
4.6 Is noise from the workstation equipment adequately controlled to 
avoid causing distraction or disturbance? 
 
4.7 Is the workstation user free from discomfort caused by heat 
produced by workstation equipment? 
 
4.8 Is there an adequate level of humidity? 
 
4.9 Are all cables and wires attached to the workstation and 
associated equipment safe and secure? 

   

5. WORK DESK OR SURFACE 
 
5.1 Is the desk or work surface large enough? 
 
5.2 Does the desk or work surface have a low reflective finish? 
(i.e. matt surface) 
 
5.3 Is a document holder available for viewing documents to be 
worked on? (If not, specify in Comments column if one is required) 

   

 
6. ARE THERE ANY OTHER RELEVANT FACTORS TO BE CONSIDERED? (please specify) 
 
 
 
 
 

 
ANALYSIS/ASSESSMENT PERFORMED BY: 
 
DATE: 
 

 
FOLLOW-UP ACTION: 
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3.20 MANUAL HANDLING 
 
 3.20.1 It is the policy of the School to comply with the Manual Handling Operations 

Regulations 1992 utilising the guidance given in HSE publication L23. 
 
 3.20.2 In particular, the School will:- 
 
  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) where a manual handling operation cannot be avoided a suitable and 

sufficient assessment will be carried out. (See appended Assessment 
Form and Guidance Notes). The person responsible for co-ordinating 
the completion of these Assessments is the Estates and Health and 
Safety Manager. 

 
  iii) take appropriate steps to reduce the risk of manual handling operation 

injury to the lowest level reasonably practicable, and provide employees 
with general indications on the weights of loads. 

 
  iv) adopt the appended Generic Assessment to cover ‘ad hoc’ manual 

handling activities which occur from time to time and which do not lend 
themselves to detailed Assessment. The Estates and Health and Safety 
Manager is responsible for ensuring that this is brought to the attention 
of all relevant employees.  
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MANUAL HANDLING OPERATIONS REGULATIONS 1992 
ASSESSMENT OF MANUAL HANDLING OF LOADS 

To be used in conjunction with guideline figures reference sheet and 
Notes of Guidance for Completion 

 
SECTION 1 - BACKGROUND INFORMATION 

 
REF NO: 

DEPARTMENT: 
 

ASSESSOR: 

LOCATION: 
 

SIGNATURE: 

DESCRIPTION OF ACTIVITY: DATE: 
 

 PROPOSED REVIEW: 
 

 
SECTION 2 

 
2.1 ARE OPERATIONS CLEARLY WITHIN NUMERICAL GUIDELINES? YES/NO 
 If YES go to 2.2.  If NO go to Section 3 and continue 
2.2 DO OPERATIONS INVOLVE RISK OF INJURY? YES/NO 
 If YES go to Section 3 and continue.  If NO go to Section 8 and continue 
 

 
SECTION 3 - THE TASK  If the answer is ‘yes’ consider level of risk by reference to guideline figures where appropriate 

 Yes Level of Risk  Ye
s 

Level of Risk 

FACTOR  High Med Low FACTOR  High Med Low 

3.1 Task performed standing, 
seated, kneeling, other (circle relevant 
factor) 

 
- 

 
- 

 
- 

 
- 

3.8 Is carrying of load involved     

3.2 Is load held from trunk  YES/NO 
 

    3.9   Is pushing or pulling involved     

3.3 Does task involve lifting with 
poor posture 

    3.10 Is there likely sudden 
movement of load 

    

3.4.1 Is twisting of the trunk involved     3.11  Is task carried out without 
sufficient rest or recovery 

    

3.4.2  Circle angle  30º, 60º, 90º 
 

- - - - 3.12 Is rate of work imposed by 
process 

    

3.5.1 Is stooping involved 
 

    3.13  Is task carried out by team     

3.5.2 Circle angle  30º, 60º, 90º 
 

- - - -      

3.6 Are twisting and stooping 
combined 
 

    3.14 Is task carried out frequently     

3.7 Is lifting/lowering involved 
 

    3.15 Is change of grip required     

 
SECTION 4 - THE LOAD  If the answer is ‘yes’ consider level of risk by reference to guideline figures where appropriate 

 Yes Level of Risk  Yes Level of Risk 

FACTOR  High Med Low FACTOR  High Med Low 

4.1 Is the load too heavy for lifter’s 
capacity 
 

    4.5 Are contents liable to shift     

4.2 Is load bulky/unwieldy 
 

    4.6 Is the load intrinsically 
harmful 

    

4.3 Is load difficult to grasp 
 

    4.7 Is centre of gravity offset     

4.4 Is load unstable/unpredictable 
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SECTION 5 - WORKING ENVIRONMENT  If the answer is ’yes’ consider level of risk by reference to guideline figures 
where appropriate 

 Yes Level of Risk  Yes Level of Risk 
FACTOR  High Med Low FACTOR  High Med Low 

5.1 Does space constraint result in 
unsatisfactory posture 

    5.4 Are there extremes of 
temperature/humidity 

    

5.2 Are floors uneven, slippery, 
unstable or otherwise poor 

    5.5 Are there strong air 
movements 

    

5.3 Are there variations in levels 
 

    5.6 Are there poor lighting 
conditions 

    

 
SECTION 6 - INDIVIDUAL CAPABILITY  If the answer is ‘yes’ consider level of risk by reference to guideline figures 
where appropriate 

 Yes Level of Risk  Yes Level of Risk 

FACTOR  High Med Low FACTOR  High Med Low 

6.1 Does the task require unusual 
strength/height 

    6.3 Does the task pose a risk to 
someone with health problem or  

    

6.2 Does task call for special 
information/training 

    who might be pregnant     

 
SECTION 7 - OTHER  If the answer is ‘yes’ consider level of risk by reference to guideline figures where appropriate 

 Yes Level of Risk  Yes Level of Risk 

FACTOR  High Med Low FACTOR  High Med Low 

7.1 Does the use of personal 
protective equipment interfere with 
task 

    7.2 Are there any other factors 
which affect individual capability 

    

 
SECTION 8 - OVERALL ASSESSMENT OF RISK 

 
TAKING INTO ACCOUNT ALL OF THE ABOVE FACTORS 
AND  

 
INSIGNIFICANT 

 

CONSIDERING MATTERS IN SCHEDULE 1 OF  LOW  

THE MANUAL HANDLING OPERATIONS REGULATIONS 
1992  

MEDIUM  

WHAT LEVEL OF RISK DOES THE ACTIVITY POSE 
 

HIGH  

 
SECTION 9 - ACTION 

 
SIGNIFICANT FACTOR 

 
PROPOSED REMEDIAL ACTION 

 
PRIORITY 
 

   
   
   
   
   
   
   
   
   

 
 PRIORITY 1 -  Complete as soon as possible; 
 PRIORITY 2 - Complete within 6 months; 
 PRIORITY 3 - Complete within 12 months; 
 PRIORITY 4 - No reasonably practicable solutions 
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MANUAL HANDLING OPERATIONS REGULATIONS 1992 

 
ASSESSMENT OF MANUAL HANDING OF LOADS 

 
 
 

NUMERICAL GUIDELINES FOR ASSESSMENT 

 
 

Introduction 
 
The following numerical guidelines provide an initial filter which can help identify those 
manual handling operations deserving more detailed examination.  The guidelines set 
out an approximate boundary within which operations are unlikely to create a risk of injury 
sufficient to warrant more detailed Assessment. 
 
There is no threshold below which manual handling operations may be regarded as 
“safe”.  Even operations lying within the boundary mapped out by the guidelines should 
be avoided or made less demanding wherever it is reasonably practicable to do so. 
 
Individual Capability 

 
There is a wide range of individual physical capability, even among those fit and 
healthy enough to be at work.  For the working population the guideline figures will 
give reasonable protection to nearly all men and women for the respective guideline 
figures. 
 
It is important to understand that the guideline figures are not limits.  They may be 
exceeded where a more detailed Assessment shows that it is appropriate to do so. 
 
Guidelines for Lifting and Lowering 

 
Guideline figures assume the load is readily grasped with both hands and that the 
operation takes place in reasonable working conditions with the handler in stable body 
position. 
 
Guideline figures take into consideration the vertical and horizontal position of the 
hands as they move the load during the handling operation. 
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If the hands enter more than one of the box zones during the operation, the smallest weight 
for this should be used. 

Twisting 

 
Reduce by 10% where twist through 45º 
 
Reduce by 20% where twist through 90º 

Frequent lifting and lowering 

 
Reduce by 30% where repeated 1 to 2 per minute 
 
Reduce by 50% where repeated 5-8 per minute 
 
Reduce by 80% where repeated >12 per minute 

Carrying 

Guideline valid for up to 10 metres without resting 
 
If carried on should assessment may show it is safe to exceed guideline figures 

Full height 

Shoulder height 

Elbow height 

Knuckle height 

Mid lower leg 

10kg

 10kg

5kg 

10kg 

25kg 15kg 

10kg 

10kg 5kg 

5kg 10kg 

20kg      10kg 

25kg       15kg 

20kg 10kg 

10kg 
5kg 
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Pushing and Pulling 

 
Starting and stopping – 25kg (250 Newtons) 
 
Keeping motion – 10kg (100 Newtons) 
 
(Assumed hands are between knuckle and shoulder height) 
 
 
Seated 

 

 

 
 
 
Team Handling 

 
As an approximate guide the capability of a two person team is 2/3 sum of their individual capabilities. 
  
For a three person team the capability is ½ the sum of their individual capabilities. 

If twisting or handling beyond box 
zone then detailed assessment 
required 

5kg 
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ROYAL ALEXANDRA & ALBERT SCHOOL - 
 MANUAL HANDLING OPERATIONS REGULATIONS 1992 

 
GENERIC ASSESSMENT OF NON-ROUTINE MANUAL HANDLING OPERATIONS 

 
1. It is recognised that certain non-routine work e.g. maintenance activities, furniture 

movement, etc will involve repetitive manual handling tasks which do not lend 
themselves to detailed analysis and assessment.  The School will ensure that the 
following information is brought to the attention of employees who may be engaged in 
such non-routine operations: 

 
 1.1 Employees are expected to only work well within their own individual capabilities 

and to make full and proper use of any systems of work which reduce the risk 
of injury; 

 
 1.2 Employees are expected to exercise their own common-sense and judgement 

and if a particular manual handling task seems likely to approach the limit of 
their own capabilities, then mechanical assistance or the assistance of 
colleagues is to be used; 

 
 1.3 In any cases of doubt, employees must contact their immediate supervisors for 

advice; 
 
 1.4 Whilst the School will ensure that all reasonably practicable steps are taken to 

reduce risk during manual handling operations, employees are asked for their 
co-operation. In particular, employees are asked to bring to management’s 
attention any manual handling tasks which might be eliminated, simplified or 
improved; 

 
 1.5 The Estates and Health and Safety Manager will investigate any incidents 

reported to him which involved or could foreseeably have involved, an injury 
due to manual handling with a view to undertaking measures, so far as is 
reasonably practicable, to reduce the risks. Employees’ co-operation in such 
investigation and assistance in determining suitable measures is considered to 
be of vital importance; 

  
 1.6 The School will arrange for the appropriate training of employees who may be 

involved in non-routine manual handling operations so that they are able to take 
the above action and in particular, recognise the limit to their individual 
capabilities, to make full and proper use of systems of work which will reduce 
risk of injury and to be aware of any mechanical assistance or other assistance 
available during the manual handling operation. 
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3.21 PERSONAL PROTECTIVE EQUIPMENT 
 
 3.21.1 It is the policy of the School to comply with Personal Protective Equipment 

at Work Regulations 1992 based on the guidance in Booklet L25. 
 
 3.21.2 The School recognises that Personal Protective Equipment is a last resort 

and that wherever possible, risks should be controlled by other means.  
Where the risks cannot be controlled by other methods or it is assessed 
there is a residual risk, then suitable Personal Protective Equipment will 
be provided to employees. 

 
 3.21.3 Where it is determined that Personal Protective Equipment is required 

then an assessment will be made to assess the risks, define the 
characteristics required of the equipment and compare these with the 
characteristics of available equipment to ensure the equipment provided 
is suitable.  The assessment will be recorded unless it can be easily 
repeated and explained. The School format for these Assessments is 
appended, as Appendix 1 to this Section. 

 
 3.21.4 All Personal Protective Equipment will be maintained and 

accommodation provided for it when it is not in use. 
 
 3.21.5 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. 

 
 3.21.6 A record will be kept of all Personal Protective Equipment which is issued 

using the appended format (Appendix 2). 
 
 3.21.7 The person nominated to co-ordinate the above on behalf of the School 

is the Estates and Health and Safety Manager. 
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PERSONAL PROTECTIVE EQUIPMENT AT WORK REGULATIONS 1992 *   ASSESSMENT OF PPE REQUIREMENTS                                               APPENDIX 1 

 

Department: Date: 

Location & Operation: Assessor: 

RISK IDENTIFICATION/BODY PART AFFECTED: 

  RISKS 

  Fall 
from 
height 

Impact 
cut 
crushing 

Stab, 
cut, 
graze 

Vibra- 
tion 

Slip, 
fall 
over 

Scalds 
heat, 
fire 

Cold Immer- 
sion 

Non- 
ionising 
radiation 

Elect- 
rical 

Noise Ionising 
Radia- 
tion 

Dust, 
Fibre 

Fume Gas 
Vapour 

Splash 
spurt 

Biological, 
e.g. 
bacteria, 
virus 

 Cranium 
 

                 

 Ears 
 

                 

 Eyes 
 

                 

 
Head 

Respira- 
tory 

                 

 Face 
 

                 

 Whole 
Head 

                 

 Hands 
 

                 

 Arms 
 

                 

Limbs Foot 
 

                 

 Legs 
 

                 

 Skin 
 

                 

 
Various 

Abdomen                  

 Whole 
Body 

                 

Summary of Equipment Required: 
 

Any Special Considerations, e.g. Physical effort, visibility, communication, hygiene requirements, compatibility of PPE 
 

Manufacturer/Supplier Consulted & Date: 
 

Recommended Equipment (Specify exact type and relevant standard, e.g. British Standard, CE): 
 

 
* Note: Other Regulations may apply, e.g. COSHH, Noise at Work, Control of Lead, Control of Asbestos 
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APPENDIX 2  
Royal Alexandra & Albert School  

ISSUE OF PERSONAL PROTECTIVE EQUIPMENT 
 

Name of Employee ............................................................................................... 
 
