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Introduction
This Health and Safety Policy is divided into three sections as follows:

1. Health, Safety and Welfare Policy Statement
This section sets out the general aims and objectives of the Health and Safety Policy, and is
signed by the Head and the Link Governor .

2. Organisation
This section sets out the organisational arrangements in place for implementing the aims and
objectives of the Health and Safety Policy.

3. Arrangements
This section sets out the specific procedures to be adopted by staff, pupils, visitors and contractors
in order to implement the H&S Policy and ensure the provision of a safe, healthy and supportive
environment. Where procedures are outlined in separate stand-alone policies, these are clearly
signposted from this arrangements section.

Amendment Record

Any amendments made to this Health and Safety Policy will be recorded in the table below and
communicated to staff accordingly. Staff will be consulted on any significant changes to this Health and
Safety Policy.

Revision | Date Section | Section Title Details of Amendments | Amendment(s)
No. No. Made Made By
May Whole document review JDL
1 2025

Health, Safety and Welfare Policy Statement

The Board of Derby High School recognises that it has a legal duty under the Health and Safety at Work
etc. Act 1974 and subordinate regulations to ensure the health, safety and welfare of employees, pupils
and any others who may be affected by the school’s activities.

It is Derby High School’s aim to achieve a safe, healthy and supportive working and learning environment
for all employees, pupils and others affected by the school’s activities. Derby High School regards
achieving this aim to be a mutual objective for management and employees at all levels and considers it
to be a management responsibility equal to that of any other function.

In particular, care will be taken to provide and maintain:

Safe premises and safe places of work with safe access and egress



Safe plant, and equipment

Proper arrangements for the use, handling, storage and transport of articles and substances
Information, instruction, training and supervision for safety and safe systems of work

A safe and healthy working environment throughout

Appropriate communication with employees and other relevant persons

Committee arrangements for the consideration of health and safety matters

The day-to-day duty of ensuring health and safety rests with the Head and without detracting from this
primary duty, will be assisted and supported by staff throughout the management structure in ensuring
effective Health and Safety management at both a strategic and operational level.

The Governors will provide competent professional health and safety advice and additional resources
when required.

The Head must report to the Governors at least annually on all significant health and safety matters and
as and when there is a major accident or incident.

Employees must be mindful of their own duties to take care of their own personal health and safety and
that of fellow employees, pupils and other persons who might be affected by their work activities. All
employees have the duty to co-operate with the employer to ensure good safety management and to
comply with the health and safety policy.

The policy will be reviewed as and when necessary (and annually as a minimum) and copy of this
statement is issued to all employees.

Name: Amy Chapman Name:
Position: | Head Position: | Link Governor
Dated: Dated:

1st October 2025

Ay Gropon-

Signed: Signed:

2. Organisation for Health and Safety

2.0 Health and Safety Management System

The system in place for the management of health and safety at Derby High School follow the guidance
laid down in the Health and Safety Executive (HSE) publication HSG65 ‘Managing for Health and Safety’
(HSE, 2013) and is based on the ‘Plan — Do — Check — Act’ cycle as illustrated in the diagram below:



https://www.hse.gov.uk/pubns/priced/hsg65.pdf
https://www.hse.gov.uk/pubns/priced/hsg65.pdf

Figure 1 — The Plan, Do, Check, Act Cycle
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This framework supports the School to achieve a balance between the systems and behavioural aspects
of management. The Schools’ ethos is to treat H&S management as an integral part of good management
generally, rather than as a stand-alone system.

2.1 Plan

2.1.1 Determining the Policy

The way in which the School will achieve the four elements of Plan — Do — Check — Act is through the
effective implementation of this H&S Policy. The School have adopted various written policies and
procedures for each aspect of H&S which complement the aims and objectives of this Policy. These
associated policies and procedures can be found in Section 4 — Arrangements and are arranged in
alphabetical order. They include procedures to ensure compliance with legislation (e.g. Electrical Safety,
Risk Assessment etc.), as well as procedures for dealing with emergency situations (e.g. Fire, Critical
Incident etc.). Where a separate policy exists for a particular aspect of H&S, this is clearly signposted
from the Arrangements section.

The Health and Safety Policy Statement (section 1) and Organisation for Health and Safety (section 2)
will be reviewed annually (as a minimum), and signed off by the relevant persons. The associated
procedures (i.e. the arrangements detailed within section 3) will be reviewed every three years (as a
minimum). All sections will also be reviewed following any significant changes that may affect their
content.

Electronic copies of this H&S Policy are available on the Schools’ website and in the Teams Health &
Safety folder. Hard copies are available in the main reception area, all staff rooms and in the Facilities &



Operations Manager’s office. Please contact the Facilities & Operations Manager if you require this
Policy, or any of the associated policies/procedures, in a different format.

2.2 Do

2.2.1 Profiling the School’s Health and Safety Risks

The varied nature of the Schools’ premises and the activities that are undertaken result in a variety of
potential H&S risks. Risk assessments are undertaken as set out in the Schools’ Risk Assessment Policy
in order to assess the risks, identify what could cause harm in the workplace, who it could harm and how,
and outline what the Schools will do to manage the risk. Risk assessments are routinely completed,
reviewed, and stored electronically in the Health & Safety Teams folder.

2.2.2 Organising Activities to Deliver the Plan

The effective organisation of Schools’ activities is essential to the successful delivery of our management
system and, as such, is a key focus for the School. The School will ensure that all staff know what is
expected of them, that there are suitable communication channels in place (both downward and upward)
through which H&S matters can be raised and discussed and will maintain a proactive approach to
developing and sustaining a positive H&S culture.

Health and safety must be owned by all school employees and everyone must be committed to ensuring
continuous improvement in the provision of a safe, healthy and supportive environment. Staff must not
ignore hazards which they identify but must actively seek rectification or temporarily make safe those
situations until a suitable solution can be determined.

Section 3 (page 21 onwards) of this policy lists the arrangements for health and safety (e.g. Risk
Assessment etc.), most of which are underpinned by legislation and/ or government guidance. The
specific duties and responsibilities of staff in relation to these arrangements are also laid down in each of
the procedures listed within section 3.

2.2.2 Organising for Health and Safety

Organising for health and safety is the collective label given to activities in four key areas that together
promote positive health and safety outcomes.

Control

Heads of Department and Managers should identify key objectives for health and safety within their area
where relevant (e.g. completion/review of risk assessments, accident reporting, maintenance of
equipment/machinery etc.) and must review progress made against them. Heads of Department and
Managers must provide clear direction and take responsibility for their area, together with leading by
example in order to ensure a positive safety culture for staff, pupils, visitors and contractors.

Staff must ensure that they display best practice at all times and set a good example to pupils and visitors.
Should any employee be found to be negligent and/or in any serious breaches of their health and safety
duties, disciplinary action will be taken against them.

Co-operation

The school encourages co-operation by all staff, pupils, visitor and contractors to help ensure the
development of a positive health and safety culture throughout the school.

To achieve this, the Schools:

. Co-ordinates with contractors (please refer to the Contractors on Site Policy).



. Involves staff in managing health and safety (e.g. through actively involving them in the risk
assessment process, development of H&S policies and procedures, and delivering training/toolbox talks
etc.)

. Ensures that suitable emergency procedures are in place and briefed to relevant staff (and where
relevant, pupils, visitors and/or contractors), liaising with external services where necessary (please refer
to the School’s Fire Policy and Emergency Plan and Disaster Recovery Plan).

Formal consultation regarding this Health and Safety Policy and associated procedures will be via the
Resources and Facilities Committee. Where local changes are required, staff that are directly affected
will be consulted via focus groups together with the appropriate Heads of Department and Managers.
Issues can also be discussed at Resources and Facilities Committee meetings and academic/support
department team meetings.

Communication

Effective communication is key to ensuring that this Health and Safety Policy (and its associated
procedures) are implemented throughout the school. The school provides staff, contractors, pupils and
visitors with information about the hazards, risks, and preventative measures that are relevant to them.

Heads of Departments / Managers are tasked with passing on relevant information to their staff and acting
on any feedback that may arise from such communication.

H&S matters will be communicated via a variety of methods, including but not limited to:

H&S Committee meetings

Weekly staff briefings

Mandatory and job-specific staff H&S training sessions

Induction training for new employees and pupils

Internal School publications (e.g., Termly Staff Bulletins, and H&S Committee meeting minutes

etc.)

. Email

. The Health & Safety Teams folder

. Annual Health and Safety Refresher Training

All Heads of Department/Managers must ensure that H&S is a fixed agenda item for all team meetings.

Competence

Competence is achieved through a combination of elements, including training, skills, experience, and
knowledge. All staff must be aware of legislation, Approved Codes of Practice, HSE guidance, and
industry guidance (e.g., afPE, OEAPNG, CLEAPSS etc.) relevant to their role, and how to manage H&S
effectively. All staff need to be able to work in a safe manner and all pupils need to be taught to do so by
competent people. Competency is a mandatory element of the Schools’ recruitment process whereby
qualifications will be checked, and Head of Department are required to identify H&S training needs at the
outset.

Details of H&S training requirements for staff and pupils are outlined below:

2.2.3 Staff H&S Training

All staff must complete the mandatory H&S training package relevant to their role (as identified on the
overarching H&S training matrix produced by the Facilities & Operations Manager). This may include
(N.B. this list is not exhaustive):

. Health and Safety in Education: Senior Leadership and Management
. Health and Safety in Education: Staff Awareness
. Fire Safety in Education



. How to be an Effective Fire \Warden or Marshal

. Raising Awareness of Asbestos

. Raising Awareness of Legionella

. Risk Assessments in Educational Settings
. Risk Assessment for School Trips

. Moving and Handling

. Administration of Medication

. Infection Prevention Control; and

. Food Hygiene and Safety etc.

The Fire Safety in Education and Health and Safety in Education: Staff Awareness (and for members of
SLT and above, the Health and Safety in Education: Senior Leadership and Management) training
courses are mandatory for staff and must be completed within the first half-term of their employment. For
all other mandatory training courses, they must be completed within a reasonable timeframe and then
refreshed periodically thereafter (every 3 years as a minimum).

2.2.4 Staff Health and Safety Induction

It is the responsibility of Line Managers to ensure that any new employees are suitably inducted on health
and safety matters. Key health and safety matters (e.g. evacuation procedures, accident reporting, first
aid, and location of welfare facilities) should be covered on the first day of employment, with the Induction
Checklist being fully completed as soon as practicably possible.

2.2.5 Pupil Health and Safety Induction

All pupils receive the general School H&S Induction presentation as part of the induction process.
Pupils need to receive appropriate H&S training in relation to the environment that they will be learning
in and activities they will be undertaking. It is necessary for a further, more specific H&S Induction to be
delivered to pupils learning in higher-risk areas (e.g. kitchens, science labs, machine shops, workshops
etc.) to ensure that they are informed of the following as a minimum:

. Emergency arrangements (fire, accident/incident and first aid)

. Any significant risks that may affect them (e.g. machinery and equipment, manual handling,
hazardous substances, slips/trips/falls etc.)

. Control measures for the above (e.g. safe systems of work, supervision, protective and
preventative measures etc.)

. Supervision arrangements, who is responsible for them and the contact for any H&S concerns

. Any restrictions or prohibitions that apply to the pupils

. Any personal protective equipment (PPE) or clothing that they must wear and the manner in which
it is to be worn and used

. Location of welfare facilities; and

. General do’s and don'ts (rules, codes of conduct etc.).

It is the responsibility of the teacher to ensure that all pupil H&S inductions are recorded and retained on
file for audit and compliance purposes.

Each time a pupil is introduced to a new hazardous activity (e.g. use of a machine/tool, use of a hazardous
substance etc.), it is the responsibility of the teacher to ensure that all the hazards and control measures
are explained to them (i.e. the key points from the relevant risk/ COSHH assessment). The teacher must
be confident that the pupils have understood the risks before they are permitted to commence the activity.
It is recommended that H&S aspects taught to pupils are recorded in some way — this could be through
teaching materials used (e.g. PowerPoint presentations), lesson plans, schemes of work, or safety
passport type systems.