Department ................................ Job ................................................................... 
 
National Insurance No ................................ Date of Issue ................................... 
 
 PPE     SPECIFICATION (BS or BSEN Standard) 
 Eye Protection    ......................... 
 Hearing Protection   ......................... 
 Safety Shoes    ......................... 
 Helmets    ......................... 
 Respirators    ......................... 
 Wet Weather Equipment  ......................... 
 Other (Specify)    ......................... 
 
HEALTH AND SAFETY AT WORK ETC ACT 1974 
I have a duty to take reasonable care for the health and safety of myself and any other 
persons who may be affected by my acts or omissions. 
I have a duty to co-operate with my employer to enable him to fulfil his legal duties. 
I must not intentionally or recklessly interfere with or misuse anything provided for our health, 
safety and welfare. 
 
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH REGULATIONS 2002 
I understand that when provided with any Personal Protective Equipment, e.g. Respirators, 
Gloves, to reduce my exposure to a substance and act as a Control Measure; that I have a 
duty to wear it/use it correctly and promptly report any defects. 
 
THE CONTROL OF NOISE AT WORK REGULATIONS 2005 
I understand that I have a duty to fully and properly use the ear protection provided for me by 
my employer when working on jobs with noise levels above 90 dB(A) and to report any 
defects back to him. 
 
PERSONAL PROTECTIVE EQUIPMENT AT WORK REGULATIONS 1992 
I understand that when provided with any Personal Protective Equipment I have a duty to use 
it in accordance with any training and instructions, take all reasonable steps to ensure it is 
returned to accommodation provided for it after use, and report any loss or obvious defects 
to my employer. 
          ________________________________________________________________ 
PERSONAL UNDERTAKING 
I have read the above and understand my duties as regards the wearing of the equipment 
issued to me.  I know where to obtain replacements if the equipment is lost or damaged. 
 
SIGNED ..................................………………......... DATE .............................................. 
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3.22 GENERAL RISK ASSESSMENTS 
 
 3.22.1 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. 

 
 3.22.2 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.  The persons responsible for 
co-ordinating the completion of Assessments on behalf of the School  are the 
Bursar/Estates and Health & Safety Manager/Maintenance 
Manager/Domestic Services Manager/relevant Heads of Department.  

 3.22.3 The School will use the following Risk Assessment recording protocol and 
assistance for Assessors:- 

 
  i) Appendix 1 - Preliminary Information & Hazard Identification; 
  ii) Appendix 2 - General Risk Assessment; 
  iii) Appendix 3 - Risk Rating System; 
  iv) Appendix 4 - General Hazards List; 
  v) Appendix 5 - Guidance on completion of General Risk Assessments. 
 
 3.22.4 The risk assessment process will consist of the following 6 steps: 
 

 what could go wrong 

 who might be harmed 

 how likely is it to go wrong 

 how serious would it be if it did 

 what are you going to do to stop it 

 how are you going to check that your plans are working 
 
 3.22.5 Risk assessments will be reviewed: 
 

 when there are changes to the activity 

 after a near miss or accident 

 when there are changes to the type of people involved in the activity 

 when there are changes in good practice 

 when there are legislative changes 

 annually if for no other reason  
 
 
 3.22.6 Where the Risk Assessment identifies any appropriate Health Surveillance 

this will be carried out following consultation with suitably qualified and 
Competent Persons. 

 
 
 
 
 
 3.22.7 To assist in undertaking the measures identified by the Risk Assessment as 

necessary to comply with relevant statutory provisions, the School has 
appointed a number of Competent Persons (see Section 3.18).  Co-ordination 
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of the necessary measures and Competent Persons will be carried out jointly 
by the Foundation Secretary and Estates and Health and Safety Manager. 

   
 3.22.8 The School requires that the results of the Assessment including identified 

risks and any necessary preventive and protective measures are brought to 
the attention of relevant employees. 
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APPENDIX 1 

ROYAL ALEXANDRA & ALBERT SCHOOL 
PRELIMINARY INFORMATION AND HAZARD IDENTIFICATION FORM 

 
Department 
 

Assessment No 

Workplace Location 
 

Date 

Work Activities 
 
 

Head of Department/Manager 
 

Any relevant previous Accidents/Incidents - 
 
 

Persons Affected - Any Special Groups - 
 

Employees    YES/NO Young or Inexperienced Workers  YES/NO 
Pupils    YES/NO New & Expectant Mothers   YES/NO 
Public    YES/NO Disabled Staff    YES/NO 
Other Workers  YES/NO Lone Workers    YES/NO 

 
IDENTIFIED HAZARDS : Does the work involve a potential for harm from... 
(Tick as appropriate) 
 

 

1. Slips/Trips/ Falls  10. Environment 
(Temperature, 
Cleanliness etc) 

 19. Ejected materials  28. Lone Working  

2.   Electricity - 
Portable 
appliances 

 11. Hot or cold 
surfaces or 
substances 

 20. Explosive/Flammable 
substances e.g. Gas, 
Petrol 

 29. Lack of PPE  

3   Electricity – Fixed 
Installations 

 12. Ill-health from 
exposure to 
Hazardous 
Substances 

 21. Inadequate marking, 
labelling, means of 
isolation 

 30. Pregnant Worker  

4. Low level glazing  13. Contact with 
Objects, Tools, 
etc 

 22. Working at Height  31. Radioactive sources  

5. Fixtures & Fittings  14. Noise  23. Pressure systems  32. Transport  

6. Inadequate Lighting  15. Machinery  24. PE/Sports activity  33. Contractors  

7 Fire  16. Inability to 
safely stop 
equipment 

 25. Drowning  34. Deteriorating 
Conditions 

 

8. Manual Handling  17. Inadequate 
Training 

 26. Use of minibuses  35. Stress 
 

 

9. Falling Objects, 
Articles or Equipment 

 18. Display 
Screen 
Equipment 
(VDU’s) 

 27. Unsafe Working 
Practices 

 36. Other (specify) 
 

 

Enter details of Hazards Identified and their rating, the Existing Controls, your Assigned Severity and Risk Ratings and 
the Remedial Action proposed on Form 2. 

Assessor(s) 
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APPENDIX 2 
 

                                         

ROYAL ALEXANDRA & ALBERT SCHOOL - General Risk Assessment                                                                

Assessment Ref: 

Date of Assessment: Name of Assessor(s) 

Location & Subject of Assessment                                                  (1 of 2 pages) 

Review Date: Other relevant information: 

HAZARDS/FINDINGS HSR EXISTING CONTROL MEASURES ASR L/PR ACTION TO BE TAKEN TO 
REDUCE RISKS 

AP 

 

 

      

 

 

      

       

       

       

       

   

 

 

    

       

Notes 
i) HSR = Hazard Severity Rating; ASR = Actual Severity Rating; L/PR = Likelihood/Probability Rating; AP - Action Priority  = ASR x L/PR (See Risk Rating System Sheet); 
ii) Remember to consider if risks can be avoided, the activity substituted, reducing the number of people exposed or their exposure time. If appropriate record your 

consideration in the Action Column; 
iii) Remember to try and identify any measures which could reduce risks further and record in Action Column. This will allow decisions to be made on whether they are 

reasonably practicable to implement. 
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APPENDIX 3 

ROYAL ALEXANDRA & ALBERT SCHOOL 

General Risk Assessment - Risk Rating System 
 

1. Hazard Severity Rating (HSR) 
The Hazard Severity Rating is based on the potential severity of injury/loss that could occur 
assuming there are NO Control Measures in place 

 
 

HAZARD SEVERITY RATING (HSR) 
 

 
VALUE 

 
DEATH(S)/PERMANENT INCAPACITY/WIDESPREAD LOSS 
 

 
5 

 
MAJOR INJURY (REPORTABLE TO HSE)/ 
SEVERE INCAPACITY/SERIOUS LOSS 
 

 
4 

 
INJURY/ILLNESS REQUIRING 3 OR MORE DAYS  
ABSENCE (REPORTABLE TO HSE)/MODERATE LOSS 
 

 
3 

 
MINOR INJURY/ILLNESS - LOST TIME 
 

 
2 

 
TRIVIAL INJURY (IMMEDIATE FIRST AID ONLY)/ 
ILLNESS/LOSS 
 

 
1 

 

2. Actual Severity Rating (ASR) 
The Actual Severity Rating is based on the actual severity of injury/loss taking into account 
the Control Measures in place 

 

 
ACTUAL SEVERITY RATING (ASR) 

 

 
VALUE 

 
DEATH(S)/PERMANENT INCAPACITY/WIDESPREAD LOSS 
 

 
5 

 
MAJOR INJURY (REPORTABLE TO HSE)/ 
SEVERE INCAPACITY/SERIOUS LOSS 
 

 
4 

 
INJURY/ILLNESS REQUIRING 3 OR MORE DAYS  
ABSENCE (REPORTABLE TO HSE)/MODERATE LOSS 
 

 
3 

 
MINOR INJURY/ILLNESS - LOST TIME 
 

 
2 

 
TRIVIAL INJURY (IMMEDIATE FIRST AID ONLY)/ 
ILLNESS/LOSS 
 

 
1 
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3. Likelihood/Probability Rating (L/PR) 
The Likelihood/Probability Rating is based on the Control Measures in place, the 
number of persons exposed, the frequency and duration of exposure 

  

 
LIKELIHOOD/PROBABILITY RATING (L/PR) 

 

 
VALUE 

 

ALMOST CERTAIN/REGULAR OR FREQUENT OCCURRENCE 

 

5 

 

LIKELY TO OCCUR OFTEN 

 

4 

 

EVEN CHANCE/LIKELY TO OCCUR SOMETIME 

 

3 

 

UNLIKELY BUT MAY OCCUR EXCEPTIONALLY 

 

2 

 

IMPROBABLE/EXTREMELY UNLIKELY TO OCCUR 

 

1 

 
4. ACTION PRIORITY (AP) TABLE 
The Action Priority is the Actual Severity Rating (ASR) multiplied by the 
Likelihood/Probability Rating (L/PR) and provides an indication of the overall RISK 
and the importance of implementing any identified further actions 
 

A 
C 

S 
E 

 
5 

      

T 
U 

V 
E 

 
4 

   HIGH   

A 
L 

R 
I 

 
3 

        MED  IUM     

 T 
Y 

 
2 

   LOW      

 
 

  
1 

      

 
 

  
 

 

 
1 

 
2 

 
3 

 
4 

 
5 

 

   LIKELIHOOD/PROBABILITY  
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APPENDIX 4 

ROYAL ALEXANDRA & ALBERT SCHOOL 

GENERAL HAZARDS LIST 

HAZARDS POSSIBLE PREVENTIVE & PROTECTIVE (CONTROL) 
MEASURES 

 
1. Potential injury due to Slips, 

Trips & Falls 
 1)   on the same level 

2) from a height 
3) due to poor 

 flooring/ surfaces 
4) due to obstructions, 

trailing cables etc 
5) due to spillage, leak, 

lack of drainage 
6) due to lack of 

handrail/ handhold 
or inadequate/ 
unsafe means of 
access/ egress 

7) through fragile 
materials e.g. roofs, 
ceilings 

 
a) Floor, stair etc surfaces in good condition and of adequate slip 

resistance 
b) Above ground floor windows fitted with window restraints to prevent 

them opening too far or window bars (depending on ease of 
access, location, etc) 

c) Slippery substances readily identified and cleared up 
d) Floors free from obstructions or trailing cables 
e) Safe means of access 
f) clearly defined gangways & corridors 
g) Adequate drainage 
h) Handrails at staircases, other hand holds where required 

i) Warning notices and coverings for fragile materials, control of 
   access  

 

 
2. Potential for  electrical shock or 

burn  injury or malfunction of 
portable electrical appliances 

 
 
 
 
 

 
a)  Portable appliances electrically inspected & tested, labelled & 

records available 
b) Low voltage equipment used if possible 
c) Residual Current Device(RCD) protection if high risk  
d) Termly RCD functional testing (& records) 
e) Appliances and wiring, plugs etc in good visual condition  
f) Visual checks by staff at start of each term 
g) Staff/pupil equipment not allowed unless inspected & tested 

 
3. Potential for  electrical shock or 

burn  injury or equipment 
malfunction at  fixed electrical 
installations I.e. wiring circuits 

 
a) Fixed electrical wiring installations inspection & testing  (refer to 

Health & Safety Co-ordinator for evidence of records) 
b) Installations in good visual condition & maintained (e.g. Sockets, 

visible wiring) 
c) Machinery starters fitted with No-volt & overload protection 

(Equipment in Art, D&T and Maintenance Departments) 
d) Equipment has clearly labelled means of positive isolation 

electrical isolation, e.g. by padlock (Equipment in Art, D&T and 
Maintenance Departments) 

e) Residual Current Device(RCD) protection if high risk  
f) Termly RCD functional testing (& records) 
g) Pupils not exposed to voltages greater than 50 volts 
h) Documented lock-off/Isolation Procedures & other Safe Working 

Procedures, e.g. if Electrical Testing must be Competent & 
Authorised Persons (relevant to Estate/Maintenance Activities) 

i) ‘Live’ working policy (relevant to Estate/Maintenance 
Activities) 

j) Prevention of contact with live electrical conductors, e.g. locked 
control panels, Fuseboards (shrouding of internal components –
relevant to Estate/Maintenance Activities) 

k) Buried Services – locations known, use of cable location 
devices(relevant to Estate/Maintenance Activities) 
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4. Potential cut etc injury from 
fall into/contact with Low 
Level Glazing (below 
shoulder height)  

a) Vulnerable glazing either of ‘safety material’ or otherwise 
protected 

b) Glazing in good visual condition and adequately secured 

 
5. Injury due to unsuitable, 

unstable, poorly maintained 
etc. Fixtures & Fittings e.g. 
chairs, tables, desks, TV and 
other shelving, filing cabinets. 

 
a) All equipment suitable for its intended purpose 
b) In good visual condition & properly maintained 
c) Stable and/or properly and securely fixed 
d) Anti-tilt devices on Filing cabinets 
e) Equipment not being overloaded 

 
6. Increased trip, fall etc injury 

hazards due to inadequate 
lighting  

 
a) Provision and maintenance of adequate levels of illumination 

 
7. Potential for burn injury or ill 

health from smoke inhalation 
due to Fire 

 
a) Area free from combustible materials 
b) Flammable liquids in fire-resisting & labelled storage 
c) Written procedures for flammable liquid spillages & spillage  kits 
d) Gas supplies – clearly labelled & easily accessible isolation, 

switched off when not in use, detent gas taps in laboratories, only 
CORGI registered people work on gas installations 

e) Potential sources of ignition controlled 
f) Fire Risk Assessment completed (see Health and Safety Co-

ordinator) 
g) Fire escape route and Fire Exits signed 
h) Fire Exits unobstructed and easily opened 
i) Fire extinguisher in vicinity and annually inspected 
j) Fire and Emergency Action notices displayed 
k) Fire Alarm can be heard and is tested weekly 
l) Assembly Point known and identified 
m) Fire Drills completed at least termly 
n) Staff trained 

 
8. Potential for injury due to 

sprain/strain from Manual 
Handling  

 
a) Manual Handling Assessments completed & subsequent Risk 

Reduction Methods introduced 
b) Information, instruction and training 

 
9. Potential for injury due to 

Falling Objects, articles or 
equipment 

 
a) Adequate restraint of objects & equipment 
b) stability of articles 
c) safe storage practices 

 
10. Potential for injury or ill health 

due to the Environment 
1) High/Low  Temperature 
2) Poor ventilation 
3) Poor cleanliness 
4) Insufficient space 
5) Inclement weather 

  Conditions 

 
 
a) adequate temperatures 
b) adequate ventilation 
c) good housekeeping 
d) adequate space 
e) Protective clothing , Safe Systems of Work 

 
11. Potential injury due to Hot or 

Cold surfaces/liquids 

 
a) If possible reduce temperature of hot surfaces/increase 

temperature of cold surfaces 
b) Provide insulation/shielding 
c) Warning signs (Burn & Scald notices) 
d) Warning information and instructions 
e) Personal Protective Equipment 
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12. Potential ill health due to 

Exposure to Hazardous 
Substances 
1) Chemicals 
2) Dust, fumes, gases 
3) Asbestos 
4) Biological Agents 
5) Bacterial (Hygiene) 
6) Legionella Bacteria 

   (Hot & Cold Water 
Systems) 

 
a) Substance Inventory, Safety Data Sheets & COSHH Assessments, 

subjected to current Review & valid 
b) Local Exhaust Ventilation (Fume Cupboards, Art and D & T 

extraction systems) weekly visual & 14 monthly thorough 
examination & test with records & evidence of remedial action 

c) Respirators (Non-disposable) monthly thorough examinations & 
records 

d) Occupational Hygiene Monitoring e.g. for Wood Dust – cross-
referenced with Assessment & within last 12 months 

e) Health Surveillance (e.g. Employee health record for Wood dust)- 
cross-referenced with Assessment 

f) information, instruction & training of employees  & evidence 
g) Schematic drawings of Hot & Cold water systems, disinfection 

regimes, Risk Assessment for Legionella (refer to Health & Safety 
Co-ordinator) 

h) Identification of asbestos, Risk Assessment etc (refer to Health & 
Safety Co-ordinator) 

 
13. Potential for injury due to 

contact with Objects, Tools, 
Equipment, etc which 

 1)  Protrude 
 2)  are Sharp 
 3)  are Abrasive 
 4)  could Rupture or 
    Disintegrate 
 5)  are Unstable 

 
a) Secure storage 
b) Controlled access & use 
c) Training & instruction on safe use 
d) Guarding 
e) Shrouding 
f) Enclosure 
g) Personal Protective Equipment 
h) Containment 
i) Stability 

 
14. Potential ill health due    to 

exposure to Noise e.g. use of 
woodworking machinery 

 
a) Assess noise levels (at least every 2 years) 
b) Engineering control of noise at source 
c) Ear Protection Zone signs 
d) Provision of Hearing Protection and signed undertakings regarding 

use, care and maintenance 
e) Random recorded checks on wearing of Hearing Protection  
f) Audiometry [if greater than 95 dB(A) or less if School  Policy] 

 
15. Potential for injury due to 

contact with rotating or moving 
parts of machinery 

 1)  shearing 
 2)  drawing in 
 3)  impact 
 4)  entrapment 
 5)  entanglement 

 
a) Controlled access to use of machinery (high hazard machinery 

padlocked OFF) 
b) Loose clothing, long hair etc eliminated/controlled 
c) Fixed enclosing guards [secured with fasteners which require a 

tool for their removal] 
d) Fail-safe power interlocked guarding 
e) Trip devices, pressure sensitive mats, sensitive edges 
f) Protection appliances, e.g. jigs, holders, push sticks, etc 
g) Guard and other protection devices/appliances daily and termly 

inspections 
h) Information, instruction, training and supervision in reasons for 

and use of guarding and other protection devices 
i)  Safe Working Procedures where necessary 
j) Appropriate number of qualified and trained staff (within last 5 

years)  
 

Note: also see School Policy document regarding PUWER 
compliance checks 

16. Potential for injury due to 
inability to safely stop 
equipment 

a) Start/Stop Controls 
b) Emergency Stops, trip wires 
c) No volt release systems 
 



Approved 5 March 2019 

Page 146 of 198 

 

17. Potential for injury due to 
inadequate Training or 
Incompetence  

a) Staff capable of undertaking expected task 
b) Adequate training with records available for inspection 
 

 
18. Potential for sprain, 

musculoskeletal injury from 
use of Display Screen 
Equipment (VDU) 

 
Establish if a ‘User’, then:- 
a) DSE Workstation Assessment to establish if work station  
      suitable 
b) Provide eye sight test on request 
c) Training 
d) Adequate break periods 

 
19. Potential for injury due to 

ejected materials/articles 

 
a) Adequate containment/shielding 
b) Warning signs 
c) Warning instructions 
d) Personal Protective Equipment 

 
20. Potential for  Explosion due 

to:- 
 I) Hot Work, e.g. Welding, 

Burning, Grinding 
 2) Flammable liquid/dust 
 3) Flammable Gases, e.g. 

LPG, Battery Charging 
 4) Equipment overheating 
 

 
a) Hot Work Permit, Flashback arrestors at cylinders, PPE (relevant 

to Estate/Maintenance Activities) 
b) Control of ignition sources, control of combustible materials, 

adequate fire resisting storage, suitably signed. 
c) Adequate storage arrangements for LPG (bulk or cylinder), 

warning signs, emergency procedures, control of ignition sources, 
ventilation (Consult Health & Safety Co-ordinator if unsure of 
requirements) 

d) Gas supplies – clearly labelled & easily accessible isolation, 
switched off when not in use, detent gas taps in laboratories, only 
CORGI registered people work on gas installations 

e) Fire fighting equipment 
f) regular maintenance 

 
21. Potential for injury or ill health 

due to inadequate 
identification, marking or 
labelling or means of 
isolation of plant or equipment 

 
a) All controls, switches etc adequately identified, marked, labelled 
b) Adequate means of isolation 

 
22. Potential for injury due to 

Working at Height 

 
a) Safe access for high level shelving or to open windows e.g. kick 

stools, window poles. 
b) If greater than 2m top and intermediate guard rails & toe boards at 

working platforms 
c) Portable ladders/step ladders - correct standard, registered & 

recorded visual examinations (refer to Health and Safety Co-
ordinator) 

d) Fixed vertical access ladders - safety hoops, controlled access 
e) Safety harnesses – inspections, instructions & training 
f) Tower Scaffolds - right type, periodic & recorded inspection of 

condition, employees information/instruction/training 
g) Roof work - Fragile Notices, controlled access, Permit to Work 

 
23. Potential for injury from 

Pressure Systems     (air, gas 
etc) 

 
(refer to Health and Safety Co-

ordinator for guidance if identified 
as a relevant Hazard to the area 

you are assessing) 

 
Refer to Estates/Maintenance department for evidence of:- 
a) Written Scheme of Examination by Competent Persons 
b) Reports of Examination & evidence of remedial action 
c) Safe Operating Limits established 
d) Vessels & pipelines clearly identified & marked 
e) Permit to work on pressure systems  

24. Injury from PE/Sports activity a) Appropriate number of qualified staff 
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b) Equipment inspected & maintained in good condition (with 
records) 

c) Equipment stored safely (particularly 5-a-side goal-posts) 
d) Equipment used only under strict supervision 
e) Pupils assessed as to ability for task 
f) Activity-specific instructions & rules 
g) Baalpe publication “Safe Practice in Physical Education” available 

& consulted by staff 
h) Activity being carried out in an appropriate environment 
 

25. Drowning Swimming Pools:- 
a) Pool area locked unless supervised by member of staff 
b) Unauthorised entry prevented 
c) Pupils registered before & after swimming 
d) Pupils checked out of pool & into changing room 
e) Pupils instructed return to pool prohibited unless accompanied 

by member of staff 
f) Staff checks pool bottom & surrounds are clear at end of each 

session 
g) Pupils individually assessed by swimming instructor as to 

swimming ability with records 
h) System for notifying swimming instructors of pupils with 

disabilities which may affect performance e.g. asthma, diabetes, 
epilepsy 

i) System for notifying swimming instructors of pupils with learning 
or language difficulties 

j) Adequate pupil/swimming instructor ratios 
k) Swimming instructors qualified in swimming instruction & life 

saving techniques 
l) HSC publication “Safety in Swimming Pools” available & known 

by staff 
m) Pool depths clearly marked & visible from water & pool side 
n) High standard of pool water clarity 
o) Adequate lighting that avoids shadow & dazzle 
p) Constantly available Emergency Telephone 
q) Adequate life saving equipment 
r) Pupils aware of Swimming Pool rules & which are clearly 

displayed 
s)  Documented Operating Procedures 
 

Other areas:- 
a) Prevention of uncontrolled access 
b) Appropriate number of qualified  staff  constantly present 
c) Pupils aware of hazards 

 
26. Use of minibuses 

 
a) Minibus adequately maintained & records 
b) Journey plan prepared 
c) Seatbelts provided & pupils aware wearing them is compulsory & 

a legal requirement 
d) Staff trained & authorised to drive 
e) Driver minibus checks before departure & return (with records) 
f)   Driver rest periods 

 
27. Potential for injury due to 

Unsafe Working Practice 

 
a) Documented Safe System of Work 
b) Training and records 
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28. Potential injury due to 
Lone Working 

a) Visual, periodic monitoring by supervision 
b) Maintenance of regular contact 
c) Manual or automatic warning devices 
d) Emergency Procedures 

 
29. Potential injury due to lack 

of or inadequate Personal 
Protective Equipment 
(PPE) 

 
a) Complete PPE Risk Assessment & provision of appropriate PPE 
b) Training in use of PPE & records 
c) Accommodation for PPE 
 

 
30. Increased potential for 

injury due to pregnancy 

 
a) System for notification of pregnancy 
b) Eliminate exposure to any process or physical or chemical agents 

which could cause harm to mother or unborn child 

 
31. Potential injury or ill-health 

from exposure to Ionising 
Radiation (Physics)  

 
a) Appoint RPS/RPA 
b) Safe Working Procedures & Local Rules 
c) Control over access to sources & access into hazardous areas 

 
32 Potential for injury due to 

Transport 
 1) Collapse/Overturning/ 

Collision/Excessive Speed 
     2) Transport/Pedestrian 
  interface 

 
a) Transport maintained 
b) Adequate training and Authorisation 
c) Speed controls 
d) Transport/pedestrian segregation  
e) Warning signs and notices 

 
33. Potential injury due to interface 

with Contractors 

 
a) Contractors’ Rules issued & evidence of their adequate and 

current Liability Insurance. 
b) Method Statements/Risk Assessments/Permits to Work 
c) Appointment of Supervising Officer & periodic 
d) inspections/monitoring of Contractors’ Performance 

 
34. Potential for injury due to 

Deteriorating Conditions 

 
a) Departmental Inspections, records, evidence of action, 
b) evidence of training in Inspection techniques 
 

See School Policy on Active Monitoring Inspections (Policy 
Arrangements & Procedures section 3.28) 