2.2.6 External Health and Safety Consultants

The School recognises its duties under the Management of Health and Safety at Work Regulations 1999
to appoint one or more competent persons to assist in meeting our health and safety legal duties, and
achieves this in a number of ways as follows:

. The School ensures, where necessary for the purposes of health and safety, that external
specialist contractors are appointed to advise and undertake work on behalf of the School. For example,
this may include asbestos surveyors, water hygiene specialists, fire risk assessors, building surveyors,
occupational hygienists, and engineers to undertake statutory inspections.

. The School has access to external Health & Safety and Fire Safety Consultants on a retainer
basis, who can provide advice and guidance upon request. The consultants also undertake periodic
audits on behalf of the School to review the effectiveness of our H&S arrangements in achieving legal
compliance and maintaining a cycle of continuous improvement

2.2.7 Health and Safety Responsibilities

Board of Governors

The Board of Governors will adopt the guidance provided in INDG417(rev1) ‘Leading Health and Safety
at Work: Actions for Directors, Board Members, Business Owners and Organisations of All Sizes (HSE,
2013) ensures that:

There is strong and active leadership from the top, with visible, active commitment from the Board;
There are effective ‘downward’ communication systems and management structures in place;
There is an integration of good health and safety management with business decisions;

The workforce is engaged in the promotion and achievement of safe and healthy conditions;

There is effective ‘upward’ communication in place;

The school has access to competent health and safety advice;

The school has a Health and Safety Policy in which management responsibility for health and

safety is clearly defined,;

e The appropriate organisational arrangements relating to the management of health and safety
exist and are monitored and reviewed (including the identification and management of health and
safety risks); and

o Sufficient resources are allocated within the school budget to allow for the effective

implementation of the Health and Safety Policy and all related procedures. This shall include the

provision of adequate funds for equipment, facilities, training, support and monitoring the
effectiveness of the policy.

The Board will appoint a nominated Health & Safety link Governor.
In addition to those responsibilities set out for all employees, all Governors are also responsible for
ensuring that:

e They set a good personal example for health and safety;

e They reprimand any member of Derby High School failing to discharge satisfactorily their
responsibilities for health and safety; and

e A positive attitude towards safe systems of work and accident prevention is promoted within Derby
High School.

Head

The Head has overall responsibility for health and safety within the school and will ensure that the school
is fully compliant with relevant legislation and that the Health and Safety Policy is implemented and
disseminated. The Head, through the management structure, will ensure that safe working and learning
conditions are implemented and maintained across all aspects of school provision.


https://www.hse.gov.uk/pubns/indg417.pdf
https://www.hse.gov.uk/pubns/indg417.pdf
https://www.hse.gov.uk/pubns/indg417.pdf
https://www.hse.gov.uk/pubns/indg417.pdf
https://www.hse.gov.uk/pubns/indg417.pdf

In addition to those responsibilities set out for all employees, the Head is also responsible for ensuring
that:

o They set a good personal example for health and safety;

e They reprimand any member of Derby High School failing to discharge satisfactorily their
responsibilities for health and safety; and

e A positive attitude towards safe systems of work and accident prevention is promoted within Derby
High School.

Senior Leadership Team (SLT)

The Senior Leadership Team are responsible for ensuring that Heads of Department fulfil their specific
responsibilities for implementing the School's H&S policy and associated policies/procedures. As the
School is committed to achieving a measurable, progressive improvement in H&S performance, the
primary responsibility for implementing this Policy lies with senior managers, who are expected to lead
by example at all times

Director of Operations
In addition to those responsibilities set out for all employees, the Facilities & Operations Manager is
responsible for:

¢ Liaising with an external, professional consultant regarding health and safety matters as required
to ensure that, so far as is reasonably practicable, Derby High School discharges its duty under
the Health and Safety at Work etc. Act 1974;

¢ Coordinating day to day health and safety arrangements within the school and maintaining health
and safety documentation;

e Ensuring that arrangements are in place to bring health and safety documentation to the attention
of all staff;

¢ Coordinating in-house safety representatives and identifying specific safety responsibilities of
employees as required;

e Advising on training needs of employees to undertake their health and safety responsibilities, as
required;

e Undertaking and also coordinating relevant staff to undertake risk and COSHH assessments to
identify measures to reduce risks associated with school activities. Liaising with external
professionals for support with this as required.

e Ensuring that a positive attitude towards safe systems of work and accident prevention is
promoted within Derby High School.

e Maintaining arrangements for adequate first aid provision and first aid training (see policy on First
Aid, accident, incident or sickness), including keeping records of all training and ensuring these
are up to date and appropriate;

e Ensuring that employees are informed, in writing, of the arrangements concerning First Aid,
including the location of the equipment, facilities and first aid personnel;

e Reporting accidents, incidents, and incidences of confirmed occupational disease under the
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, 2013;

e Reporting any serious accidents, incidents, or near misses to a member of the Senior Leadership
Team (SLT) as soon as possible;

e Regularly updating the relevant policies.

e To be the overall responsible person for the following:

o Premises / Estates Compliance
o Onsite Traffic management.
o Asbestos Management



Legionella Management

Transport Management

Fire Safety

Safe disposal of Hazardous Wastes

0O O O O

Heads of Department/Managers

Heads of Department/Managers have direct responsibilities for all H&S matters within their areas of
responsibility and the staff that they manage, and actively lead the implementation of this Health and
Safety Policy.

In addition to those responsibilities set out for all employees, Heads of Department/Managers are
responsible for:

Ensuring that all of their staff are aware of and fully understand their responsibilities as outlined
in this Health and Safety Policy;

Ensuring that new staff are provided with a suitable health and safety induction;

Ensuring that all pupils within their area receive suitable health and safety inductions;

Ensuring that any accidents, incidents, near misses and/or incidences of confirmed occupational
disease are reported to the Facilities & Operations Manager ;

Encouraging staff to report all accidents, incidents, near misses, occupational disease and/or
hazards;

Ensuring that risk assessments are carried out and recorded for all relevant areas, activities,
events and outings/educational visits within their area of responsibility; and that these are
reviewed annually, following any significant changes, and/or following any accidents, incidents or
near misses;

Ensuring that a COSHH register is in place listing any hazardous substances used/stored within
their area, and that COSHH assessments have been completed and recorded;

Ensuring that any hazardous substances are correctly used, stored, and labelled;

Ensuring that staff (and where relevant, pupils) are briefed on the key content of risk and COSHH
assessments;

Bringing to the attention of the Facilities & Operations Manager any high risk activity which cannot
be adequately controlled by use of existing departmental resources;

Ensuring that safe systems of work exist in line with recognised procedures;

Ensuring that staff and pupils are provided with adequate information, instruction, supervision,
and training in safe working procedures. In particular ensuring that there are adequate levels of
supervision in place for pupils — especially for practical activities and educational visits;

Ensuring that all plant, machinery and equipment is in good and safe working order, maintained
as appropriate, adequately guarded and that all reasonable steps are taken to prevent
unauthorised or improper use;

Ensuring that appropriate personal protective equipment and clothing is available and used
(where necessary), and that staff and pupils are instructed in its use;

Setting health and safety objectives and standards for their area;

Ensuring that health and safety is a rolling agenda item for team meetings;

Ensuring that any health and safety issues that they are unable to remedy are reported to the
Facilities & Operations Manager for action;

Ensuring that their staff attend/complete mandatory health and safety training in line with school
requirements;

Identifying any specialist health and safety training that may be required for themselves and/or
their staff to ensure that they are competent to perform their work in a safe manner;

Ensuring that staff co-operate with fire drills;

Ensuring that they set a good personal example for health and safety;

Reprimanding any member of Derby High School failing to discharge satisfactorily their
responsibilities for health and safety; and



o Ensuring that a positive attitude towards safe systems of work and accident prevention is
promoted within Derby High School.

Educational Visits Coordinator (EVC)
Derby High School has a designated Educational Visits Coordinators responsible for ensuring all staff
follow the relevant EVC process for their school alongside the following duties:

Oversee the approval process for all off-site trips and educational visits

Review and assist staff with the completion of trip Risk Assessments

Ensure staff possess the necessary training and competencies to organise trips and educational visits
Ensure the necessary information and training, instruction and supervision is provided to staff
responsible for trips and educational visits.

Caretakers
In addition to those responsibilities set out for all employees and Heads of Department/Managers, the
Caretakers are responsible for:

¢ Ensuring that all school buildings and grounds are maintained in a safe condition;

e Ensuring that all electrical installations, gas appliances, pressure systems/vessels, lifting
equipment, fire detection and alarm systems, and emergency lighting systems are inspected and
maintained in line with statutory requirements;

e Controlling and supervising the work of contractors in line with the Construction (Design and
Management) Regulations 2015 (CDM);

¢ Maintaining a reactive maintenance system (via the online maintenance task reporting system)
for defects within the school buildings or on school grounds and prioritise any hazardous defects
for early action; and

e Acting as the responsible person with day-to-day responsibility for fire, asbestos, and legionella.

Cleaning Supervisor
In addition to those responsibilities set out for all employees and Heads of Department/Managers, the
Cleaning Supervisor is responsible for:

e |dentifying training needs of cleaning employees to undertake their health and safety, as required;
and
e Undertaking sufficient training as is required to perform these duties.

Resources and Facilities Committee
For information on the membership and function of the Resources and Facilities Committee, please refer
to the Terms of Reference detailed in section 3.20 of this Policy.

All Employees
Staff are reminded of their legal obligations under the Health and Safety at Work etc. Act 1974 and
Management of Health and Safety at Work Regulations 1999 as summarised below:

e To take reasonable care of the H&S of themselves and of other persons who may be affected by
their actions or omissions
e To co-operate with the School so far as is necessary to enable compliance with all H&S matters
¢ Not to interfere with or misuse anything provided in the interests of H&S
Staff must inform the School of:
e Any work situation which a person would reasonably consider represented a serious and
immediate danger to H&S; and/or



Of any matter which a person with the employee’s training and instruction would reasonably
consider represented a shortcoming in the employer’s protection against arrangements for H&S.

Staff are also responsible for:

Ensuring that all work is carried out in accordance with this Policy, associated
policies/procedures, risk assessments, COSHH assessments and associated documents
Attending mandatory H&S training sessions in line with School requirements

Familiarising themselves with the location of fire alarm points, fire escape routes, fire procedures
and firefighting equipment, and co-operating with fire and lockdown drills

Familiarising themselves with the School's H&S Policy and associated policies/procedures
relevant to their role

Adhering to information, training, instruction and supervision

Promptly reporting any accidents, incidents, near misses, cases of occupational disease, and/or
fires

Ensuring that unauthorised or improper use of plant, machinery, and/or hazardous substances
does not occur in their area of work

Using the correct equipment and tools for the job (including guards and safety devices) and any
protective clothing and safety equipment supplied in the proper manner, and never interfering
with or disconnecting guarding/safety devices

Ensuring that any hazardous substances are correctly used, stored, and disposed of

Reporting immediately to the Estates department any defects in the premises, plant, equipment
and facilities which they observe

Take an active part in promoting H&S

Wearing their School ID lanyard at all times when on site and challenging any persons not
wearing a recognised lanyard where they feel safe to do so; and

Ensuring that any visitors to the site that they are responsible for:

- Signin and are issued with a visitor pass

- Are adequately supervised at all times

- Receive a H&S induction where necessary (i.e., for contractors and/or other visitors
that may need to be left unsupervised); and

- Sign out and return their visitor pass at the end of each day and prior to leaving the
site

Teaching Staff (including any Peripatetics, Instructors, Assessors and Technicians)

The health and safety of pupils is the responsibility of the person teaching them whilst they are in the
learning environment. It is imperative that teaching staff set an example with regards to health and safety,
and that they demonstrate best practice at all times.