 
35. Ill-health due to Stress 

 
There are considered to be 7 key factors to limit the risk of work-
related stress. Is there evidence that:- 
a) Culture – good two-way communication between employees at 

different levels; employees involved in decision making; 
employees encouraged to talk about work-related stress, mental 
health issues and concerns over work at an early stage; 
employees offered internal support e.g. work-related coaching, 
emotional support when personal crises occur 

b) Demands – employees adequately trained to deal with demands 
of their work; employees given opportunity for greater 
responsibility/more challenging work if they desire; procedures for 
dealing with potential violence or abuse 

c) Control – consideration given to employees being allowed to 
have greater control over how they tackle their work; to be more 
involved in the decision making; ‘enrichment’ of jobs so that 
employees using more of their skills 

d) Relationships – procedures in place for dealing with 
unacceptable behaviour; bullying and harassment policies fully 
supported by senior management and effectively communicated 
to employees 
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e) Change – the reasons for all changes are explained to 
employees; communications about change are clear and timely; 
employees supported during times of change 

f) Role – employees clear about what their job entails including how 
their performance is monitored and assessed; employees clear 
about new roles and responsibilities after any changes; 
employees encouraged to talk about conflicting job demands 

g) Support, Training and factors unique to the individual – 
employees given support and encouragement even when things 
go wrong; employees listened to and feel valued; encouragement 
to share concerns about stress at an early stage; suitable and 
sufficient training provided; thorough induction’s if new role; 
encouragement given to consider a healthy ‘work-life balance’ 

 

 

 

REMEMBER - A HAZARD is anything with the potential to cause harm. If you identify any other 

Hazards (at Section 36 of Form 1) not referred to above, then please advise your Line Manager in 

order that they can be considered and incorporated where appropriate. 
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APPENDIX 5 

ROYAL ALEXANDRA & ALBERT SCHOOL 

GUIDANCE ON COMPLETION OF GENERAL RISK ASSESSMENTS 

 
1. The Management of Health & Safety at Work Regulations 1999, Regulation 3, requires employers, 

i.e. the School, to make a suitable and sufficient Assessment of the risks to the health and safety 
of his employees to which they are exposed whilst they are at work. This is also extended to 
cover risks to non-employees, e.g. pupils, visitors, contractors; arising out of or in connection 
with the employer’s undertaking. These Assessments have become known as General Risk 
Assessments, to distinguish them from the Assessments required under other legislation, e.g. 
COSHH, Manual Handling, Display Screen Equipment, Personal Protective Equipment.  

 
2. A General Risk Assessment is nothing more than a systematic general examination of the effect 

of an employer’s undertaking, their work activities and the condition of the premises. A General 
Risk Assessment involves identifying the HAZARDS, evaluating the extent of the RISKS 
involved, taking into account EXISTING CONTROL MEASURES and their effectiveness.  

 
3. The first stage is to identify what needs to be assessed. This could be based on assessing 

individual items of work equipment, based on particular tasks, be geographically based or cover 
whole area/site issues. The means of determining what has to be assessed is not important, but 
it is important to ensure that all foreseeable activities are covered. It is also important to record 
certain background information and this should all be recorded on the Preliminary Information 
and Hazard Identification Form (Form 1). 

 
4. For each area, activity, etc to be assessed, the next stage is to identify all relevant HAZARDS.  

A Hazard is anything with the potential to cause harm and can include articles, substances, plant 
or machines, methods of work, the work environment, other aspects of work organisation. 
Whatever is being assessed, there are likely to always be a significant number of Hazards. Even 
in a relatively safe, i.e. low risk, environment such as Offices, Classrooms, etc, there will still be 
a significant number of Hazards. Examples could include:- 

 
 The potential for:- 
 
 4.1 Slips, trips and falls – due to slippery substances, uneven flooring, poor condition of floor 

coverings, trailing cables, obstructions; 
 
 4.2 Electrical shock, burn or equipment malfunction from electrical equipment and installations, 

e.g. damage to equipment or cables, lack of inspection, testing or maintenance, damaged 
plugs and sockets, uncontrolled access into electrical cupboards/panels; overloading of 
sockets; 

 
 4.3 Enhanced trip or striking hazards due to inadequate lighting; 
 
 4.4 Potential impact, striking or cut injuries due to poorly stored items, unstable fixtures or fittings, 

fixtures and fittings being in poor condition; 
 
 4.5 Sprain, strain, etc injury from any manual handling, e.g. of stationery, furnishings or furniture; 
 
 4.6 Strain or musculoskeletal injury from use of display screen equipment; 
 
 4.7 Fire due to combustible materials, inadequate provision of fire-fighting equipment, 

inadequate means of escape, lack of Emergency Planning and Practices; 
 
 4.8 Injury from unprotected low level glazing; 
 
 4.9 Ill health due to poor ventilation or high/low temperature; 
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 4.10 Burns, scalds from hot surfaces or liquids. 
 
5. The Preliminary Information & Hazard Identification Form (Form 1) indicates the most obvious 

Hazards you are likely to encounter and each identified Hazard should be ticked in the adjacent 
box. All identified Hazards should then be transferred on to the HAZARDS/SIGNIFICANT 
FINDINGS column of the General Risk Assessment Form (Form 2). 

 
6. Against each Hazard you should indicate the Hazard Severity Rating (HSR) – see Appendix 3, 

Risk Rating System. 
 
7. Against each identified Hazard you should then establish what are the EXISTING CONTROL 

MEASURES, i.e. the preventive and protective which are in place. The General Hazards List 
(Appendix 4) identifies possible Control Measures, either based on legal requirements or what 
is considered to be best practices. (The number of the Hazard you identified on Form 1 ties up 
with the number of the Hazard in the General Hazards List). 

 
8. The next stage is to evaluate the extent of RISK and which is the likelihood or probability that 

the Hazard will occur and its actual severity. To assist in this, a Risk Rating System (Appendix 
3) has been developed. For each identified Hazard you should consider the:- 

 
 8.1 Actual Severity Rating (ASR) of the Hazard potential, taking into account the existing  

Control Measures you have identified are in place; 
 
 8.2 Consider the Likelihood/Probability Rating (L/PR) that the harm will occur, taking into 

account the effectiveness of any Existing Control Measures you have identified, the number 
of persons who could be exposed, the duration of exposure, etc. 

 
9. The penultimate stage is to assess the Action To be Taken to Reduce Risks. If any relevant 

Control Measures identified in the General Hazards List are missing, then it is likely that these 
will need to be implemented as an action. Furthermore, you may ascertain that the existing 
Control Measures you have identified are ineffective or there is a requirement to undertake a 
further and separate Assessment, e.g. COSHH, Manual Handling, Display Screen Equipment, 
Personal Protective Equipment. As a minimum, even if you consider that all the Existing Control 
Measures are adequate and reduce the risks to the lowest reasonable level, there will still be a 
requirement that they are maintained.  

 
10. The final stage is to derive the Action Priority (AP) in the final column which is based on the 

level of assessed risk (see Action Priority Table, Appendix 3). 
 
11. Once the General Risk Assessment has been completed it is inevitable that a number of Actions 

will arise and these should be planned, with the timescales for completion being commensurate 
with the assessed level of residual risk (i.e. your Action Priority). Good evidence of actions taken 
should always be maintained and the Assessments subsequently updated. A formal Review 
Date should also be established. 

 
(For definitive information and guidance on what is expected by health and safety enforcement 
agencies you should consult your Health & Safety Co-ordinator or the Approved Code of Practice 
and Guidance to the Regulations, L21, ISBN 0-7176-2488-9, which is available from HSE Books). 
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3.23 TRAINING 
 
 3.23.1 The School will comply with the Health and Safety at Work Etc Act 1974 and 

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

 
 3.23.2 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. 

 
 3.23.3 The School will provide employees with health and safety training:- 
 
  a) on recruitment.  This 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. 
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3.24 MANAGEMENT OF HEALTH AND SAFETY 
 
 3.24.1 The School acknowledges the good practice guidance contained in Managing 

Health & Safety in Schools prepared by the Education Service Advisory 
Committee. 

 
 3.24.2 This Health and Safety Policy illustrates the sustained commitment and 

interest of the School which it considers essential for successful health and 
safety management. 

 
 3.24.3 In addition to this Policy and the independent monitoring and auditing to be 

progressively introduced and carried out by Owen David Risk Management 
Ltd as one of the School’s Competent Persons, the School the School will 
develop an Active Monitoring Inspection Programme. 

 
 3.24.4 The Programme therefore will comprise of: 
 
  3.24.4.1 Progressive Policy and Safe Working Procedure development. 
  3.24.4.2 Setting of Objectives and Targets. 
  3.24.4.3 The application of an Active Monitoring Inspection Programme 

throughout all Departments and the common areas of the School. 
  3.24.4.4 An external inspection and audit programme at a frequency and 

type to be agreed by the Foundation Secretary. 
  3.24.4.5 The use of accident, near-miss and hazard statistics. 
  3.24.4.6 Termly reports to the Health and Safety Committee and to the 

Governing Bodies. 
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3.25 USE OF SCHOOL TRANSPORT 
 
 3.25.1 No person is allowed to drive any School minibus unless they are in 

possession of:- 
 
  i) a full British Driving Licence and are over 25 years of age; and 
  ii) a valid PCV or equivalent licence; 
  iii) an equivalent level of assessed competence as agreed, in writing, by 

the Foundation Secretary; and 
  iv) have been accepted as competent minibus drivers by the School’s Motor 

Insurance Policy. 
 
 3.25.2 Before journeys are undertaken, the School requires that the names of 

proposed drivers, driving times, rest stops and the proposed route are all 
planned. For outward journeys in excess of 50 miles these planning details 
must be documented and agreed with the Foundation Secretary in advance 
of the proposed journey. 

 
 3.25.3 The School will establish a system for the booking of minibuses and which is 

required to incorporate evidence of compliance with the preceding 
paragraphs 

 
 3.25.4 The School reminds any approved minibus driver that they are legally 

responsible for the road-worthiness of the vehicle. The School therefore 
requires that each approved driver, before commencing any journey, 
examines the minibus before departure. To assist in ensuring that drivers pay 
particular attention to ‘key’ factors, the appended checklist must be completed 
(Appendix 1). 

 
 3.25.5 The driver of any minibus must also ensure that they are equipped with the 

following items:- 
 
  a) an adequate first aid kit; 
  b) fire extinguisher; 
  c) basic tools; 
  d) torch; 
  e) means of summoning assistance, e.g. mobile telephone; 
  f) de-icer. 
 
 3.25.6 In order that drivers can demonstrate they have acted diligently during the 

loading of the minibus and immediately prior to commencement of the 
journey, there are a number of minimum checks that should be completed. 
The School recommends that the appended checklist (Appendix 2) is used 
for this purpose as a means of providing objective documentary evidence that 
the factors have been considered. 

 
 3.25.7 It is School’s policy that no alcohol is to be consumed by the driver or 

anyone else in the minibus during a driving period. It is further strongly 
recommended by the School that a driver should not consume alcohol within 
12 hours (preferably 24 hours) of the commencement of any driving period. 

 
 3.25.8 Smoking is not permitted in the minibus either by the driver or passengers. 
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 3.25.9 The School reminds drivers it is their responsibility to ensure that they are fit 

to drive at all times.  Guidelines on driving and rest periods are appended 
(Appendix 3). 

 
 3.25.10 The School will develop a Safe Working Procedure to give detailed advice on 

the operation of all school transport. 
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APPENDIX 1 
 

Royal Alexandra & Albert School 
- Minibus Checklist 

 
Minibus Registration Number: 

 
A.   To be checked before the FIRST journey of each day: 

CHECK Satisfactory Unsatisfactory Action/Comment 

Engine oil level    

Radiator Water level    

Windscreen Washer Reservoir level    

Fuel Tank level    

B. To be checked before EACH journey 

CHECK Satisfactory Unsatisfactory Action/Comment 

Tyre Condition & pressure    

Brakes  i)  Handbrake    

  ii) Footbrake    

  iii)Fluid level    

Lights i) Full Beam    

 ii) Dipped Beam    

 iii) Side lights    

 iv) Rear lights    

 v) Brake lights    

 vi) Rear Number Plate 
light 

   

 vii) Direction indicators    

 viii) Fog lights    

 ix) Reversing lights (& 
beacon if fitted) 

   

 x) Reflectors    

Horn operation    

Windscreen Wipers & Washers    

General vehicle condition    

Person completing Section A (PRINT NAME & SIGN):                           Date:  
 
 

 

Person completing Section B (PRINT NAME & SIGN):          Date: 
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APPENDIX 2 
ROYAL ALEXANDRA & ALBERT SCHOOL 

 
Matters recommended to be considered during loading and immediately prior to 
commencement of journey. 
 

 
MATTER 

 

 
YES 

 
NO 

 
ACTION/COMMENT 

 

1.  Has Minibus Checklist Sections A 
& B been completed? 

 

   

2. If a roof rack is used, have pupils 
been clearly warned of the dangers 
and are supervised at all times? 

 

   

3. If a roof rack is used has a member 
of Staff checked it has been evenly 
loaded and is adequately secured? 

  

   

4. Is the number of passengers within 
the minibus seating capacity? 

 

   

5. Have all passengers been told to 
check their seat belt is in good 
working condition and that it must 
be worn at all times? 

 

   

6. Are all main and emergency exits 
unobstructed and easily 
accessible? 

 

   

7. Are doors unlocked and been 
checked to ensure they are secure 
(they should also be re-checked 
each time they are opened)? 

 

   

8. If applicable, has a tachograph disc 
been installed? 

 

   

9. Other (specify) 
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APPENDIX 3 

ROYAL ALEXANDRA & ALBERT SCHOOL 

 

Guidelines on driving and rest/break periods 

 

 

1. Drivers should take a rest stop of at least 20 minutes, OUT OF THE MINIBUS, after a 

maximum 2 hours continuous driving. 

 

2. A driving session, by one individual, should not exceed 4 hours (including the 20 

minute rest period) and there should then be at least a 1 hour break before 

commencing another driving period. 

 

3. Drivers should not drive for more than 8 hours in any 18 hour period without a 

MINIMUM of 6 hours good sleep and rest. 

 

4. Drivers should limit driving between 2200 hours (10 pm) and 0500 hours (5 am) to a 

MAXIMUM of 2 hours. 

 

5. For outward journeys greater than 50 miles, two adult members of Staff are 

recommended to be present in the minibus. Where applicable, a tachograph disc 

record should be employed. 

 

6. It is essential that adequate ventilation is provided. 

 

7. All noise levels should be kept to a reasonable level and well below that which could 

distract the driver. 

 



Approved 5 March 2019 

Page 159 of 198 

 

3.26 ASBESTOS MANAGEMENT 
 
 3.26.1 The Regulations are The Control of Asbestos Regulations 2012. 
 
 3.26.2 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. 

 
 3.26.3 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. 

 
 3.26.4 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. 

 
 3.26.5 Reference will be made to the Approved Code of Practice and Guidance 

entitled The Management of Asbestos in Non-Domestic Premises L127. 
   
 3.26.6 The Estates and Health and Safety Manager is responsible to the School for 

ensuring that the above matters are progressively implemented across the 
School and that records are kept readily available for inspection at all times.  
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3.27 DESIGN & TECHNOLOGY TEACHING 
 
 3.27.1 The School recognises the best practice recommendations made in 

BS4163:2000 ‘Health & Safety for Design & Technology in Schools and 
Similar Establishments - Code of Practice’. 

 
 3.27.2 In particular, the School requires that Head of Department to:- 
 
  3.27.2.1 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; 

 
  3.27.2.2 ensure they have a copy of BS4163:2000, which must be kept 

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

 
  3.27.2.3 appoint themselves or another competent employee to carry out 

a formal review, at least once each term to ensure that the 
preventative and protective measures (as identified by General Risk 

Assessments and PUWER compliance checks) in place remain effective.  
Such a review will be part of monitoring procedures put in place 
by the Head Master and Foundation Secretary; 

 
  3.27.2.4 ensure that all teaching and auxiliary Staff are trained in the safe 

use of equipment, machinery and processes. This training should 
be to the standards approved by the Teacher Training Agency 
and published by The Design & Technology Association (Health 
& Safety Training Standards in Design & Technology) and be 
updated on a five-yearly basis; 

 
  3.27.2.5 ensure the safe and proper storage of all materials, projects, 

hazardous substances, flammable liquids, tools, etc. 
 
  3.27.2.6 ensure that access to the Department by pupils is prevented and 

that the key to the key-operated electrical supply is withdrawn and 
retained by a responsible person whenever a competent qualified 
member of Staff is not present; 

 
  3.27.2.7 make arrangements to ensure that the more hazardous power-

operated equipment which is necessarily restricted to teaching or 
auxiliary Staff use only, is isolated from the power source and 
padlocked in the “OFF” position  at all times except when 
immediately in use; 

 
  3.27.2.8 can demonstrate the decisions made on which machinery is 

suitable for use by each group of pupils and which should be 
based, amongst other things, on pupil maturity and competence, 
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the level of supervision, the type and level of risk associated with 
the machinery. 

 
  3.27.2.9 make arrangements to ensure all Local Exhaust Ventilation 

systems are subject to weekly visual inspections to verify that the 
basic operational features are functioning correctly.  The 14-
monthly Thorough Examination is arranged through the Estates 
and Health and Safety Manager. 

  
  3.27.2.10 ensures that health and safety is established as a standing item 

on the agenda for at least one Departmental Meeting during the 
year. 



Approved 5 March 2019 

Page 162 of 198 

 

3.28 PHYSICAL EDUCATION 
 
 3.28.1 The School recognises the best practice recommendations made in ‘Safe 

Practice in Physical Education’ published by BAALPE (British Association of 
Advisers & Lecturers in Physical Education). 

 
 3.28.2 In particular, the School requires that the relevant Head of Department to:- 
 
  3.28.2.1 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; 

 
  3.28.2.2 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. 

 
  3.28.2.3 appoint themselves or at least one competent member of their 

teaching Staff to see that safe practice is realistic and working day 
to day; 

 
  3.28.2.4 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; 

 
  3.28.2.5 ensure that the size of teaching groups takes account of the 

nature of the activity; the age, experience and developmental 
stage of the pupils and the requirements of the National 
Curriculum; 

 
  3.28.2.6 ensure carefully constructed Safe Working Procedures, geared to 

local circumstances and needs, are documented and operated 
and which incorporate all necessary elements for safe practice in 
physical education; 

 
  3.28.2.7 ensure all apparatus is stored, handled and used safely and is 

maintained in good condition. 
 
  3.28.2.8 ensure arrangements are made for large portable and fixed 

equipment to be inspected at least once a year by professional 
equipment engineers who should leave the Department with 
certificates which must be kept readily available for inspection and 
which should specifically state that, after examination, items are 
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considered safe for a further twelve months or until the next 
inspection is due, given reasonable care and usage. 

 
  3.28.2.9 establish a system to ensure equipment and apparatus of any 

type which is deemed unsafe for use is identified, is clearly 
labelled and is removed from the working area until it has been 
repaired or replaced. 

 
  3.28.2.10 ensure that health and safety is established as a standing item on 

the agenda for at least one Departmental Meeting during the year. 
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3.29 SAFE SYSTEMS OF WORK 
 
 3.29.1 The School acknowledges that Section 2(2)(a) of the Health & Safety at Work 

etc Act 1974 requires the provision of Safe Systems of Work which in the 
School are called Safe Working Procedures. 

 
 3.29.2 The School also recognises that Regulation 4 of the Management of Health 

& Safety at Work Regulations 1999 requires the School to make such 
arrangements as are appropriate for the effective planning, organisation, 
control, monitoring and review of its preventative measures. 

 
 3.29.3 Relationship between Risk Assessments & Safe Systems of Work 
 
  3.29.3.1 Risk Assessments are progressively being produced by 

Departments in the School.  However, as the Risk Assessment 
process develops, additional aspects are likely to be identified 
where it is not possible to totally ‘engineer out’ risks to an 
acceptable level.  It would be appropriate at that point within the 
Risk Assessment to make reference to a Safe Working Procedure 
by reference number as the primary control of an activity. 

 
  3.29.3.2 The School has therefore produced a format for Safe Working 

Procedures (Appendix ) which could be used where appropriate 
or if not so, a format with which the department is comfortable. 
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APPENDIX 

ROYAL ALEXANDRA & ALBERT SCHOOL 

LOCATION: SAFE WORKING PROCEDURE 

Date Issued: 

 

JOB/ACTIVITY: Page          of             ; Code No: 

No OPERATION/PROCEDURES HAZARDS/PRECAUTIONS EQUIPMENT REQUIRED 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee: Line Manager: Head of Department: 
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3.30 SITE TRANSPORT 
 
 Introduction 
 
 3.30.1 Site transport is a major cause of serious and fatal accidents.   
 
 3.30.2 The Health and Safety Executive has chosen transport to be one of the 

five topics which will take their exclusive attention in the next few years 
and, therefore, site controls are bound to come under the legal 
microscope. 

 
 Legislation 
 
 3.30.3 The Amending Directive to the Use of Work Equipment Directive 

(AUWED) contains certain requirements which relate to pedestrians.  
These requirements are implemented via an Approved Code of Practice 
which is inserted in the introduction to Safe Use of Work Equipment, 
Approved Code of Practice and Guidance.  This says: 

 
  “You should take measures, where appropriate, to prevent pedestrians 

coming into the area of operation of self-propelled work equipment.  
Where this is not reasonably practicable, appropriate measures should 
be taken to reduce the risks involved, including the operation of 
appropriate traffic rules”. 

 
 3.30.4 Regulation 17 of The Workplace (Health, Safety & Welfare) Regulations 

1992 is entitled Organisation etc of traffic routes.  The main requirements 
are: 

 
  3.30.4.1 The workplace should be organised in such a way that 

pedestrians and vehicles can circulate safely. 
 
  3.30.4.2 Traffic routes should be sufficient, suitable and of sufficient 

size. 
 
  3.30.4.3 Traffic routes are suitably indicated. 
 
 3.30.5 These two separate requirements are in fact dealing with opposite ends 

of the same problem.  The first is a requirement to control pedestrians 
whilst the second is a requirement to control site traffic.   

 
 3.30.6 Backing up these two specific requirements will be Regulation 3 of the 

Management of Health and Safety at Work Regulations 1999 in that the 
starting point will be a Risk Assessment on site transport activities 
resulting in the development of what can be called a Transport Plan. 

 
 Background 
 
 3.30.7 Most of the vehicles on the School site will belong to employees of the 

School or parents.  To this will be added delivery vehicles, the School’s 
own mobile machinery and the vehicles of regular visitors associated 
with the running of the School. 
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 3.30.8 The pedestrians can, at any stage, be employees.  They can also be 

visiting drivers who may be very familiar with the School or be visiting for 
the first time.  They may be driver’s passengers.  They may be HSE or 
insurance personnel.   

 
 Risk Assessment 
 
 3.30.9 These Assessments can be rather complicated or may be very simple 

depending upon the layout of the site.  The aspects to be considered 
are: 

 
  3.30.9.1 Site mobile equipment as regards risks to visiting transport 

and pedestrians. 
 
  3.30.9.2 Visiting site transport which will pose risks to site mobile 

equipment and pedestrians. 
 
  3.30.9.3 Pedestrians at risk from all mobile equipment and transport 

movements. 
 
 Site Mobile Equipment 
 
 3.30.10 Matters to be considered are: 
 

 Equipment is suitable for the job. 

 Equipment is safe and properly maintained. 

 Braking and warning devices kept in efficient working order. 

 Competent drivers who are trained, assessed and authorised. 

 Adequate communications. 
 
 Visiting Transport 
 
 3.30.11 Matters to be considered are: 
 

 Place a limit on number of vehicles on site. 

 Determine speed limits. 

 Designated vehicle waiting areas. 

 One-way traffic systems. 

 Clearly defined vehicle routes. 

 Avoid reversing. 

 Provide clearly defined car park area for cars. 
 
 Pedestrians 
 
 3.30.12 Matters to be considered are: 
 

 Control all pedestrian movements. 

 All on foot visitors to be accompanied. 

 Pedestrian routes to be identified and maintained. 

 Provide adequate lighting and signage. 
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 Reversing 
 
 3.30.13 Reversing of visiting vehicles is probably the highest risk transport 

activity for large vehicles.  As a general rule it should be banned.  Where 
site configuration or the existence of unloading bays makes this 
impracticable, all reversing should be carried out under the control of a 
trained Banksman.  See the attached Hierarchy of Control Measures. 

  
 Transport Plan 
 
 3.30.14 In total, the Site Transport Plan should consist of the following: 
 

 3.30.14.1 A detailed Risk Assessment. 
 
 3.30.14.2 A layout showing clearly defined transport routes and 

pedestrian routes. 
 
 3.30.14.3 A list of Traffic Rules which are taken directly from the 

controls specified in the Risk Assessment. 
 
 3.30.15 The Traffic Rules will be a series of instructions to drivers and 

pedestrians. They could be printed out on the back of a handout, the 
front of which contains the site transport layout, and can be sent to 
regular visitors. 

 
 3.30.16 Whichever means of communication is used, the site must be able to 

show demonstrable control of transport risks. 
 
 References 
 
 3.30.17 HSG136 Workplace transport safety, Guidance for Employers, 

ISBN 07176 09359 
  INDG148 Reversing vehicles, ISBN 07176 10632 
 
 Responsibilities 
 
 3.30.18 Responsibility for ensuring 3.30.14 is carried out and subsequently 

reviewed lies with the Estates and Health and Safety Manager.   
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HIERARCHY OF CONTROL MEASURES FOR REVERSING OPERATIONS 
 

1. Eliminate need to reverse. Implement one-way systems around site 
and in loading and unloading areas. 
 
Provide designated turning areas. 
 

2. Reduce reversing operations. Reduce the number of vehicle movement as 
far as possible. 
 
Instruct drivers not to reverse, unless 
absolutely necessary. 
 

3. Ensure adequate visibility for drivers. Fit CCTV, convex mirrors, Fresnel lens, etc 
to overcome restrictions to visibility from the 
driver’s seat, particularly at the sides and 
rear of vehicles. 
 

4. Ensure safe systems of work are 
followed. 

Design vehicle reversing areas which: 
 

 Allow adequate space for vehicles to 
manoeuvre safely; 

 Exclude pedestrians; and 

 Are clearly signed and have physical 
stops or buffers to warn drivers that 
they have reached the limit of the 
safe reversing area. 

 
Fit radar proximity devices to vehicles to 
indicate to drivers when there are objects 
near the vehicle. 
 
Ensure everyone on site understands site 
rules on vehicle safety. 
 
Drivers and banksmen need to be in 
constant communication during reversing 
operations 
 
Banksmen should not be put at risk from 
vehicle movements, e.g. by standing 
directly behind reversing vehicles. 
 
Ensure all vehicles on site are fitted with 
appropriate warning devices. 
 

5. Provide warnings when vehicles are 
reversing. 

Ensure reversing warning lights and alarms 
are in good working order and instruct 
workers to keep clear of moving vehicles. 
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3.31 UPPER LIMB DISORDERS 
 
 Introduction 
 
 3.31.1 Currently this is a topic of some concern with the Enforcing Authorities 

and as such must be considered by the School. 
 
 3.31.2 Musculoskeletal disorders (MSD) account for over 1 million reported 

incidents of ill health each year and work-related Upper Limb Disorders 
in just one aspect of MSDs. 