In addition to the responsibilities of all employees (as detailed above), teaching staff are also responsible

for:

Ensuring that their pupils are adequately supervised;

Ensuring that all pupils receive a suitable health and safety induction (as outlined in section 2.25 of
this Policy);

Encouraging their pupils to report all accidents, incidents, near misses, illness and/or hazards to a
member of staff;

Ensuring that safe teaching practices are developed and implemented in line with relevant safety
documents (e.g. HSE, CLEAPSS, DfES guides etc.);

Ensuring that pupils are informed of health and safety regulations, rules and procedures and that
pupils and other staff in their area of work apply these effectively;



e Briefing pupils on the key points of all relevant riskk COSHH assessments prior to the start of
practical sessions; and

o Ensuring that pupils are wearing appropriate personal protective equipment (PPE), where relevant,
and that they are instructed in its use.

Each time a pupil is introduced to a new hazardous activity (e.g. use of a tool, use of a hazardous
substance etc.), it is the responsibility of the teacher to ensure that all the hazards and control measures
are explained to them. The teacher must be confident that pupils have understood the risks before they
are permitted to commence the activity.

Pupils (aged 11 and over)
It is the responsibility of each individual pupil (aged 11 years and over) to take reasonable care of their
own health and safety and not to act in a manner that places others in danger.

In particular, all pupils must:

e Comply with fire and emergency evacuation procedures;

e Assist staff in maintaining good standards of housekeeping;

e Use plant, machinery and equipment only when authorised to do so and in accordance with
instructions;

o Wear the appropriate personal protective equipment for the task (as directed by their teacher);

¢ Report immediately to their teacher, any defects in the premises, plant, equipment and first aid
facilities which they observe; and

o Report immediately to a member of staff, any accidents, incidents, near misses or illness.

Pupils must not interfere with or misuse anything provided in the interests of health, safety or welfare
(e.g. misuse/discharge of fire extinguishers) and/or engage in horseplay that could put themselves and/or
those affected by their actions at risk. Such behaviour should be dealt with appropriately i.e. disciplinary
action.

The school will provide an induction covering health and safety aspects (and area specific health and
safety inductions where appropriate) to ensure that pupils are aware of their health and safety
responsibilities.

Visitors and Contractors

It is the responsibility of all visitors and contractors to take reasonable care of their own health and safety
and not to act in a manner that places themselves and/or others in danger. In particular, visitors and
contractors must:

Comply with instructions given by members of staff

Not tamper with emergency equipment

Sign in at the main reception upon arrival

Wear a visitor/contractor pass

Bring to the attention of staff any H&S issues/concerns

Wear personal protective clothing/equipment where indicated; and
Sign out and return their lanyard prior to leaving the site.

Information on emergency procedures and the necessity to report any illness, injury or accident is
provided on the reverse of the visitor pass. Contractors who will be working without direct supervision by
a member of School staff must be provided with a H&S Induction prior to commencing work

Health and Safety Consultant



Derby High School is using the expertise of a professional health and safety consultancy firm to ensure
that it remains compliant. The appointed consultancy firm performs regular audits and provides written
reports and ad-hoc assistance when required.

2.2.7 Implementing the Plan

Planning is the key to ensuring that the schools’ health and safety efforts really work. Planning for health
and safety involves setting objectives, identifying hazards, assessing risks, implementing standards of
performance and developing a positive safety culture.

Risk Control — The aim is to eliminate risks where possible, or to reduce the risk to as low as is
reasonably practicable where elimination is not possible. Risk assessments must be used to decide on
priorities and to set objectives for eliminating hazards and reducing risks. Wherever possible, risks should
be eliminated through the selection and design of facilities, machinery/equipment and working/learning
processes. If it is not possible to eliminate the risk completely, the risk must be minimised through the
use of physical controls (e.g. machine guarding) or, as a last resort, through safe systems of work and
personal protective equipment.

Department Planning — Heads of Department and Managers must ensure that health and safety forms
an integral part of everyday management. For example, for any new areas, activities,
equipment/machinery etc., risk assessments should be carried out during the planning process so that
any potential hazards can be identified and remedied early on in the process.

Heads of Department and Managers must ensure that their risk and COSHH assessments are up to date
and cover all areas/activities within their area of responsibility.

It is recommended that Heads of Department and Managers set specific health and safety objectives and
standards for their area where relevant e.g. completion/review of risk/ COSHH assessments etc.

Reporting Defects — Any defects to school buildings, fabric of buildings and external areas on school
premises must be reported to the Facilities & Operations Manager. For any defects that require urgent
attention (i.e. whereby delay could result in serious danger) staff should contact a Caretaker.

Staff must report any suspected defects to plant, equipment, machinery to their Line Manager
immediately.

Reporting Hazards — It is the responsibility of all employees to report any item/situation that they believe
to be hazardous to either their Line Manager or the Facilities & Operations Manager immediately.

Risk Assessment of pupils with medical/behavioural conditions, disabilities, and/or additional
needs etc. — Pupils with medical/behavioural conditions, disabilities, and/or additional needs etc. that
may affect their safety (or the safety of those affected by their actions) whilst learning will need to be risk
assessed, with the view to making reasonable adjustments. It is the responsibility of staff to report the
need for such an assessment to the Deputy Head as soon as they are made aware of any potential
issues. This pupil individual risk assessment process will be fair and will look at what reasonable
adjustments can be made in line with the requirements of the Equality Act 2010.

Risk Assessment of staff with medical/behavioural conditions, disabilities, and/or additional
needs etc. — Staff with medical/behavioural conditions, disabilities, and/or additional needs etc. that may
affect their safety (or the safety of those affected by their actions) whilst working will need to be risk
assessed, with the view to making reasonable adjustments. It is the responsibility of staff to report the
need for such an assessment to the Facilities & Operations Manager as soon as they are made aware
of any potential issues. This individual risk assessment process will be fair and will look at what
reasonable adjustments can be made in line with the requirements of the Equality Act 2010.



Implementation — Where necessary, specific arrangements will be compiled to assist persons in
implementing this Health and Safety Policy. A list of these arrangements is provided in section 3 of this
Policy. These arrangements are supplemented by a number of co-existing school policies which relate to
health and safety management of particular school activities, facilities, staff, pupils and visitors. N.B.
where other related policies exist, these are clearly signposted from the ‘Arrangements’ section.

2.3 Check

Health and Safety performance needs to be measured to find out if the school is being successful. We
need to know:

e \Where we are;
e Where we want to be;
e What is the difference — and why.

The two key components of H&S monitoring systems are active monitoring and reactive monitoring.

Active Monitoring (before things go wrong) — involves regular inspection and checking to ensure that
standards are being implemented and management controls are working. The school will carry out active
monitoring through:

o Workplace Inspections — Heads of Department and Managers are responsible for carrying out
regular inspections of their areas to ensure that this Health and Safety Policy is being
implemented. Any findings must be filled in and handed to the Facilities & Operations Manager
with recommendations when applicable.

o Other inspections — specialist inspections undertaken by competent persons (usually external
to the School). For example, asbestos, legionella, fixed electrical installation, lifting equipment,
pressure vessels, local exhaust ventilation, fixed play equipment, gym equipment etc.;

e Internal Audit — the Link Governor responsible for compliance reviews any matters with the
Facilities & Operations Manager.

Summary findings are forwarded to the Governing Body via the Facilities & Operations Manager /Link
Governor.

Reactive Monitoring (after things go wrong) — involves investigating injuries, cases of work-related illness,
property damage and near misses in order to identify in each case whether performance was
substandard, and if so, why. The school will carry out reactive monitoring through:

¢ Investigating Accidents, Incidents and Near Misses — all accidents, incidents, and near misses
will be reviewed by the Head/Facilities & Operations Manager to identify the immediate,
underlying, and root causes with a view to ensuring that effective remedial actions are taken to
prevent recurrence. Where the accident/incident/near miss caused, or had the potential to cause,
serious injury; the investigation is conducted by the Head/Facilities & Operations Manager
together with other relevant staff (e.g. Head of Department, teacher etc.). Findings of the
investigations will be communicated to relevant staff, any relevant external bodies and discussed
at Health and Safety Committee meetings where relevant.

e Accidents, incidents and near misses will be discussed during Health and Safety Committee
meetings.



2.4 Act

2.4.1 Reviewing Performance
Monitoring provides the information to let you review activities and decide how to improve performance.

Audits complement monitoring activities by looking to see if the schools’ policy, organisation and
arrangements are actually achieving the right results.

External auditing will be carried out by:

Local authority Environmental Health Officers (for food hygiene visits to catering departments);
Fire Officer inspections;

Insurance Company inspections; and

Enforcing authority inspections (i.e. the Health and Safety Executive).

In addition, the school has appointed external health and safety consultants who carry out an annual site
visit and audit.
All reports are forwarded to the Facilities & Operations Manager.

2.4.2 Lessons Learned
Learning lessons involves acting on:

¢ Findings of accident investigations and near miss reports
Findings of reviews/investigations into accidents, incidents and near misses will be communicated to
relevant staff, and discussed at Resources and Facilities Committee meetings where relevant.

¢ Organisational vulnerabilities identified during monitoring, audit and review processes
Where any potential vulnerabilities/shortcomings are identified (e.g. as a result of internal or external
inspections/audits), an action plan with targets will be put into place with a designated member of SLT
charged with monitoring completion.

3. Arrangements

3.0 Introduction

This section details the specific procedures to be adopted by staff, pupils, visitors and contractors in order
to ensure that the aims and objectives outlined in section 1 of this Health and Safety Policy are put into
practice. These arrangements are supplemented by a number of co-existing school policies which relate
to health and safety management of particular school activities, facilities, staff, pupils and visitors. N.B.
where other related policies exist, these are clearly signposted from this ‘Arrangements’ section.

3.1 Accident, Incident, Near Misses, and Occupational ill Health Reporting and

Investigation

Our primary aim is to prevent all accidents, incidents and/or occupational disease from occurring. We
want to protect all employees, pupils, visitors, and others that may be affected by our activities so that
everyone goes home safely at the end of the working day. In our efforts to achieve this, we record
accidents, where appropriate and occupational ill Health, and actively encourage the reporting of
incidents and near misses.

Please refer to the Reporting of Accidents RIDDOR Policy.



3.2 Asbestos

The School recognises its duties under the Control of Asbestos Regulations 2012 to:

e Take reasonable steps to find out if there are asbestos-containing materials present in our
premises and, if so, how much material, where it is, what type it is (for example, tile, boards,
lagging) and what condition it is in;

e Make, and keep up-to-date, a record of the location and condition of the asbestos-containing
materials (or materials which are presumed to contain asbestos);

o Clearly identify any areas that have not been accessed/surveyed;

e Prepare a plan that sets out how the risks from these materials will be managed (i.e. an Asbestos
Management Plan);

o Take the necessary steps to put the plan into action; and
¢ Provide information on the location and condition of any asbestos-containing materials to anyone
who is liable to work on or disturb them (including contractors).

The Facilities & Operations Manager is the responsible person for the management of asbestos and
therefore holds overall responsibility for all of the above. Please refer to the School's Asbestos
Management Policy for further information.

3.3 Competency/Training
Please refer to the section on Competence within Section 2 — ORGANISATION of this Policy

3.4 Communication with Employees
Please refer to the section on Communication within Section 2 — ORGANISATION of this Policy.

3.5 Consultation with Employees
Please refer to the following section of this policy:

¢ The Resources and Facilities Committee (please see section 3.20 of this Health and Safety Policy
for details); and

e The Health and Safety Group (please see section 3.21 of this Health and Safety Policy for details).

3.6 Control of Contractors
Please refer to the contractors on site policy

3.7 Control of Substances Hazardous to Health (COSHH)

The school recognises its duties under the Control of Substances Hazardous to Health (COSHH)
Regulations 2002 (as amended) and is committed to ensuring that all reasonable steps are taken to
prevent exposure of employees, pupils and others to substances hazardous to health, or where exposure
cannot be prevented, that it is controlled within statutory limits and reduced so far as is reasonably
practicable.

COSHH covers substances that are hazardous to health. Substances can take many forms and include:

Chemicals and products containing chemicals

Fumes, dusts, vapours, and mists

Gases and asphyxiating gases

Biological agents (germs). If the packaging has any of the hazard symbols then it is classed
as a hazardous substance; and



o Germs that cause diseases such as leptospirosis or legionnaires disease and germs used in
laboratories.

COSHH does not cover the following substances as they have their own specific regulations:

e Lead

e Asbestos (please refer to the Asbestos section of this Policy); and

¢ Radioactive substances (please refer to the lonising Radiation and Radon sections of this
Policy).

Many materials or substances used or created at work could harm health. These substances could be
dusts, gases or fumes that persons breathe in, or liquids, gels or powders that come into contact with
eyes or skin. There could also be harmful micro-organisms present that can cause infection, an allergic
reaction or are toxic.

Harmful substances can be present in anything from paints, adhesives and cleaning products to wood
dust, solder and welding fume, blood or waste. lll health caused by these substances used at work is
preventable. Many substances can harm health but, used properly, they almost never do.

There are various routes for harmful substances to get into the body, including:

e Exposure by breathing in (inhalation), such as breathing in dusts, fumes, vapours etc. Once
breathed in, some substances can attack the nose, throat or lungs while others get into the
body through the lungs and harm other parts of the body, e.g., the liver;

o Exposure by skin contact - some substances damage skin through direct contact, while others
pass through it and damage other parts of the body (absorption). Skin gets contaminated by:

e Direct contact with the substance, e.g., if you touch it or dip your hands iniit;

e Splashing;

e Substances landing on the skin, e.g. airborne dust; and/or

e Contact with contaminated surfaces — this includes contact with contamination inside
protective gloves;

e Exposure by swallowing (ingestion) - people can transfer chemicals from their hands to their mouths
by eating, smoking etc without washing first, or people may accidentally consume hazardous
substances through lack of, or incorrect, labelling;

e Exposure to the eyes - some vapours, gases and dusts are irritating to eyes. Caustic fluid splashes can
damage eyesight permanently; and

e Exposure by skin puncture - risks from skin puncture such as needlestick injuries are rare, but can
involve infections or very harmful substances, e.g. drugs.

Head of Department are responsible for:

¢ Identifying hazardous substances used, stored and/or produced within their area of responsibility.
This is likely to be relevant for departments including Maintenance, Grounds, Catering, Cleaning,
Art, Textiles, Design & Technology, Science, etc. (guidance is available from the HSE here. For
academic departments including Art, Ceramics, Design & Technology and Science, guidance is
available from CLEAPSS);

e Ensuring that no new hazardous substances are introduced into the School without prior
assessment and their approval;

¢ Ensuring that approval is obtained from the Facilities 7 Operations Manager prior to purchasing any
on-tool extraction, portable extraction, and/or fixed extraction systems such as local exhaust
ventilation (LEV) or fume cupboards etc.;


https://www.hse.gov.uk/pubns/indg136.pdf
https://www.cleapss.org.uk/

Eliminating hazardous substances within their area of responsibility where reasonably practicable
(e.g., by replacing them with a non-hazardous substance). Where this is not possible:

Ensuring that a COSHH inventory/register of all hazardous substances used/stored/produced within
their area of responsibility is held and maintained, and is supported by copies of the relevant
manufacturers’ safety data sheets where relevant, and that these are made available to staff;
Ensuring that all activities which involve, or may involve, exposure to substances hazardous to
health are assessed (i.e. a COSHH assessment is completed), and that appropriate control
measures are taken if elimination of the substance is not possible (guidance is available from the
HSE here, and example COSHH assessments are available from the HSE here. For academic
departments including Art, Textiles, Design & Technology and Science, guidance, model risk
assessments and hazards, are available from CLEAPSS)

Ensuing that control measures to reduce the risk of exposure, so far as is reasonably practicable,
are chosen in order of priority as follows:

Eliminate the use of a harmful product or substance and use a saferone

Use a safer form of the product, e.g., paste rather than powder

Change the process to emit less of the substance

Enclose the process so that the product does not escape

Extract emissions of the substance near the source (e.g., through use of on-tool extraction or local
exhaust ventilation)

Have as few workers/pupils in harm’s way as possible

Provide personal protective equipment (PPE) such as gloves, coveralls and a respirator. PPE must
fit the wearer (please refer to the PPE section of this Policy for further information)

If your control measures include 5, 6 and 7, make sure they all work together.

Ensuring that COSHH assessments are reviewed periodically, following any changes, and/or
following any accidents, incidents, near misses, and/or any reports of symptoms and/or occupational
disease relating to exposure to hazardous substances;

Liaising with the Health & Safety and Fire Manager to arrange for exposure surveys (e.g. dust/fume
etc.) to be undertaken by a competent person (e.g. an external occupational hygienist) where there
are any concerns regarding actual levels of exposure (see the HSE guidance on Workplace
Exposure Limits here);

Ensuring that staff (and where relevant, pupils) are provided with suitable training and instruction on
the findings of the COSHH assessment, including:

What the hazards and risks are;

About any workplace exposure limit;

The results of any monitoring of exposure;

The general results of health surveillance;

What to do if there is an accident (e.g. spillage) or emergency.

Staff using hazardous substances should also complete COSHH training upon employment
and every 3 years thereafter as a minimum. Staff may also require specialist external training
for some tasks (e.g. CLEAPSS provide specialist training courses for Science staff, and
grounds staff working with pesticides will require PA1/PAG training etc.).

Ensuring that all fixed or portable extraction systems within their area of responsibility (e.g., on-tool
extraction, portable dust/fume extraction units, fixed extraction systems such as local exhaust
ventilation and fume cupboards etc.) are subject to a servicing/maintenance regime in accordance
with good practice, and taking into account manufacturers’/installers’ recommendations, to ensure
their continued effectiveness;

Ensuring that records of all servicing/maintenance and any subsequent remedial work are held on
file for a minimum of 5 years for audit and compliance purposes;


https://www.hse.gov.uk/coshh/basics/assessment.htm
https://www.hse.gov.uk/coshh/riskassess/index.htm
https://www.cleapss.org.uk/
https://www.hse.gov.uk/coshh/basics/exposurelimits.htm

Ensuring that any defects to fixed or portable extraction systems within their area of responsibility
identified through inspections/servicing/maintenance are rectified in a timely manner;

Ensuring that any defective fixed or portable extraction systems (together with their associated
equipment) are taken out of service whilst awaiting repair or replacement and clearly marked as out
of use;

Ensuring that hazardous substances used within their area of responsibility are suitably stored when
not in use in line with the findings of the COSHH assessment (e.g. in lockable COSHH cabinets,
store cupboards etc.) in order to prevent access by unauthorised persons, especially pupils.
Hazardous substances must not be left out in areas where pupils can access them (e.g. on open
shelving), and must be kept out of reach of young pupils at all times;

Ensuring that hazardous substances are stored in suitable containers and appropriately labelled;
Ensuring that where health surveillance is identified as necessary (i.e. where there is a disease
associated with the substance in use, such as Asthma, Dermatitis, or Cancers, where it is possible
to detect the disease or adverse change and reduce the risk of further harm, and where the
conditions in the workplace make it likely that the disease will appear), that they liaise with the
Health, Safety & Compliance Manager to set up a scheme in consultation with the affected
employees, and with input from a competent occupational health professional (please refer to the
Health Surveillance section of this Policy for further information); and

Ensuring that any used/surplus hazardous substances are suitably disposed of via an authorised
business, and that consignment notes are completed and retained on file for 3 years as a minimum
for audit and compliance purposes.

The Facilities & Operations Manager is responsible for ensuring that:

All on-tool, portable and fixed extraction/local exhaust ventilation (LEV) systems are identified on a
schedule which is used to ensure that each item receives the necessary Thorough Examination and
Test (i.e. statutory inspection), and that this is kept under review;

All on-tool, portable and fixed extraction/local exhaust ventilation (LEV) systems are subjected to a
periodic Thorough Examination and Test by a competent person (completed by the insurer) and an
inspection report held on file (this is typically upon installation, and then every 14 months thereafter);
Records of all statutory inspections and any subsequent remedial work are held on file for a
minimum of 5 years for audit and compliance purposes;

Any defects identified through statutory inspections are rectified in a timely manner; and

Any defective on-tool, portable and fixed extraction/local exhaust ventilation (LEV) systems (together
with their associated equipment) are taken out of service whilst awaiting repair or replacement and
clearly marked as out of use.

Providing advice and guidance on matters relating to COSHH upon request (e.g. COSHH
assessments, PPE, storage/disposal of hazardous substances, staff/pupil training requirements etc.);
Arranging for exposure surveys (e.g. dust/fume etc.) to be undertaken by a competent person (e.g.
an external occupational hygienist) where there are any concerns regarding actual levels of
exposure;

Investigating any accidents, incidents, near misses, and reports of symptoms and/or occupational
disease relating to exposure to hazardous substances in line with the School’'s Reporting of
Accidents RIDDOR Policy.

Employees must:

Not introduce (i.e. by purchasing or bringing in from home) any new hazardous substances into the
School without prior assessment and approval from their Head of Department/Line Manager;
Ensure that hazardous substances used/stored within their area of responsibility are suitably stored
when not in use in line with the findings of the COSHH assessment (e.g. in lockable COSHH
cabinets, store cupboards etc.) in order to prevent access by unauthorised persons, especially


https://www.gov.uk/find-registered-waste-carrier
https://www.gov.uk/find-registered-waste-carrier
https://www.gov.uk/find-registered-waste-carrier
https://www.gov.uk/dispose-hazardous-waste/consignment-notes

pupils. Hazardous substances must not be left out in areas where pupils can access them (e.g. on
open shelving), and must be kept out of reach of young pupils at all times;

o Ensure that hazardous substances are stored in suitable containers and appropriately labelled (i.e.
do not decant substances into unsuitable or unlabelled containers);

o Wear all PPE required (i.e. as identified in the COSHH assessment), and ensure that (where
relevant), pupils for whom they are responsible wear PPE;

e Complete visual pre-use checks of any exposure control equipment (e.g. on-tool extraction, local
exhaust ventilation etc.) and PPE and report any defects that they observe to their Head of
Department/Line Manager;

e Comply with the instructions and training given, including the findings of the COSHH assessment;
and

¢ Attend all health surveillance appointments (N.B. these will be organised to take place during
employees’ normal working hours).

3.8 Critical Incidents
Please refer to the School’'s Emergency Plan and Disaster Recovery Plan.

3.9 Disabled and Temporarily Disabled Persons

All new staff are required to complete a medical questionnaire upon employment. This will be reviewed
by a member of the Bursary Department. For any staff with either a permanent and/or temporary
disability or medical condition that may affect their health and safety (or the health and safety of those
affected by their actions) whilst working, an individual risk assessment will be completed, with the view
to making reasonable adjustments where reasonably practicable. In addition, for any members of staff
whereby their temporary/permanent disability/medical condition may affect their ability to be alerted to a
fire evacuation, and/or to evacuate safely, the School will ensure that a Personal Emergency
Evacuation Plan (PEEP) is completed.

The individual risk assessment process will be fair and will look at what reasonable adjustments can be
made in line with the requirements of the Equality Act 2010. Advice to assist in completion of the risk
assessment may be sought from Occupational Health, Medical Practitioners, and/or other agencies
where required.

Staff must report any disabilities and/or medical conditions that they develop during employment to their
Line Manager as soon as they become aware, whereby upon notification, the process outlined above
will be followed.