 
 3.31.3 Settlement figures for these disorders can be in the region of £12,000 

and therefore the School will carry out an initial analysis to see if any 
employees are at risk. 

 
 What Is An Upper Limb Disorder? 
 
 3.31.4 The term MSD refers to a problem affecting the muscles, tendons, 

ligaments, nerves or other soft tissues and joints generally.  Upper Limb 
Disorders are therefore a sub-category covering the neck, shoulders, 
arms, wrists, hands and fingers. 

 
 3.31.5 A disorder will be some form of underlying change in the tissues resulting 

in pain, stiffness, visible changes, reduction in strength, movement range 
and speed of use.  ULDs can be caused by work activity but not 
necessarily as not all ULDs are work-related.  However, if they already 
exist, they can be made worse by work activity. 

 
 3.31.6 In HSG60 (see reference at end) fourteen recognised medical conditions 

are listed of which Vibration White Finger, Osteoarthritis, Carpal Tunnel 
Syndrome and Tennis Elbow are the best known. 

 
 Legislation 
 
 3.31.7 As ULDs are a generic term for a wide range of conditions that will have 

an even wider range of causations, it is inevitable that no one regulation 
will say “that thou shall not cause ULDs amongst your workforce”.  
However, all the following pieces of legislation approach the same 
problem from a slightly different perspective: 

 

 Management of Health and Safety at Work Regulations 1999. 

 Workplace (Health, Safety & Welfare) Regulations 1992. 

 Health and Safety (Display Screen Equipment) Regulations 1992. 

 Provision and Use of Work Equipment Regulations 1998. 

 Personal Protective Equipment at Work Regulations 1992. 

 Manual Handling Operations Regulations 1992. 

 RIDDOR 1995. 

 HSW Act 1974 – Section 2. 
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 Factors affecting ULDs 
 
 3.31.8 These are generally broken down into task-related, environment-related 

and worker-related groups.  Those that are task-related are: 
 

 Repetition. 

 Working posture. 

 Force. 

 Duration. 

 Vibration. 
 
 Cost to the School and Employee 
 
 3.31.9 Cost to the school and employee is seen as: 
 

 The human cost of pain and suffering experienced by employees and 
their families through ill health. 

 Loss of earnings. 

 Loss of the ability to work. 
 
 3.31.10 The consequences for the School are: 
 

 The risk of litigation. 

 Decreasing efficiency of the individual. 

 Sickness absence. 

 Quality control and productivity. 

 Cost of staff replacement and training. 

 Compensation costs and the affects on insurance. 

 Any bad publicity. 
 
 3.31.11 The responsibilities for reviewing this topic will be carried out jointly 

between the Health Centre Manager and the Estates and Health and 
Safety Manager. 

 
 Reference 
 
 3.31.12 HSG60 “Upper Limb Disorders in the Workplace”.  ISBN 0 7176 1978 8 
 
  Reference here is made to Section 3.39 entitled “Hand-Arm Vibration”. 
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3.32 DRUGS & ALCOHOL 
 
 3.32.1 It is the policy of the School that consumption of alcohol and use of drugs 

must not prejudice the Health and Safety of its employees and those others for 
whom the School is responsible.  To this end the following action can be taken: 

 

 3.32.1.1 The School will not tolerate the use of “recreational” drugs on 
any of its sites and illegal activities involving drugs will be 
reported to the police; 

 

 3.32.1.2 In connection with these activities, the School expects all 
employees to present themselves for work, not under the 
influence of either drugs or alcohol; 

 

 3.32.1.3 It will be a line management responsibility to identify any 
associated behavioural changes which may result from drug 
or alcohol abuse; 

 

 3.32.1.4 Any employee found to be under the influence of drugs or 
alcohol will be immediately sent home and subject to the 
School’s disciplinary procedure. 

 

 3.32.1.5 The School may well initiate screening of employees prior to 
appointment if this is considered necessary. 

 

 3.32.2 Should any existing employees approach the School to volunteer a 
condition relating to either drug or alcohol abuse it would be the School’s 
intention to: 

 

 3.32.2.1 Deal sympathetically with these employees; 
 

 3.32.2.2 Consider their current employment role in terms of health and 
safety risks and take the appropriate action; 

 

 3.32.2.3 Consider what further health monitoring would be necessary. 
 

 3.32.3 The School will make available copies of the following: 
 

  INDG91 Drug Misuse at Work. A Guide for Employers (ISBN 0 7176 
2402 1) 

  INDG940 Don’t Mix it!  A guide for Employers on alcohol at Work (ISBN 
0 7176 2065 4). 

 

  Responsibilities 

 

 3.32.4  Although the responsibility for applying this policy lies with every Functional 
Manager and Supervisor, the Foundation Secretary will be the source of 
specialist knowledge and for overseeing the operation of this Policy. 
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APPENDIX 

FURTHER INFORMATION 

The HSE indicates that there are four steps to take 

 Step 1  Find out if there is a problem. 
This information would come from the School culture, productivity records, 
sickness, absence, accident records or straightforward observation. 
 

 Step 2 Decide what to do.  The logical starting point is to produce a School policy.  
Informed opinion indicates that this will only be successful if the workforce are 
consulted as to what is achievable in the policy and that any action taken will 
be part of the School’s occupational health policy. 

 

 Step 3 Put the policy into operation.  This may or may not involve active screening for 
both alcohol and drugs. 

 

 Step 4 Monitor the effectiveness of the policy to see if it is working and whether any 
changes are needed. 

 
The HSE has also produced a model policy for Drugs and Alcohol.  A summary of the headings provided 
are: 
 

 Aims 
o Why have a policy? 
o Who does it apply to? 
o What will it seek to do? 

 Responsibility 
o Who will implement the policy?  Whilst all line managers will be involved to some extent 

there is an advantage in having a person nominated as having overall responsibility. 

 The School rules 
o Here the School must lay down the rules as regards the employees behaviour to both 

drugs and alcohol so as to ensure that there is no detrimental effect whatsoever on 
their work situation. 

 Exceptions 
o Is the approach to alcohol relaxed at retirement parties for example. 

 Confidentiality 
o Any employee with an alcohol or drug problem is entitled to the same degree of 

confidentiality as would apply to any other health problem. 

 Help 
o Description of support available to employees 

 Information 
o The commitment to provide employees with general information on the effects of drug 

abuse and excessive drinking of alcohol 

 Disciplinary Action 
This will define the circumstances in which action will be taken against the employee at whatever 
level.  This must have been agreed in the initial discussions with the workforce 
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3.33 SMOKING 
 
 3.33.1 The School developed a Policy as regards smoking in April 2005 as a result 

of duties under Regulation 25 of the Workplace (Health, Safety & Welfare) 
Regulations 1992. 

 
 3.33.2 This has been overtaken by the Health Act 2006 and the Smoke-free 

(Premises and Enforcement) Regulations 2006. 
 
 3.33.3 The Act and Regulations come from the Department of Health and are 

enforced in the School by the Local Authority. This is not health and safety 
legislation and the interpretation of the Guidance and its application to the 
School will be the responsibility of the Foundation Secretary. 
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3.34 WORK-RELATED STRESS 
 
 3.34.1 The School appreciates that it is not good business to have any employees 

in a position where stress becomes a factor.   
 
 3.34.2 It is understood that stress is the individual’s reaction to excessive pressure 

and it is not an illness.  If the causes are removed then the symptoms of 
stress disappear. 

 
 3.34.3 However, the School also believes that if an employee is subjected to 

excessive stress for a long period then this can lead to more permanent ill 
health. 

 
 Action to be taken 
 
 3.34.4 The action to be taken by the School is as follows: 
 
 3.34.4.1 To make sure that each job is doable and then so far as is 

reasonably practicable, match the person to the job. 
 
 3.34.4.2 Arrange for one person from the School to attend a Stress 

Awareness Course.  He will then be expected to cascade 
information down to other Managers. 

 
 3.34.4.3 Require all Managers within the School to be receptive, flexible, 

consistent and open. 
 
 3.34.4.4 Require the Managers within the School to constantly monitor for 

the symptoms of stress. 
 
 3.34.4.5 Put in place an in-house procedure that can be used by all 

employees when they find themselves in such situations. 
 
 The Causes of Stress 
 
 3.34.5 These are as follows: 
 
 3.34.5.1 Work uncertainties. 
 3.34.5.2 Demanding, inflexible work schedules. 
 3.34.5.3 Conflict between individuals. 
 3.34.5.4 Jobs with emotional human contents. 
 3.34.5.5 Physical conditions of the work environment. 
 3.34.5.6 External family worries. 
 
 Effects of Stress 
 
 3.34.6 The effects are seen both as affecting the individual and affecting the 

person’s performance.  In terms of the individual, the behavioural affects are 
as follows: 

 
 3.34.6.1 Increased anxiety and irritability. 
 3.34.6.2 Increased alcohol intake and smoking. 
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 3/34.6.3 Bad sleeping patterns. 
 3.34.6.4 Poor concentration. 
 3.34.6.5 Inability to deal calmly. 
 
 3.34.7 In terms of the effects on the working environment there are certain aspects 

that the Stress Aware Managers would be monitoring for and these are as 
follows: 

 
 3.34.7.1 A reduction in individual productivity. 
 3.34.7.2 Erratic time keeping. 
 3.34.7.3 Short frequent periods of absence. 
 3.34.7.4 Disciplinary problems. 
 3.34.7.5 Inter-work tensions. 
 
 References 
 
 3.34.8 HSG218 “Tackling Work-Related Stress”. ISBN 0 7176 2050 6. 
  INDG281 “Work-Related Stress.  Short Guide”.  ISBN 0 7176 2112 X. 
  INDG341 “Tackling Work-Related Stress”. ISBN 0 7176 2065 4. 
  Managing Work-related Stress, a Guide for Managers and Teacher in 

School.  ISBN 07176 12929. 
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3.35 DANGEROUS SUBSTANCES AND EXPLOSIVE ATMOSPHERES 
 
 Introduction 
 
 3.35.1 These Regulations will only find occasional application within the School.  

They are complex and there is a need to explain the operation in some detail.  
DSEAR is an acronym which stands for the Dangerous Substances and 
Explosive Atmospheres Regulations.  DSEAR and the supporting Guidance 
is quite complicated and extensive.  DSEAR brings in the Assessment 
process and does for the flammable and explosive sector what the COSHH 
Regulations does as regards health aspects. 

  
 3.35.2 They also substantially modify the legislation applying to the storage of 

petroleum products.  They apply modern Risk Assessment legislation to risk 
areas that have previously been controlled by prescriptive sections of the 
Factories Act and supporting regulations.  These Regulations and 
supporting guidance are complicated and this topic section should be seen 
as the briefest of summaries. 

 
 Legislation 
 
 3.35.3 The Dangerous Substances and Explosive Atmospheres Regulations 2002 

came into effect between 9.12.02 and 30.6.03.  These Regulations amend 
the Petroleum (Consolidation) Act 1928 in such a way that the requirement 
for petroleum licences is removed at all locations apart from retail petrol 
filling stations. The Regulations also repeal Section 31 of the Factories Act 
1961 that applied to “precautions with respect to explosive or inflammable 
dust, gas, vapour or substance”.  They also revoke the Highly Flammable 
Liquids and Liquefied Petroleum Gases Regulations 1972. 

 
 3.35.4 In removing these controls the legislation replaces them with the duty to risk 

assess. 
 
 Definitions 
 
 3.35.5 The two main definitions are as follows: 
 
   Dangerous Substance means: 
 

 a) Classified as explosive, oxidising, extremely flammable, highly 
flammable, or flammable under the CHIP Regulations. 

 b) A substance which creates an equivalent risk in the workplace but is not 
defined as any of those in (a). 

 c) Any dust which forms an explosive atmosphere in air. 
 
  Explosive atmosphere means a mixture under atmospheric conditions of 

air and one or more dangerous substances through which combustion will 
spread after ignition. 

 
 3.35.6 It is important to realise how these definitions inter-relate.  For example, a 

tin of thinners would be a dangerous substance in its own right because of 
its flammability.  However, should the tin of thinners be spilt and evaporate 
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then there is the possibility of the rapidly evaporating vapour permeating an 
extraction system and forming an explosive atmosphere. 

 
 3.35.7 A piece of dry timber is not a dangerous substance but if it is machined and 

the dust particles collected into a dust collector then an explosive 
atmosphere would be created. 

 
 3.35.8 A high flash liquid such as heating oil would be outside the definition of 

“flammable” but if heated as part of a process would represent an equivalent 
risk and DSEAR would apply. 

 
 Duties on the School 
 
 3.35.9 The three main duties are as follows: 
 
 Regulation 5 
 
 3.35.10 Where a dangerous substance is or is liable to be present then the School 

must make a suitable and sufficient assessment of the risks.  The Risk 
Assessment must be reviewed when there is reason to suspect that it is no 
longer valid or there have been significant changes. 

 
  Where the employer employs five or more then the significant findings must 

be recorded. 
 
 Regulation 6 
 
 3.35.11 There is a responsibility to either eliminate or reduce risk so far as is 

reasonably practicable.  One option under the elimination banner would be 
that of substitution.  Where risk reduction is followed then there are two 
parallel duties, firstly to control risk and secondly to mitigate the detrimental 
affects of fire or explosion. 

 
 Regulation 7 
 
 3.35.12 There is a duty to classify workplaces into hazardous and non-hazardous 

areas.  Hazardous areas then have to be categorised into one of six 
categories which indicate the frequency and duration of the occurrence of 
an explosive atmosphere.  These categories are carried in Schedule 2 to 
the Regulations. 