3.10 Display Screen Equipment (DSE)

Display Screen Equipment (DSE) is a device or equipment that has an alphanumeric or graphic display
screen, regardless of the display process involved; it includes both conventional display screens and
those used in emerging technologies such as laptops, touch-screens and other similar devices.

The main risks that may arise in work with DSE are musculoskeletal disorders such as back pain or upper
limb disorders (sometimes known as repetitive strain injury or RSI), visual fatigue, and mental stress.
While the risks to individual users are often low, they can still be significant if good practice is not followed

All reasonable steps will be taken by the school to secure the health and safety of employees and pupils
who work with display screen equipment. To achieve this objective the School:

¢ |dentifies those employees who are users as defined by the regulations;



o Reviews and implements necessary measures to remedy any risks found as a result of
assessment (this is the responsibility of the Facilities & Operations Manager and the individual to
report any concerns);

o Endeavours to incorporate changes of task within the working day, to prevent intensive periods
of on-screen activity;

o Reviews software to ensure that it is suitable for the task and is not unnecessarily complicated;

¢ Arranges for the provision of free eye tests for DSE Users (up to a maximum of £40 per eye test)
when requested, at regular intervals (every two years) thereafter and/or where a visual problem
is experienced. Requests should be made to the Facilities & Operations Manager ;

¢ Arranges for the supply of corrective appliances (glasses or contact lenses up to a maximum of
£70) upon request where these are required specifically for working with display screen
equipment, and have been prescribed by an optician. Requests should be made to the Facilities
& Operations Manager ;

e Investigates any discomfort or ill-health believed to be associated with the use of DSE and takes
appropriate remedial action;

o Makes special arrangements for individuals with health conditions that could be adversely affected
by working with DSE.

Employees that are DSE Users must:

e Comply with the instructions and training given regarding safe workstation set-up and use,
including the need for regular changes of activity or breaks and the use of the equipment provided,;

e Inform their Line Manager of any disability or health condition which may affect their ability to work
using DSE or be affected by working with DSE (this information will be treated confidentially); and

e Report to their Line Manager any discomfort or health concern believed to be associated with the
use of DSE (this information will be treated confidentially).

3.11 Driving for Work

The school is committed to reducing the risks to its staff, pupils and others when driving/travelling in the
school minibus, and/or when driving/travelling in any other vehicle on behalf of the school (e.g. private
cars). As such, the school has arrangements to ensure that:

e Only persons authorised by the Facilities & Operations Manager operate school vehicles;

e All school vehicles, unless they are not required to travel on public roads e.g. tractors, have valid
insurance covers, tax, registration and MOT test certificates;

e All school vehicles are well maintained and regularly serviced in line with the required legal

standard to ensure that they are safe for use. This is usually done in the summer holidays by the

Caretaker in conjunction with the Facilities & Operations Manager ;

The minibus is subject to 10 week safety inspections carried out by a trained professional.

The minibuses are correctly licensed (e.g. section 19 permit);

All school vehicles have a suitably equipped first aid box on board; and

The minibuses are covered by breakdown and recovery support.

Driver Competence

The school also has procedures in place to ensure that all drivers are legally permitted and competent to
drive school vehicles and/or their own vehicle on school business, and carries out checks on licences,
convictions, medical conditions etc. upon employment and annually thereafter via completion of a Driver
Questionnaire (please refer to the Minibus Policy for details). The school also provides additional driver
training where deemed necessary via an external training provider (e.g. D1 licence or competence test
for minibus drivers etc.).

Drivers are also given responsibility for carrying out certain pre-use checks on vehicles to ensure their
safety, and for planning their journey (e.g. adequate rest stops, suitable number of drivers etc.). Drivers



are responsible for ensuring that their vehicles are correctly loaded, that loads are secure and do not
exceed their capacity, and that all passengers are wearing seatbelts.

All of these arrangements, as well as additional rules and responsibilities for use of school vehicles, are
outlined in the school’'s Minibus Policy, which must be read in conjunction with this Health and Safety
Policy.

3.12 Drugs and Alcohol

Please refer to the school Drugs & substance misuse policy and Alcohol policy

3.13 Educational Visits

Please refer to the school Educational visits policy

3.14 Electrical Safety

The school recognises its responsibilities under the Electricity at Work Regulations 1989 and will take all
reasonable steps to secure the health and safety of employees, pupils and others who use, operate or
maintain electrical equipment.

The main hazards of working with electricity are:

Electric shock and burns from contact with live parts

Injury from exposure to arcing (when electricity jumps from one circuit to another)
Fire from faulty electrical equipment or installations

Explosion caused by unsuitable electrical apparatus; and

Static electricity igniting flammable vapours or dusts.

Electric shocks can also lead to other types of injury, for example by causing a fall when working from
ladders or scaffolds etc. Even incorrectly wiring a plug can be dangerous and lead to fatal accidents or
fires.

All reasonable steps will be taken to eliminate the hazards posed by electrical equipment and
installations. Where hazards cannot be eliminated, they will be reduced so far as is reasonably
practicable. To achieve this objective, the School will:

o Ensure that all electrical equipment and installations (including temporary installations) are
suitable for their intended use and the conditions in which they are operated, and only used for
their intended purpose;

o Ensure that suitable electrical e-stops are installed for cutting off the electrical supply to any
electrical equipment where this is necessary to prevent danger;

e Ensure that all work on School equipment and installations is carried out by competent persons
(either School-employed electrician, or external contractors);

o Ensure that all electrical equipment and installations are maintained to prevent danger;

o Ensure that risk assessments for electrical equipment and installations are in place (including for
any work undertaken to equipment and/or installations), and that these are reviewed
periodically, following any changes, and/or following any accidents, incidents or near misses;

¢ Instruct employees to carry out basic visual pre-use checks of electrical equipment; and

¢ Instruct boarders that they must ensure that any electrical equipment brought into the School
meets UK standards and is appropriate for use with UK distribution systems.



For work undertaken by our employed electricians, it is the responsibility of the Facilities & Operations
Manager to ensure that:

The employed electricians tasked with undertaking the work are suitably qualified and
competent to do so;

Risk assessments are completed for the tasks undertaken and that safe systems of work are
adopted based on best practice, and that the employed electricians are briefed on and adhere to
these; and

The employed electricians are updated and provided with further information and training when
there are changes to electrical installation standards.

For work to electrical equipment and installations undertaken by contractors, please refer to the Control
of Contractors Policy.

It is the School’s policy that live working is prohibited, although voltage detection testing is permitted
where essential by qualified and experienced employees/contractors with appropriate controls and
suitable equipment. In the unusual circumstance that live working cannot be avoided, the Facilities &
Operations Manager is responsible for ensuring that stringent controls are in place including risk
assessment, method statement, competent supervision, and the use of a permit to work.

In addition, it is the responsibility of the Director of Operations to ensure that:

All new electrical installations are installed to a suitable standard (e.g., BS 7671 Requirements
for Electrical Installations, also known as the IET Wiring Regulations);

All electrical installations (including temporary installations) are suitable for their intended use
and the conditions in which they are operated, and only used for their intended purpose;
Suitable electrical e-stops are installed for cutting off the electrical supply to any electrical
equipment where this is necessary to prevent danger;

All work on School equipment and installations is carried out by competent persons (either
School- employed electricians, or external contractors); and

Access to electrical distribution equipment is kept free from obstruction and areas around this
equipment is not used for storage purposes.

A maintenance schedule is drawn up and maintained for all fixed electrical installations whereby
they are inspected (i.e. an Electrical Condition Installation Report or EICR) periodically in line
with the requirements of BS 7671 Requirements for Electrical Installations (also known as the
IET Wiring Regulations) by a competent electrical contractor.

Head of Department are responsible for ensuring that:

Staff do not undertake any repairs and/or modifications to electrical equipment and/or
installations (with the exception of the School-employed electricians);

Any electrical equipment purchased for use within the School meets UK standards and is
appropriate for use with UK distribution systems. All electrical products will have the
manufacturers name or trademark along with other marks such as CE or UKCA on their label if
made by a legitimate manufacturer. This information is normally on the product itself;

Suitable and sufficient risk assessments are undertaken and recorded for electrical equipment
used within their area of responsibility, and that these are reviewed periodically, following any
changes, and/or following any accidents, incidents or near misses;

The risk of using electrical equipment is reduced at source wherever possible. For example, use
of battery operated tools as opposed to mains-powered, use of portable tools designed to be run
from a 110 volt centre-tapped-to-earth supply, and use of socket-outlet RCDs where appropriate
etc.;

Staff are instructed to carry out basic visual pre-use checks of electrical equipment; and



Any defective electrical equipment is taken out of service whilst awaiting repair or replacement
and clearly marked as out of use.

Employees must:

Not undertake any repairs and/or modifications to electrical equipment and/or installations;

Not bring in and use personal items of electrical equipment (with the exception of residential
staff in their own private dwelling, whereby the equipment must meet UK standards and be
suitable for use with UK distribution systems);

Complete a basic, visual pre-use check for any electrical equipment to ensure that it is safe to
use (guidance on how to complete a visual pre-use check is available here under ‘user checks’);
Report any defects to electrical installations that they identify (e.g. damaged plug sockets etc.)
to the Maintenance department;

Report any defects to electrical equipment that they identify to their Line Manager and ensure
that the item is taken out of service and clearly marked as out of use;

Comply with the instructions and training given regarding safe use, including the findings of the
risk assessment;

Ensure, where possible, that tools and power socket outlets are switched off before plugging in
or unplugging; and

Ensure that equipment is switched off and/or unplugged before cleaning or making adjustments.

3.15 Emergency Procedures

It is the policy of Derby High School that suitable and sufficient emergency procedures are in place in
order to facilitate effective evacuation, or other appropriate action, and to ensure that employees’, pupils’,
visitors’ and contractors’ health and safety is not unduly put at risk during the course of such action.

The school has a number of separate policies relating to emergency procedures as follows:

Critical Incident Policy
Evacuation Procedures
First Aid & Medicines Policy

These must be read in conjunction with this Health & Safety Policy.

3.16 Fire

Please refer to the Schools Fire safety policy

3.17 First Aid

The school has a number of separate policies relating to first aid as follows:

First Aid and Medicines Policy
Critical Incident Policy

3.18 Gas Safety

The school will ensure that all work carried out on gas systems and appliances are in accordance with
the requirements of the Gas Safety (Installation and Use) Regulations 1998 and related Approved Code
of Practice.

Maintenance of Gas Equipment
It is the responsibility of the Caretaker to ensure that all gas appliances (e.g. boilers, ovens, Bunsen
burners etc.) are serviced annually, and in accordance with the manufacturer’'s recommendations.


https://www.hse.gov.uk/pubns/indg236.pdf

The Caretaker will ensure that all work on gas appliances is carried out by an external Gas Safe
Registered engineer, and will retain records of all servicing, maintenance and repairs.

The School has the following gas appliances:

Domestic cooking appliances (such as cookers, hobs etc.)

Domestic and commercial boilers

Gas taps and proving systems in the Science labs

Gas-powered equipment and proving systems in the Design Technology workshops; and
Gas canisters for use with BBQ’s, Trangia stoves etc.

All reasonable steps will be taken to eliminate the hazards posed by gas appliances and installations.
Where hazards cannot be eliminated, they will be reduced so far as is reasonably practicable.

It is the responsibility of the Director of Operations to ensure that:

¢ All new gas appliances, fittings and installations are installed to a suitable standard by a competent
person (i.e. a Gas Safe registered engineer) in line with the Gas Safety (Installation and Use)
Regulations 1998;

¢ All gas appliances, fittings and installations are suitable for their intended use and the conditions in
which they are operated, and only used for their intended purpose;

¢ Suitable manual isolation valves or e-stops are installed for cutting off the gas supply to any gas
appliances where this is necessary to prevent danger, and that these are appropriately signed;

¢ All rooms with gas appliances have adequate ventilation;

¢ All work inspections and servicing/maintenance/repair work on School gas appliances, fittings, and
installations is carried out by competent persons (i.e. Gas Safe registered engineers);

e Access to gas appliances, such as boilers, is kept free from obstruction and areas around this
equipment is not used for storage purposes;

e Suitable Carbon Monoxide (CO) detectors are installed where necessary;

e There are suitable emergency procedures in place in the case of a suspected gas leak;

e Suitable storage facilities are available for gas bottles and canisters (i.e. for use with portable
appliances such as BBQ’s, Trangia stoves etc.) when not in use.

¢ A maintenance schedule is drawn up and maintained for all gas appliances, fittings, and installations
(including pipework and flues) whereby they are inspected/serviced/maintained by a competent Gas
Safe registered contractor. This will be arranged:

e Annually (as a minimum) for all domestic/commercial boilers, domestic cooking appliances, gas
heaters, gas taps and proving systems in the Science labs, and gas appliances and proving systems
in the Design & Technology workshops;

e Any defective appliances, fittings or installations are taken out of service whilst awaiting repair or
replacement and clearly marked as out of use;

¢ Any defects identified during the gas safety checks/servicing/maintenance are rectified by a
competent person within a reasonable timeframe;

e Carbon Monoxide (CO) detectors installed/provided by the School are tested periodically to ensure
that they remain fully operative; and

¢ Records of all gas safety checks/servicing/maintenance and any subsequent remedial work are held
on file for a minimum of 5 years for audit and compliance purposes.

Head of Department are responsible for ensuring that:

e Approval is obtained from the Director of Operations prior to purchasing any gas appliances and/or
gas bottles or canisters for use by their department;
e Staff do not undertake any repairs and/or modifications to gas appliances, fittings, or installations;



¢ Suitable and sufficient risk assessments are undertaken and recorded for gas appliances, fittings,
and installations used within their area of responsibility (with the exception of the
domestic/commercial heating systems, which are completed by the Health & Safety and Fire
Manager), and that these are reviewed periodically, following any changes, and/or following any
accidents, incidents or near misses;

o Staff are instructed to carry out basic visual pre-use checks of gas appliances;

¢ Any defective gas appliances, fittings or installations are taken out of service whilst awaiting repair or
replacement and clearly marked as out of use;

¢ Their staff do not block air inlets to prevent draughts, and do not obstruct flues and chimneys; and

¢ Gas bottles and canisters (i.e. for use with portable appliances such as BBQ’s,etc.) used within their
department are suitably stored when not in use.

Employees must:

Not undertake any repairs and/or modifications to gas appliances, fittings or installations;

Not block air inlets to prevent draughts, and must not obstruct flues and chimneys;

Not bring in and use personal gas appliances on School premises (e.g. portable gas heaters);

Complete a basic, visual pre-use check for any gas appliances to ensure that it is safe to use (i.e.

look out for signs that the appliance isn’'t working properly, it produces a floppy yellow flame rather

than a crisp blue one, black/brown marks on or around the appliance, the boiler pilot light keeps

going out etc.);

¢ Report any defects to gas appliances that they identify to their Line Manager and ensure that the
item is taken out of service and clearly marked as out of use;

¢ Ensure that any gas bottles and canisters (i.e. for use with portable appliances such as BBQ’s, T that
they use are suitably stored when not in use;

o Comply with the instructions and training given regarding safe use, including the findings of the risk
assessment;

e Report any concerns regarding gas appliances, fittings or installations to the Maintenance

department by the quickest possible means;

Gas Emergencies
In the event of a suspected gas leak staff should:

e Call the 24 hour gas emergency service on 0800 111 999;

e Evacuate the buildings and move the occupants to a distance of at least 250 metres away.
Nominate some staff to stay at a safe distance to prevent access to the site and await the
emergency qualified engineer,;

o Ifitis safe to do so:

o Put out naked flames
o Open doors and windows
o Turn off the gas supply

STAFF MUST NOT TURN ELECTRICAL SWITCHES ON OR OFF

If the general public in the neighbourhood are at risk staff should contact the police on 999.
No person shall interfere with any gas appliance or gas fitting or pipe work unless qualified and competent
to do so.

3.19 Glazing & Window Safety

The School recognises its duties under the Workplace (Health, Safety and Welfare) Regulations 1992
to ensure that every window (or other transparent or translucent surface in a wall or partition and every
transparent or translucent surface in a door or gate), where necessary for reasons of health or safety



(i.e. where they are in ‘critical locations’ as illustrated in the diagram on page 31 of Approved Document
K (2013 Edition), is:

o Made of safety material or is protected against breakage of the transparent or translucent material;
and
o Is appropriately marked or incorporates features so as, in either case, to make it apparent (e.g.
manifestation etc.).
Impacts with glazing, particularly glazing in doors and door side panels, and at low level in walls and
partitions, can result in cutting and piercing injuries. For doors and door side panels, the risk is greatest
for glazing between floor and shoulder level when near to door handles and push plates, especially
when normal building movement causes doors to stick. Hands, wrists and arms are particularly
vulnerable. An initial impact at between waist and shoulder levels can be followed by a fall through the
glazing, resulting in additional injury to the face and body or even a fall from height. In walls and
partitions, away from doors, the risks relate predominantly to glazing at low level. At that level, children
are especially vulnerable.

The School also recognises its duties under general health and safety law to ensure, so far as is
reasonably practicable, that staff and any other persons visiting our premises, are not exposed to risks
to their health or safety, and this includes the risk of falling from windows.

Windows that are large enough to allow building occupants to fall/climb out should be restrained
sufficiently to prevent such falls. The opening should be restricted to 100mm or less. Window restrictors
should only be able to be disengaged using a special tool or key.

The Facilities & Operations Manager is responsible for:

e Ensuring that the premises is surveyed to identify:

o All windows above ground level that are large enough to allow building occupants to
fall/climb out;

o All windows (or other transparent or translucent surface in a wall or partition and every
transparent or translucent surface in a door or gate) that include ‘critical locations’ as
outlined in Approved Document K (2013 Edition);

e Ensuring that suitable window restrictors (designed to restrict opening to 100mm or less) are
installed on all windows above ground level that have been identified via survey as large enough to
allow building occupants to fall/climb out;

e Ensuring that windows (or other transparent or translucent surface in a wall or partition and every
transparent or translucent surface in a door or gate) that include ‘critical locations’ that have been
identified via the survey:

o If broken on impact, break in a way which is unlikely to cause injury (see paragraphs 5.3 and
5.4 of Approved Document K (2013 Edition); or

o Resist impact without breaking (see paragraphs 5.5, 5.6 and 5.7 of Approved Document K
(2013 Edition); or
o Are shielded or protected from impact (see paragraph 5.8 of Approved Document K (2013
Edition).
¢ Ensuring that manifestation is used to make glazing apparent where necessary (N.B. the risk of
collision is greatest when two parts of the building, or the building and its immediate surroundings,
are at the same level but separated by transparent glazing and people may think they can walk from
one part to the other, such as full length glazing or patio doors etc.); and
¢ Ensuring that any new glazing in windows (or other transparent or translucent surface in a wall or
partition and every transparent or translucent surface in a door or gate) is installed by a competent
person in line with the requirements outlined above and in Approved Document K (2013 Edition).
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Ensuring that openable windows, skylights and ventilators are capable of being opened, closed or
adjusted safely and, when open, do not pose any undue risk to anyone (e.g. do not open into an
area where people may collide with them etc.); and

Ensuring that all windows and skylights are designed or constructed so as to be able to be cleaned
safely. Where this is not the case alternative arrangements must be devised so as to render the
window cleaning operation safe and without risks to health.

Arranging for periodic checks to be undertaken on the condition of glazing, presence and
functionality of window restrictors; barriers used to prevent impact with windows (such as
metal/wooden bars), and manifestation;

Ensuring that any defects identified during the periodic checks and/or reported by staff are rectified
by a competent person within a reasonable timeframe; and

Ensuring that records of all periodic checks and any subsequent remedial work are held on file for a
minimum of 5 years for audit and compliance purposes.

Staff must:

Not tamper or remove window restrictors, barriers used to prevent impact with windows (such as
metal/wooden bars), and/or manifestation; and

Report any defects to glazing (e.g. cracked/smashed/missing panes etc.), window restrictors,
barriers used to prevent impact with windows (such as metal/wooden bars), and/or manifestation
that they identify to the Facilities & Operations Manager.

3.20 Resources and Facilities Committee — Terms of Reference

Objective

The principal functions of the Resources and Facilities Committee are the promotion of the health,
safety and welfare of all persons when on school premises and of staff and pupils when engaged upon
activities relevant to the school’s purposes.

The objectives of the Resources and Facilities Committee are to:

Promote all aspects of health and safety across the School

Consult with employee representatives on health and safety matters

Promote co-operation between SMT and employees in order to make continuous improvements in
health and safety

Assist in reviewing and monitoring the effectiveness of the Health and Safety Policy and consider the
need for any changes or additions to the School’s arrangements for health and safety

Consider the implications of any forthcoming new or amended health and safety legislation, and
whether any changes to the School’s arrangements will be required

Examine and discuss the significant findings of internal/external health and safety inspections/audits
and agree on any further action required

Review advice/reports etc. provided by bodies such as the HSE, Fire Authority, local authority
Environmental Health Officers etc. and/or insurers and agree on any further action required
Consider relevant health, safety, and/or welfare matters raised by members of the Committee
Review and discuss statistics for reported accidents, incidents/near misses, and/or cases of
confirmed occupational disease with the aim of identifying any trends

Review the findings of formal accident/incident/near miss/occupational disease investigations to
consider the effectiveness of any action taken to prevent future similar incidents and disseminate
lessons learned

Assist in identifying and planning health and safety training; and

Monitoring progress of the H&S development plan.



Membership
The membership of the Committee will be as follows:
e Head
o Director of Operations
o Resources & Facilities Committee Members (Governors)

Specialist officers may be invited to give professional advice, etc.

Meetings
Meetings are held termly (as a minimum), with a meeting schedule drawn up annually by the Chair and
issued to members in advance via email.

Quorum
A quorum shall be 50% of the Membership.

Conduct of Meetings
In accordance with School practice decisions will normally be arrived at through discussion and
consensus rather than by voting.

3.21 Home/Hybrid Working

The School recognises that we have the same health and safety responsibilities for employees working
at home as for any other worker.

Homeworkers are defined as those staff who are contracted to work from home long term. Hybrid workers
are defined as those staff who routinely split their time between their workplace and home.

Head of Department are responsible for:

e Ensuring that suitable and sufficient risk assessments are undertaken and recorded for
home/hybrid working activities, and that these are reviewed periodically, following any changes,
and/or following any accidents, incidents or near misses (guidance is available from the HSE
here). Most of the time, risks to home/hybrid workers will be low and the actions required to
protect them will be straightforward;

e Ensuring that where home/hybrid workers use Display Screen Equipment, that the arrangements
outlined in the Display Screen Equipment section of this Policy are implemented; and

¢ Maintaining regular contact with home/hybrid workers, as a team and one to one (meetings
should be accessible to all your workers).

Staff who undertake home/hybrid working must:

e Report any work-related accidents, incidents, near misses and/or suspected/confirmed cases of
occupational disease (including those that occur in their home) in line with the School Reporting
of Accidents RIDDOR Policy; and

e Comply with the instructions and training given regarding safe home/hybrid working, including the
findings of the risk assessment.