 
 Risk Assessments 
 
 3.35.13 The Regulations specify that in doing a suitable and sufficient assessment, 

the following must be taken into account: 
 
 3.35.13.1 The properties of the dangerous substance. 
 3.35.13.2 Information provided in any data sheet. 
 3.35.13.3 The work processes and substances used. 
 3.35.13.4 The amount of substance. 
 3.35.13.5 Where there is more than one dangerous substance the risk 

presented by substances in combination. 
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 3.35.13.6 Handling storage and transport. 
 3.35.13.7 Maintenance. 
 3.35.13.8 Existing control measures. 
 3.35.13.9 Likelihood of an explosive atmosphere. 
 3.35.13.10 Possible sources of ignition. 
 3.35.13.11 Scale of fire or explosion. 
 3.35.13.12 Interconnecting areas such as venting. 
 
 Measures Taken To Control Risk 
 
 3.35.14 Where risks cannot be eliminated under Regulation 6, the following controls 

should be implemented. These are listed in order of priority. 
 
 3.35.14.1 Reduce the amount of dangerous substances to a minimum. 
 3.35.14.2 Any release of dangerous substances should be minimised. 
 3.35.14.3 Control release at source, i.e. by extraction systems. 
 3.35.14.4 Prevent the formation of an explosive atmosphere. 
 3.35.14.5 Following any release, safely contain and remove substance. 
 3.35.14.6 Avoid ignition sources. 
 3.35.14.7 Segregate incompatible substances. 
 
 Mitigation of fire or explosion 
 
 3.35.15 Regulation 6 requires the following measures to be taken: 
 
 3.35.15.1 Keep number of exposed employees to a minimum. 
 3.35.15.2 Avoid propagation of fire or explosions. 
 3.35.15.3 Provision of explosion reliefs. 
 3.35.15.4 Provision of explosion suppression. 
 3.35.15.5 Construct plant so that it can contain an explosion. 
 3.35.15.6 Suitable PPE. 
 
 Action by the School 
 
 3.35.16 Applications of the DSEAR Regulations are likely to be: 
 

 Storage and use of petrol. 

 Storage and use of flammable liquids in screen printing, model making 
and building maintenance. 

 Collection of wood dust into dust collectors. 
 
 Responsibilities 
 
 3.35.17 The responsibility for carrying out the Assessments will be with the Estates 

and Health and Safety Manager assisted by the School’s Competent Person 
using the format in Appendix 1. 
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Dangerous Substances & Explosive Atmospheres Regulations 2002 
COMPLIANCE ASSESSMENT 

 
PART A 

Employer:  Location:  Process being Assessed: 
 

 

Brief Summary of 
Process/Installation to which 
DSEAR applies 

 No of 
employees 
at risk 

 

 

PART B 
Substance Information 
Category  Explosive  Oxidising  Extremely 

Flammable 
 Highly 

Flammable 
 Flammable  Explosive 

atmosphere 
 

Data sheet 
information 

Flash 
Point 

 Auto Ignition 
Temperature 

 Lower 
Explosive 
Limit 

  
Other 

 

 

PART C 
CONTROL REQUIRED Y N PART N/A COMMENT/FURTHER ACTION 

Steps to control risk      

Is substitution possible to eliminate or reduce 
risk? 

     

Has the amount of substance(s) been reduced 
to a minimum 
a) In Storage? 
b) In Use? 
 

     

Has the release of the dangerous substance 
a) Been avoided? 
b) Minimised? 
c) Controlled at source? 
 

     

Has the formation of an explosive atmosphere 
been prevented 
a) By dilution? 
b) By application of LEV? 
 

     

Where the release of a dangerous substance 
cannot be prevented, is the substance 
a) Suitably collected? 
b) Safely contained? 
c) Safely removed? 
 

     

Have sources of ignition, including electrostatic 
discharges, been avoided? 

     

Where appropriate, have incompatible 
substances been segregated? 

     

Steps to mitigate effects of fire/explosion      

Has the number of employees exposed to risk 
been reduced to a minimum? 

     

Have all steps been taken to avoid propagation 
of fire or explosion? 

     

Has the plant been provided with appropriately 
designed explosion reliefs? 

     

Where reasonably practicable, has the plant 
been provided with explosion suppression? 

     

Where reasonably practicable, has the plant 
been designed to withstand explosion 
pressures? 

     

Has relevant PPE been provided?      

Appendix 1 
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Other Controls      

Are there arrangements in place for the safe 
handling of dangerous substances? 

     

Are there arrangements in place for the safe 
storage of dangerous substances? 

     

Are there arrangements in place for the safe 
transportation of dangerous substances? 

     

Are there arrangements in place for maintaining 
the controls listed above? 

     

Have places where an explosive atmosphere 
may occur been zoned according to Schedule 
2? 
 

     

Does equipment provided in these zoned areas 
comply with the requirements of Schedule 3? 

     

Have these places been marked with warning 
signs at their point of entry? 

     

Have workplaces containing zoned areas had 
their overall explosion safety verified by a 
Competent Person? 
 

     

Where work is carried out in zoned areas, has 
anti-static work clothing been provided? 

     

Do the arrangements for dealing with accidents, 
incidents and emergencies meet the standards 
laid down in Regulation 8? 
 

     

Have all employees working with dangerous 
substances been provided with suitable and 
sufficient information, instruction and training? 
 

     

Where containers and pipework containing 
dangerous substances have not been marked 
under other legislation listed in Schedule 5, 
have they have been labelled according to their 
contents and associated hazards? 
 

     

Have maintenance risks been considered?      

 
PART D 

COMPLIANCE CONCLUSION 

Is the risk either eliminated or reduced to the 
lowest level reasonably practicable? 

 
YES 

 
NO 

 
UNSURE 

 

Signature:  Position:  Date:  
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3.36 WORK AT HEIGHT 
 
 3.36.1 Falls from height are the biggest single cause of fatal injuries and historically 

the second biggest cause of major injuries at work.  The topic will be an 
HSE/Local Authority enforcement priority over the next few years and new 
legislation has been introduced. 

 
 Legislation 
 
 3.36.2 The Work at Height Regulations 2005 came into force on the 6 April 2005.  

Work at Height means: 
 
 3.36.2.1 Work in any place including a place at or below ground level; 
 
 3.36.2.2 Obtaining access to or egress from such a place while at work, 

except by a staircase or permanent workplace, …. where if 
measures required by the Regulations were not taken, the person 
could fall a distance liable to cause injury. 

 
 3.36.3 It will be seen that whereas previous legislation started to operate at a height 

of 2 metres, no specific height is given, the reason being that more accidents 
were caused falling a height below 2 metres than falling from above 2 metres. 

 
 3.36.4 The main requirement can be paraphrased as follows: 
 

 Work at Height is planned, supervised and carried out in a safe manner. 

 Those involved must be competent. 

 Avoid working at height if it is at all reasonably practicable. 

 The control measures must be Risk Assessment driven. 

 There must be sufficient and suitable measures to prevent a person falling 
a distance liable to cause personal injury. 

 Do not work from or near fragile surfaces. 
 
 3.36.5 There are a number of Schedules in the Regulations which carry additional 

standards.  These are as follows: 
 

 Schedule 1 – Requirements for existing places of work and means of 
access or egress at heights. 

 Schedule 2 – Requirements for guard rails, toe boards, barriers and similar 
collective means of protection. 

 Schedule 3 – Requirements for working platforms. 

 Schedule 6 – Requirements for ladders. 
 
 3.36.6 It will therefore be seen that the creation of new Regulations should not alter 

the approach or standards as regards work at height. 
 
 3.36.7 However, there is one new requirement as follows: 
 
  “Every employer shall so far as is reasonably practicable ensure that the 

surface and every parapet, permanent rail or other such fall protection 
measure of every place of work at height are checked on each occasion before 
the place is used”. 
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 3.36.8 Guidance will be sought on the interpretation of this Regulations and 

appropriate measures put in place. 
 
 Application to the school 
 
 3.36.9 Falls could occur in the following circumstances: 
 
  3.36.9.1 Falls from a temporary working position on building maintenance; 
 
   3.36.9.2 Work on roofs; 
 
   3.36.9.3 High level work in the School theatre; 
 
   3.36.9.4 Tree surgery. 
 
 3.36.10 The School policy on access at height is as follows: 
 
  3.36.10.1 Where high-level access is a continuing requirement of plant 

operation then fixed ladders and fenced access platforms will be 
provided. 

 
  3.36.10.2 Where access is occasional for maintenance purposes then a fixed 

fenced platform will be provided together with the use of occasional 
ladder access to this point. 

 
  3.36.10.3 Where infrequent access is required and the work can be carried 

out one-handed then a lashed ladder may be used. 
 
  3.36.10.4 Where infrequent access is required but two-handed work is 

required, and either location or frequency does not justify a fixed 
platform, then tower scaffold or hydraulic access platform may be 
used. 

 
  3.36.10.5 Where circumstances would normally dictate a tower scaffold, but 

this would require frequent movement of the tower in difficult 
circumstances, then fixed temporary scaffolding of sufficient extent 
will be provided. 

 
  3.36.10.6 It may be appropriate in some circumstances to fit a purpose-

designed cage to a fork lift truck.  This is acceptable provided the 
guidance in Guidance Note PM28 is followed, and drivers have 
been trained to the standards in the Approved Code of Practice 
L117. 

 
  3.36.10.7 Where none of the above preferred alternatives can be applied for 

reasons of access difficulty, job duration, and infrequency, then 
careful consideration should be given to the use of safety harnesses 
and fixed lines with training to be given in the use of these 
harnesses and the harnesses subject to annual thorough 
examination by a Competent Person. 
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  3.36.10.8 Where work on pitched roofs is required, external specialist 
contractors will be used. 

 
  3.36.10.9 The responsibility for compliance with this Policy rests with the 

Estates and Health and Safety Manager. 
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3.37 SLIPS AND TRIPS 
 
 3.37.1 Over one-third of all major injuries reported each year are caused as a result of 

a slip or trip at work.  These cost employers over 512 million pounds a year in 
lost production and other costs and as a result of this the subject is one of the 
priority topics currently in the HSE portfolio. 

 
 3.37.2 Therefore, the School intends to give this subject the attention that it obviously 

deserves. 
 
 Legislation 
 
 3.37.3 This is as follows: 
 
  3.37.3.1 Regulation 12(3) of the Workplace (Health, Safety & Welfare) 

Regulations 1992 require surfaces to be kept free from obstruction 
or from any substance which would cause a slip, trip or fall.  

 
 Slips 
 
 3.37.4 Slips are caused by: 
 

 Inadequate footwear for the prevailing work conditions. 

 Inadequate coefficient of friction for the slope of the floor surface. 

 Liquids, sludges or fine powders on the floor surface. 

 Granular material on the floor surface. 

 Oil, whether process or transport. 

 Snow and ice. 
 

 Trips 
 
 3.37.5 These are caused by: 
 

 Abrupt changes in surface level. 

 Raised cracks. 

 Badly worn concrete. 

 Holes. 

 Projecting reinforcing bar. 

 Cables in IT departments. 

 School bags projecting into walkways. 

 Inappropriate storage. 

 And many more. 
 
 Lighting 
 
 3.37.6 All the above can be compounded by inappropriate lighting.  This may be not 

only lack of illumination but also glare. 
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Responsibilities 
 
 3.37.7 These are as follows: 
 
  3.37.7.1 The question of illumination will be dealt with jointly by the Estates 

and Health and Safety Manager and the Foundation secretary. 
 
  3.37.7.2 Appropriate footwear will be dealt with as part of the ongoing PPE 

programme. 
 
  3.37.7.3 Monitoring for the causes of slips and trips will be part of the daily 

responsibility of line management and will be dealt with immediately. 
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3.38 VIOLENCE AT WORK 
 
 3.38.1 The School is aware that nationally, workplace violence is increasing.  Both 

employer and employees have a real interest in preventing and reducing 
violence. 

 
 3.38.2 It is not thought that violence is a problem in the School but it is aware that it 

is an issue of higher insurance, absenteeism, compensation and poor morale.  
The implications for the employees vary from stress through to physical injury. 

 
 What Is Workplace Violence? 
 
 3.38.3 The HSE’s definition of work-related violence is: 
 
  “Any incident in which a person is abused, threatened or assaulted in 

circumstances relating to their work”. 
 
 3.38.4 It is a fact that violence is more likely to occur with small employers than large 

employers and especially in areas where there are significant public interfaces 
or where cash transactions are involved. 

 
 Legislation 
 
 3.38.5 Whilst the School has general duties under the 1974 HSW Act, the 

Management of Health and Safety at Work Regulations 1999 carries the duty 
to assess risk.  The area of violence at work is no different from any other 
work-related risk. 

 
 Responsibilities 
 
 3.38.6 The Foundation Secretary will take the following steps: 
 
  3.38.6.1 Download INDG69, “Violence at Work” from the HSE website. 
 
  3.38.6.2 Discover if there is a problem by talking to employees and looking 

back over records. 
 
  3.38.6.3 Having determined that there is a hazard to staff, carry out a Risk 

Assessment in the normal way by considering: 
 

 Those at risk. 

 What type of violence is involved. 

 What controls are already in place. 

 Decide what other controls are necessary. 

 Report to the Health and Safety Sub-Committee at an appropriate 
point. 
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 3.38.7 INDG69 “Violence at Work, a Guide for Employees” ISBN 0 7176 2716. 
  HSG229 “Work-related violence case studies” ISBN 0 7176 2358 0 
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3.39 LONE WORKING 
 
3.39.1  The School recognises its responsibility to comply fully with legal obligations in relation 

to lone working i.e. staff working without direct or close supervision, and to prevent the 
risks associated with lone working as far as practicable. 

 
3.39.2 The School recognises that staff must be afforded the same level of protection as 

employees working under supervision. 
 
3.29.3  Staff are required to work alone in circumstances including: 
 

 Day-to-day class/tutor group supervision 

 Work in remote areas of the school 

 Maintenance Activities 
 
3.39.4 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 

 
3.39.5 Precautions will need to take account of normal working practices and foreseeable 

emergencies. 
 
3.39.6  The School through employees will ensure that accidents and incidents of violence 

will be reported in accordance with the Reporting of Injuries Diseases and Dangerous 
Occurrences Regulations 2013 as well as internal reporting and investigation 
procedures.  

 
3.39.7 Lone working staff will receive instruction, training in how to deal with 

aggression/conflict so that they are able to identify potential risks and take appropriate 
actions. 

 
3.39.8  Lone workers will be provided with appropriate means for obtaining back up support 

and or emergency services. 
 
3.39.9  Following incidents the School will provide assistance for the victim and this may 

include de-briefing, group sessions and where appropriate additional training. 
 
3.39.10   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 worker and back-up support staff to be maintained 

 appropriate lone working aids will be provided and maintained to minimise risk  
 

3.39.11 Line management are responsible for ensuring that: 
 

 staff are updated on specific hazards and precautions 
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 staff are aware of the need to report all incidents in accordance with the School 
Policy 

 lone working aids are available, maintained and used as appropriate 
 safe working practices are monitored 
 training is provided where appropriate 
 all relevant information is obtained regarding the pupils and/or members of the 

public 
 

3.39.12 All staff must co-operate with the School in employing all relevant health and 
 safety precautions including: 

 

 compliance with this Lone Working Policy 

 employing all relevant general and specific precautions identified 

 complying with any instructions or training on personal safety 

 recording information on violent and potentially violent incidents on the 
appropriate forms 

 recording any other safety hazards encountered in the course of lone working 
 

3.39.13  Line Managers will ensure that reference is made to other relevant Risk 
Assessments pertinent to lone working e.g. Manual Handling, COSHH, Violence 
and Aggression 

 
3.39.14  The School should conduct generic risk assessments to establish that lone working 

can be carried out safely and identify general and specific precautions for staff to 
implement using the format at Appendix 1 to this Section and using the information 
in Appendix 2.  Risk assessments will be reviewed following any incident or 
situation which raises health and safety concerns. 

 
3.39.15 Formal Police checks on staff and volunteers offers some protection from risks to 

pupils and others. The School has a policy and procedure on Police checks which 
indicates which checks should be undertaken. 

 
3.39.16 Incidents of violence and aggressive behaviour can be distressing and may cause 

fear, apprehension, distress, anger, guilt and depression. Prompt action will be 
taken by Line Managers to ensure that staff are offered support and where 
necessary taken out of their current role. Where appropriate the School will assist 
the victim in accessing support from any other appropriate external agency, 
including victim support, Criminal Injuries Compensation Board and legal advice. 
The School Complaints Procedure and Human Resources Policies in relation to 
harassment, bullying and discipline and grievance may be relevant in specific 
instances of violence.
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APPENDIX 1 
 

GUIDANCE ON COMPLETING LONE WORKING RISK ASSESSMENTS 
 

Assessing risks to lone workers is not straight forward as a single factor may be enough 
to warrant taking extra precautions.  In other situations, a collection of factors may add 
up to increasing the risk. 
 
Incidents can occur unexpectedly and only the staff involved can make the final 
assessment in these circumstances. 
 
The following questions should be addressed before lone working is carried out: 
 

 Does the workplace or environment present a special risk to the lone 

worker?   

 Can the job be done safely by one person? 

 Can all equipment be handled safely by one person? 

 Is there a risk of violence? 

 Are women and young workers especially at risk if they work alone? 

 What training is required for staff to understand risks and precautions? 

 What limits need to be set? 

 How will supervision be achieved? 

 What emergency procedures are in place? 

 
Risk Factors: 
 
    Lone Working/Violence Risk Factors 
 

Purpose of Visit Location of Visit 

Bad news 
 
Withdrawal of 
Service 
 

Specific  high risk areas 
 
Remote areas 

Person(s) visited 
 

Time of work 

History of violence 
 
Unknown history 
 
 

Night 
 
Out of “normal hours” 
 
Season-inclement weather 
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This Generic Risk Assessment should be referred to when: 
 

Activity Hazards Special 
Precautions 

Risk 
Rating 

Visiting pupil in 
remote location 

Traffic, parking, 
adverse weather, 
isolation 

Keep in contact with 
back-up, check on 
weather conditions, 
arrange parking, 
general precautions 
 

LOW 

High crime 
environment 

Violence/aggression, 
traffic 
 

Joint visit, keep in 
contact with back-up, 
check on parking, no 
out of normal 
working hours visits 
 

MEDIUM 

“Bringer of bad news” 
visit, high crime 
environment, service 
user history of 
aggression/violence 

Violence/aggression Joint visit with any 
other relevant third 
parties, visit in office 
hours, arrange 
meeting on neutral 
ground 
 

HIGH 

 
 

Risk assessments to be reviewed periodically, following incidents etc. 
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APPENDIX 2 
 
 

LONE WORKING – GENERAL PRECAUTIONS 
 

 
1. Personnel contact details to be kept readily available e.g. car registration, contact telephone 

numbers, home addresses. 
 

2. Itinerary of visits to be left with back-up personnel with enough detail to enable contact 
quickly. 
 

3. Estimated return time to be left with back-up personnel. 
 

4. Lone Worker to ring back-up if work is to begin or continue outside normal working hours. 
 

5. Staff to contact back-up staff if not returning to School. 
 

6. Staff working alone in School to keep in contact with back-up at periodic intervals. 
 

7. Avoiding out of hours visits. 
 

8. Staff to maintain contact with back-up before, during and after visits. 
 

9. Staff working alone to receive training in dealing with potentially violent/aggressive or conflict 
situations. 
 

10. Staff to carry appropriate lone working aids such as mobile telephones, personal attack 
alarms, torches. 
 

11. Where possible, lone working to be avoided. 
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3.40 WORK-RELATED ROAD SAFETY 
 
 3.40.1 Up to one-third of all road traffic accidents involve somebody who is at work 

at the time. This may account for over 20 fatalities and 250 serious injuries 
every week. Health and safety law applies to on-the-road work activities as 
with all other work activities and the hazards must be managed in the same 
way. 

 
 3.40.2 Driving is one example of lone working. Road transport drivers are already 

subjected to a range of statutory controls in a way that car drivers are not. 
Whereas the hazards are similar, the parameters for journey type and 
necessity are somewhat different. 

 
 3.40.3 Therefore, the policy of the School is initially to develop a sensible Risk 

Assessment format which will be applied to those who frequently drive 
significant distances on school business.  

 
 Responsibilities 
 
 3.40.4 The initial Responsibilities will be as follows: 
 

 The Health & Safety Consultants, Owen David Risk Management will 
develop a simple Risk Assessment format 

 This will be applied jointly by the Foundation Secretary and the Estates 
and Health and Safety Manager 
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ROAD JOURNEY RISK ASSESSMENT 

Driver Risk Low = 5 Medium = 10 High = 15 SCORE 

Age >50 25-50 17-25  

No. of years driving licence held >10 yrs 2-10 yrs <2 yrs  

Number of fault accidents in last 3 years 0 1-2  >2  

No of licence points 0 3 >3  

Average length of working day <10 hrs 10-14 >14hrs  

Eye sight test in last 18 months Yes No   

Do you suffer from back pain? No Yes   

Level of Training Defensive driving AA Assessment None  

Ever been banned from driving? Never Once >7 years ago Within last 7 years or 
more than once 

 

Are you on medication? No Yes   

    

 

SUB TOTAL = 

Vehicle Risk Low Medium High SCORE   

Ownership of vehicle  Company provided Own Other  

Servicing done on time? Due date +1000 miles/1 month >1000 miles/1 month  

Is the vehicle suitable for purpose?  Yes  No  

Does the vehicle meet the ergonomic  

needs of the driver? 

Yes   No  

If mobile phone is used, is the following 
provided? 

In-car installation Portable ear plug None  

Age of vehicle. 2 years or less 3-4 years >4 years  

Car insurance? Own comprehensive 
Policy 

Company Insurance Other  

ABS Yes No   

Airbags fitted Yes No   

EuroNCAP Score 4-5 2-3 1  

    

 

SUB TOTAL = 

Journey Risk Low Medium High SCORE 

Miles driven per year <10,000 10,000-30,000 >30,000  

Most usual type of journey Motorway Motorway/Urban Urban/Rural  

Average driving time without a break  >2 hours 2-3 hours >3 hours  

Do you habitually allow appropriate time 
for journey? 

Yes  No  

Do you access route and traffic   
information before your journey? 

Yes No   

Time spent per month driving midnight - 
6am  

 <5% 5-10% 11-20%  

Use of Sat Nav Yes No   

System for challenging need for journeys Yes No   

    

SUB TOTAL = 

    TOTAL = 
 

Scoring The Risk Assessment    

Driver Risk <65 66-95 >95 

Vehicle Risk  <65 66-95 >95 

Journey Risk <50 50-75 >75 

Overall Risk <180 181-265 >265 
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ROYAL ALEXANDRA & ALBERT SCHOOL 

MANAGEMENT OF HEALTH & SAFETY AT WORK REGULATIONS 1999 – GENERAL RISK 
ASSESSMENT (GRA) 

Location/Department/Project Ref:      

Activity/Task/Area Assessed:    Lone Working 

Assessor(s):                          Date: Review Date:  
 

PEOPLE AFFECTED 
 

ADDITIONAL FACTORS 
REQUIRED CONTROL 

MEASURES 

 
SR 

 
PR 

 
RR 

FURTHER ACTION 
REQUIRED 

 

Lone Working 
involves exposing 
employees to the 
whole range of 
hazards that have 
been identified in 
the General Risk 
Assessment for 
those activities. 
Because lone 
workers should 
not be more at risk 
than other 
employees there 
are additional 
factors to 
consider.  This 
Assessment 
considers those 
additional factors. 

      

Ground 
Maintenance 
 

No immediate 
supervision. 

More regular 
supervisory checks.  
Mobile phones. 

    

Building 
Maintenance 
 

Safe access for the 
individual, i.e. un-
footed ladders. 

Secured with others 
before lone working 
starts. 

    

Driving 
 

Handling awkward 
equipment. 
 

In place with others 
before lone working 
starts. 

    

Janitorial 
 

Lifting heavy objects. 
 

Must seek help.     

Others Risk of violence. 
 

No cash involvement.  
Portable alarms.  
Mobile phones. 

    

 Poor English. 
 

Translated Safe 
Working Procedures. 

    

 Fatigue. 
 

Do separate drivers 
Risk Assessment. 

    

 Inexperience/trainee. 
 

Lone working only in 
line of sight of 
supervision. 

    

 Young persons. 
 

Lone working only in 
line of sight of 
supervision. 

    

 Medical condition. 
 

Seek medical advice.  
Availability of own 
First Aid. 
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ROYAL ALEXANDRA & ALBERT SCHOOL 
MANAGEMENT OF HEALTH & SAFETY AT WORK REGULATIONS 1999 – GENERAL RISK 

ASSESSMENT (GRA) 

Location/Department/Project Ref:      

Activity/Task/Area Assessed:    Lone Working 

Assessor(s):                          Date: Review Date:  
 

PEOPLE AFFECTED 
 

ADDITIONAL 
FACTORS 

REQUIRED CONTROL 
MEASURES 

 
SR 

 
PR 

 
RR 

FURTHER ACTION 
REQUIRED 

Others continued Continuous 
requirement of 
special medicinal 
availability. 

Check advisability of 
lone working with 
College medical staff. 

    

 Painting or 
welding in an 
enclosed 
environment. 
 

Never alone.     

 Working on 
electrical 
equipment. 
 

Never alone.     

 Fire fighting. 
 

Correct extinguishers 
to hand.  Supervision 
to check means of 
escape. 

    

 Women on own. 
 

A portable alarm if 
away from secure 
internal environment. 

    

 Significant 
equipment 
malfunction. 
 

Manufacturers’ 
maintenance 
schedules.  Pre-use 
checks. 

    

 
Notes: i)  SR = SEVERITY RATING - 1 to 5; PR = PROBABILITY RATING - 1 to 5 ; RR - RISK RATING = SR X PR 
 ii) Remember to consider if risks can be avoided, the activity substituted, reducing the number of people exposed 

or their exposure time. If appropriate record your consideration in the Action Column. 
 iii) Remember to try to identify any measures that could reduce risks further and record in Action Column. This will 

allow decisions to be made on whether they are reasonably practicable to implement. 
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ROYAL ALEXANDRA AND ALBERT SCHOOL 
 
HEALTH AND SAFETY POLICY 
 
GLOSSARY OF TERMS 
 
 
 

COSHH 
 

Control of Substances Hazardous to 
Health Regulations 2002 

PAT Portable appliance testing 

CE  
 

Mark that indicates that a product 
meets EU safety, health and 
environmental requirements 

PUWER98  
 

Provision and use of work equipment 
regulations 1998 

HSE Health and Safety Executive 

ODPM Office of the Deputy Prime Minister 

HMIP HM Inspectorate of Pollution 

ACOP Approved Code of Practice 

RIDDOR Reporting of Injury, Diseases, and 
Dangerous Occurrence Regulations 
2013 

CDM The Construction (Design and 
Management) Regulations 2007  

PPE Personal Protective Equipment 

PCV Passenger carrying vehicle 

ULD Upper limb disorder 

MSD Musculoskeletal disorder 

HSW Health Safety and Welfare 

DSEAR Dangerous Substance and Explosive 
Atmospheres Regulations 

 
 