3.22 Instructors and Peripatetic Staff

The School recognises its duties under general health and safety law to ensure, so far as is reasonably
practicable, that Instructors and Peripatetic staff working on our premises or as part of our activities offsite
(such as sports coaches, visiting artists, music teachers etc.), are not exposed to risks to their health or
safety; and to ensure that Instructors and Peripatetic staff are suitably competent to perform the activities
required of them so as not to present a risk to our staff, pupils, visitors etc.


https://www.hse.gov.uk/home-working/employer/index.htm

Head of Department are responsible for ensuring that:

Where the Instructor or Peripatetic staff member is not an employee of the School, requesting
and reviewing copies of H&S-related documentation such as:

o Employers’/Public Liability Insurance (N.B. where the individual does not have insurance,
liaising with the Operations Manager to determine whether the School’s insurance policy
will extend to cover the activities that they will be delivering on behalf of the School)

o Evidence of competency to deliver the activities required (e.g. qualification certificates,
accreditations, club memberships etc.); and

o Risk assessments for the activities that they will be delivering on behalf of the School
where relevant (e.g. for practical activities such as sports coaching, arts/crafts etc.).

They liaise with the Bursary department to ensure that suitable safeguarding arrangements are
in place;

They are provided with suitable information, instruction and training, including an induction as
outlined in the Competence section within Section 2 — ORGANISATION of this Policy.

3.23 Legionella

The school recognises its duties under the Health and Safety at Work etc. Act 1974 and Control of
Substances Hazardous to Health Regulations 2002 (as amended) to prevent the risk of legionella bacteria
to staff and others, so far as is reasonably practicable.

All reasonable steps will be taken to identify potential Legionellosis hazards and to prevent or minimise
the risk of exposure. At-risk systems include the hot and cold water storage and distribution system. The
school will:

Ensure that a Legionellosis Risk Assessment is carried out by a competent and qualified external
contractor;

Prepare a written scheme/plan for preventing or controlling the risk of Legionella;

Implement and manage the scheme/plan; and

Keep records for a minimum of 5 years (these are held in the Facilities & Operations Manager y
department).

Day to day responsibility for monitoring and ensuring that the systems are being correctly operated lies
with the Caretaker. To achieve control of legionella bacteria, the school has implemented the following:

Avoidance of Conditions Favouring Growth of Organisms
o As far as practicable, water systems are operated at temperatures that do not favour the
growth of legionella. The use of materials that may provide nutrients for microbial growth
are avoided.
o Corrosion, scale deposition and build-up of bio films and sediments are controlled and tanks
are lidded.

Monitoring and recording
o Temperatures of water outlets (i.e. all taps and shower heads) are checked weekly by the
cleaning staff and recorded to ensure temperature controls to prevent bacterial growth are
maintained. The cleaning staff check temperatures and run water from all taps and shower
heads for at least one minute. They check that:
= The release of water spray is properly controlled by running devices and report
maintenance issues to the Facilities & Operations Manager ;
= Materials that encourage the growth of legionella and other bacteria (e.g. static
water baths) are removed and/or cleaned; and



= Hot and cold water systems are adequately controlled by storing hot water above
60°C and distributing it at above 50°C — and keeping cold water below 20°C if
possible.
This is monitored and recorded on a monthly basis by a specialist external contractor to
ensure compliance.
o Tanks are tested annually, and samples are taken by an external contractor. Action is taken
if required.

¢ Disinfection
o Shower heads are disinfected by external cleaning staff on a termly basis to remove any
scale and bacteria.
o Tanks are disinfected on an annual basis by an external contractor.

e Emergency procedures
o Emergency procedures have been established so that if during routine sampling/inspection
of hot and cold water systems Legionella bacteria is discovered in any systems likely to
provide a medium for the spread of infection these will be shut down and the situation
reported immediately to the Facilities & Operations Manager .

e Training
o Legionella Awareness training has been provided to all staff who are responsible for the
day to day management of the water systems.
o Legionella ‘Responsible Person’ training has been provided to the Caretaker.

3.24 Lifting Equipment and Lifting Operations

The school recognises its duties under the Lifting Operations and Lifting Equipment Regulations (LOLER)
1998 to ensure that all lifting equipment and lifting accessories used on our sites are suitable and safe
for use, and that all lifting operations are properly planned by a ‘competent person’, as well as
appropriately supervised and carried out safely.

Lifting equipment is any work equipment for lifting or lowering loads and includes its attachments used
for anchoring, fixing or supporting it. It includes any lifting accessories that attach the load to the
equipment which is not a permanent part of the load (e.g. hooks, ropes, chains, shackles and eyebolts),
in addition to the equipment which carries out the actual lifting function. A ‘load’ includes ‘a person’ as
well as the usual material, animals or combination of these that are lifted by the lifting equipment.

o All lifting equipment (including lifting accessories) is identified on a schedule which is used to
ensure that each item has received the maintenance and inspection required;

o All lifting equipment has a risk assessment in place that is reviewed periodically, following any
changes, and/or following any accidents, incidents or near misses;

o All lifting equipment is clearly marked with its 'safe working load' (SWL);

e Suitable storage is provided for lifting accessories to prevent accidental damage or corrosion;

e All lifting equipment is subject to a maintenance regime in accordance with good practice and
taking into account manufacturers’ instructions;

o All lifting equipment is subjected to a periodic Thorough Examination and Test in line with the

requirements of LOLER 1998 and an inspection report held on file;

Improvements identified through inspections/tests are undertaken as required;

Pre-use inspections are carried out by operators of lifting equipment and the results recorded;

Defective lifting equipment is taken out of service whilst awaiting repair or replacement;

Lifting equipment is only used by persons that have had suitable and sufficient information and

training on their safe operation and use, and any precautions or safeguards required; and

e Operators are formally authorised to use the equipment by the Caretaker.



The schedule of equipment and records of maintenance and inspection are held in the Facilities &
Operations Manager y department.

Records of training and authorisation for the use of lifting equipment are held in the Facilities & Operations
Manager y department.

3.25 Lone Working

Please refer to the school Lone Working Policy.

3.26 Manual Handling

Manual handling can be defined as the transporting or supporting of a load by hand or by bodily force,
including lifting, lowering, carrying, pushing or pulling. This includes the use of manual handling aids such
as trolleys, sack trucks etc. A load can include a person (e.g. nursery child) or animal, as well as inanimate
objects, but not an implement, tool or equipment while in use for its intended purpose.

The school recognises its responsibilities under the Manual Handling Operations Regulations 1992, as
amended in 2002 to:

¢ Avoid the need for hazardous manual handling, so far as is reasonably practicable;
e Assess the risk of injury from any hazardous manual handling that can’t be avoided; and
¢ Reduce the risk of injury from hazardous manual handling, so far as is reasonably practicable.

Risk Assessment
Heads of Department/Managers will assess the risk to their staff members and pupils. This is done by
firstly identifying and listing tasks with a potential to cause injury from manual handling.

If the activity cannot be eliminated, a risk assessment is carried out in line with the guidance provided by
the Health and Safety Executive (HSE) available at: htip://www.hse.gov.uk/pubns/indg143.pdf and
control measures implemented to reduce the risk so far as is reasonably practicable.

Risk Assessments are reviewed annually, where there is a significant change to the activity, and/or
following any accidents, incidents or near misses.

The school has a separate Risk Assessment Policy in place, which must be read in conjunction with this
Health and Safety Policy.

Training and Supervision
The school ensures that adequate guidance, information and training is provided to persons carrying out
manual handling activities.

Injuries
Any injuries or incidents relating to manual handling are recorded and investigated, with remedial action
taken when necessary.

To reduce the risk of injury, the school implements the following control measures where possible:
Mechanical assistance (e.g. manual handling aids such as trolleys, sack trucks etc.);
Redesigning the task;

Reducing risk factors arising from the load;

Improvements in the work environment; and/or

Employee selection.


http://www.hse.gov.uk/pubns/indg143.pdf

No employee is required to lift any item that they do not feel confident of doing without risking personal
injury.

3.27Medication

Please refer to the school’s First Aid and Medicines Policy

3.28 New and Expectant Mothers

Many women work while they are pregnant and may return to work while they are breastfeeding. Some
hazards in the workplace may affect the health and safety of pregnant workers and new mothers and/or
of their children. Therefore, working conditions normally considered acceptable may no longer be so
during pregnancy and/or while breastfeeding.

The School recognises its duty under the Management of Health and Safety at Work Regulations 1999
to manage the risks to women of a childbearing age, pregnant workers and new mothers.

Head of Department are responsible for:

o Assessing the risks to women of childbearing age as part of the general risk assessments and for
ensuring that there are reviewed periodically, following any changes, and/or following any accidents,
incidents, near misses and/or cases of occupational ill health;

¢ Carrying out an individual risk assessment using the Pregnant Worker and New Mother Risk
Assessment Form (taking into account the HSE guidance at: www.hse.gov.uk/mothers and any
particular information the employee has provided) when an employee informs them in writing that
they:

e are pregnant
e are breastfeeding, or
e Have given birth in the last 6 months.

e With a view to identifying any significant risks and ensuring that they are either eliminated or reduced
so far as is reasonably practicable.

¢ Ensuring that individual risk assessments are signed and dated by both the Line Manager and
employee, and retained on file for a minimum of 3 years for audit and compliance purposes;

e Ensuring that individual risk assessments are reviewed as the pregnancy progresses, following any
significant changes to the employee’s activities or workplace, and/or following any adverse events
involving the pregnant worker or new mother;

e Ensuring that appropriate training etc. is provided where suitable alternative work is offered and
accepted;

e Ensuring that pregnant workers and new mothers are informed of any risks to themselves and/or their
child and the control measures required to protect them;

¢ Ensuring that pregnant workers and new mothers do not undertake hazardous manual handling
activities;

e Ensuring that any adverse events involving new and expectant mothers are reported in line with the
Reporting of Accidents RIDDOR Policy;

e Ensuring that provision is made to support pregnant workers and new mothers who need to take time
off work for medical reasons associated with their condition; and

¢ Arranging for a suitable rest area to be provided, where required, to enable the pregnant worker or
new mother to rest in a degree of privacy and calm. It must:

¢ Include somewhere to lie down if necessary;

¢ Be hygienic and private so they can express milk if they choose to — toilets are not a
suitable place for this; and

¢ Include somewhere to store their milk, for example a fridge


http://www.hse.gov.uk/mothers

The Director of Operations is responsible for providing advice and guidance on completion of
pregnancy risk assessments upon request.

Employees are responsible for:

¢ Notifying their Line Manager, if they are pregnant, breastfeeding, or have given birth in the last 6
months;

o Co-operating with their Line Manager in the completion and review of individual risk assessments;

¢ Adhering to control measures set out in both general risk assessments, and their individual risk
assessment; and

¢ Notifying their Line Manager of any circumstances that would prompt a review of the risk
assessments (e.g. any adverse events, and if they develop any pregnancy-related health conditions
etc.).

3.29 Pressure Systems and Equipment

The School recognises its duties under the Pressure Systems Safety Regulations (PSSR) 2000 and
Pressure Equipment Regulations (PER) 1999 for all pressure systems/equipment it owns/operates. A
pressure system is one that contains or is likely to contain a relevant fluid over 0.5 bar.

The School has the following pressure systems/equipment:

Commercial heating systems
Compressors (fixed and portable)
Autoclaves (Science department); and
Steam coffee machines.

Expansion Vessels

If a piece of pressure equipment fails and bursts violently apart, the results can be devastating to
people in its vicinity. The principal causes of pressure-related incidents are:

Poor equipment and/or system design
Poor installation

Poor maintenance of equipment
Inadequate repairs or modifications

An unsafe system of work; and/or
Operator error, poor training/supervision.

The School ensures that:

¢ All pressure systems and equipment are suitable for their intended purpose and installed correctly,
and that any modifications/repairs are carried out properly;

e All pressure systems and equipment are subject to an examination in line with a written scheme (i.e.
statutory inspection) by competent person where required by the Pressure Systems Safety
Regulations 2000 (i.e. where the pressure x volume of the pressure system is greater than 250 bar
litres, or the vessels contain steam), and are serviced and maintained in line with the
manufacturers’/installers’ recommendations to ensure that they remain safe for use;

¢ All pressure systems and equipment have a risk assessment in place that is reviewed periodically,
following any changes, and/or following any accidents, incidents or near misses;

e Pressure systems and equipment are only used by persons that have had suitable and sufficient
information and training on their safe operation and use (including the characteristics of the relevant
fluid in the system and the safe operating limits of the equipment), and any precautions or
safeguards required.



Head of Department are responsible for ensuring that:

e Approval is obtained from the Facilities & Operations Manager prior to purchasing any pressure
systems/equipment for use by their department (e.g. compressors, pressure cookers, autoclaves,
steam coffee machines etc.);

¢ Any pressure systems/equipment purchased for use by their department are suitable for their
intended purpose and installed correctly by competent persons, and that any modifications/repairs
are carried out properly by competent persons;

o Suitable and sufficient risk assessments are undertaken and recorded for pressure systems and
equipment used within their area of responsibility (with the exception of risk assessments for the
commercial heating systems, which are completed by the Health & Safety and Fire Manager), and
that these are reviewed periodically, following any changes, and/or following any accidents, incidents
Or near misses;

¢ Any defective pressure systems or equipment are taken out of service whilst awaiting repair or
replacement and clearly marked as out of use;

e Pre-use inspections are carried out by operators of pressure systems/equipment; and

¢ Pressure systems and equipment are only used by persons that have had suitable and sufficient
information and training on their safe operation and use (including the characteristics of the relevant
fluid in the system and the safe operating limits of the equipment), and any precautions or
safeguards required.

Employees who use pressure systems and equipment must:

e Complete pre-use visual checks of pressure systems and equipment;
e Report any defects to pressure systems or equipment that they identify to their Line Manager and
ensure that the item is taken out of service and clearly marked as out of use; and

o Comply with the instructions and training given regarding safe use, including the findings of the risk
assessment

3.30 Noise

Work activities, especially those carried out by the maintenance and grounds maintenance teams, include
some processes which produce high levels of noise. The school recognises its responsibilities under the
Control of Noise at Work Regulations 2005 to:

o Take action to reduce the noise exposure;

¢ Provide employees with personal hearing protection;

e Ensure that the legal limits on noise exposure are not exceeded;

¢ Maintain and ensure the use of equipment provided to control noise risks; and
e Provide employees with information, instruction and training.

The school ensures that for activities, equipment, machinery etc. producing high levels of noise, a risk
assessment is carried out and recorded. The risk assessment means more than just taking
measurements of noise — measurements may not even be necessary. The risk assessment should:
¢ Identify where there may be a risk from noise and who is likely to be affected, including:
o risks to health; and
o risks to safety;
e Contain an estimate of employees’ exposures to noise;
¢ Identify what needs to be done to comply with the law, e.g. whether noise-control measures and/or
personal hearing protection are needed, or whether working practices are safe; and
¢ Identify any employees who need to be provided with health surveillance and whether any are at
particular risk.



Where the risk assessment has revealed a potential risk due to noise, control measures have been
implemented. The purpose of these control measures is to eliminate hazardous exposure and to reduce
noise exposure to as low a level as is reasonably practicable. For tasks which involve exposure above
the first action level of 80dB (A), we provide personal hearing protection to staff. Ear defenders are
provided to all staff in the maintenance and grounds maintenance teams and they are expected to wear
them for all work with noise-generating machinery/equipment, regardless of whether the upper action
value of 85dB(A) has been exceeded.

Employees who are issued with hearing protection are instructed in its correct use and on the storage,
maintenance and replacement arrangements. They are also instructed in noise hazards and the reasons
for the noise controls and wearing of hearing protection.

3.31 Personal Protective Equipment (PPE)

Personal Protective Equipment (PPE) means all equipment, including accessories, additions and clothing
which is intended to be worn or held by a person at work to protect that person against one or more risks
to health or safety.

The school recognises its duties under the Personal Protective Equipment at Work Regulations 1992 (as
amended) and provides PPE when the risk presented by a work or learning activity cannot be eliminated
or adequately controlled by other means. When it is provided, it is because health and/or safety hazards
have been identified that require the use of PPE and it is therefore necessary to use it in order to reduce
risks to a minimum.

To effectively implement its arrangements for the use of PPE the School will:

e Ensure that PPE requirements (including suitability) are identified when carrying out risk and
COSHH assessments;

o Use the most effective means of controlling risks without the need for PPE whenever possible,
and only provide PPE where it is necessary as a ‘last resort’;

e Ensure that if two (or more) items of PPE are used simultaneously, they are compatible and are
as effective used together as they are when used separately;

o Ensure PPE is available to all staff (provided free of charge) and pupils who need to use it;

Record who has been assigned PPE, if it is for their own personal use only (on the Personal

Protective Equipment Record form provided at appendix 7);

Provide adequate accommodation for correct storage of PPE;

Provide adequate maintenance, cleaning and repair of PPE;

Inform staff of the risks their work involves and why PPE is required;

Instruct and train staff in the safe use and maintenance of PPE;

Make arrangements for replacing worn or defective PPE; and

Review risk/ COSHH assessments and reassess the need for PPE and its suitability annually,

when there are significant changes, and/or following any accidents, incidents or near misses.

It is a legal requirement that employees use the PPE provided by the school, and ensure it is stored in
the correct area for use by all personnel. If staff are found not to be wearing PPE as required they will be
subject to disciplinary action. Defects or loss of PPE should be reported to the Facilities & Operations
Manager immediately.

The school also recognises that PPE is required for pupils undertaking certain activities, as assessed
through risk assessments (e.g. science experiments, sporting activities, use of DT machinery etc.). The
school ensures that pupils wear such PPE and that they are briefed in the importance of wearing the PPE
(e.g. safety glasses/goggles, harnesses / sports mouth guards etc.). This must be read in conjunction
with this Health & Safety Policy.



3.32 Radon

The School recognises its duties under the Health and Safety at Work etc. Act 1974, to ensure, so far as
is reasonably practicable, the health and safety of employees and others who use our premises; and
under the Management of Health and Safety at Work Regulations 1999, to assess health and safety risks,
and that this includes radon in the following circumstances:

e Above ground premises in a radon affected area; and

e Occupied below ground premises such as basements and cellars (for example those occupied
greater than an average of an hour per week or approximately 50 hours per year), or those
containing an open water source.

Radon is a colourless, odourless, radioactive gas that occurs in rocks and soils, some building materials
and water. The ground is the most important source as radon can seep out and build up in houses and
indoor workplaces. The highest levels are usually found in underground spaces such as basements,
caves and mines. High concentrations are also found in some buildings because warm air rising draws
radon from the ground underneath buildings to enter through cracks and gaps in the floor. Many parts of
the UK have high radon levels.

Most radon gas breathed in is immediately exhaled and presents little radiological hazard. However, the
decay products of radon are solid materials and are themselves radioactive. These solid decay products,
which may attach to atmospheric dust and water droplets, can then be breathed in and become lodged
in the lungs and airways. Some of these decay products emit particularly hazardous radiation called alpha
particles, which cause significant damage to the sensitive cells in the lung. Radon is now recognised to
be the second largest cause of lung cancer in the UK after smoking.

Radon is measured in units of becquerels per cubic metre, Bq/m3 (the concentration of radioactivity in
air). The average indoor concentration in the UK is 20 Bg/m3.

The School has used the UK Maps of Radon and have identified that the School is within an area with a
maximum radon potential of less than 1% (see map below). The school will review the map, at least every
5 years, to check that there have been no changes.
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3.33 Risk Assessment
Please refer to the school’s Risk Assessment Policy



3.34 Slips, Trips and Falls

The School recognises its duties under general health and safety law to manage risks to staff, pupils,
contractors, and visitors to the site; and that this includes taking steps to control slip and trip risks so that
everyone is able to move around safely.

Slips and trips are the highest cause of workplace injuries, but they are preventable, and most solutions
are simple and low cost. The prevention of slip and trip accidents within the School relies on the
involvement of all employees, and everyone is encouraged to adopt a ‘see it, sort it’ attitude, or to
escalate the matter where they are unable to resolve the issue safely themselves.

Head of Department are responsible for:

Ensuring that good standards of housekeeping are maintained within their areas of responsibility
to reduce the risk of slips and trips (e.g., no trailing cables, not allowing waste to accumulate,
ensuring that walkways are kept clear, ensuring that storage rooms and areas are kept tidy etc.);
and

Ensuring that slip/trip hazards are considered in area, activity, educational visit and event risk
assessments (guidance is available from the HSE here, including a Slips and Trips Hazard
Spotting Checklist_here).

The Director of Operations is responsible for:

Ensuring that for any new flooring, that it is suitable for its intended use

Internal and external steps/stairs are equipped with handrails where necessary, and that step
edges/stair nosing are maintained in good condition;

Ensuring that step edges/stair nosing are made apparent (e.g., by using a permanent contrasting
material on both the tread and the riser etc.) where necessary to aid visibility;

Ensuring that suitable and sufficient internal/external lighting is provided to assist with safe
access/egress, and for normal tasks; and for ensuring that emergency lighting is provided to aid
escape in case of lighting failure;

Ensuring that the condition of access/egress routes, paths, pavements, walkways, stairs, steps
etc. is checked periodically (e.g., during opening/closing checks and/or periodic inspections by
the Estates team etc.), and that any defects identified are rectified in a timely manner, with
suitable barriers/warning signage erected where necessary for safety purposes until repair work
can be completed;

Ensuring that the functionality of internal/external lighting is checked periodically (e.g., during
opening/closing checks.) to ensure that it remains in good working order; and

Ensuring that arrangements are in place to deal with autumn/winter conditions on site to reduce
the risks of slips/trips so far as is reasonably practicable (e.g., procedures to deal with ice, snow
and/or the accumulation of leaves etc.).

The Cleaning Supervisor is responsible for ensuring that:

The cleaning regimes are designed to ensure that dust, grease and other slip and trip hazards
are well controlled;

Cleaning activities which could present a risk of slips or trips (e.g., vacuuming, mopping etc.) are
undertaken outside of peak/busy times wherever possible; and

Waste bins are emptied daily so that waste does not accumulate and cause a trip hazard.

Employees are responsible for:


https://www.hse.gov.uk/slips/preventing.htm
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Ensuring that good standards of housekeeping are maintained within their areas of responsibility
to reduce the risk of slips and trips (e.g., no trailing cables, not allowing waste to accumulate,
ensuring that walkways are kept clear, ensuring that storage rooms and areas are kept tidy etc.);
Ensuring that pupils for whom they are responsible for maintain good standards of housekeeping
(including ensuring that coats and bags are stored so as not to pose a trip hazard);

Adopting a ‘see it, sort it” attitude to slip/trip risks, and for reporting any slip or trip hazards that
they are unable to personally resolve (such as defects to flooring, internal/external lighting etc.)
to the Maintenance department.

Responding to any spillages promptly, ensuring that the affected area is cordoned off where
possible, or that a wet floor sign is used, and that the spillage is cleaned up. Staff should seek
assistance from the Cleaning Supervisor in dealing with the spillage where they are unable to
deal with it themselves (e.g., body fluid spill, hazardous chemical spill, large spill etc.). Cordons
and/or wet floor signs should remain in place until the floor is completely dry.

3.35 Smoking and Vaping

The school has a separate No Smoking Policy which should be read in conjunction with this Health and
Safety Policy.

Smoking (including the use of e-cigarettes) is strictly prohibited across the school site. This policy applies
to all employees, pupils, contractors, and visitors.

Appropriate ‘No Smoking’ signs are clearly displayed at the entrances to and within the premises, and in
all work vehicles.

3.36 Sports & Play Equipment

The School recognises its duties under general health and safety law to ensure, so far as is reasonably
practicable, the safety and health of employees and others (e.g., pupils) who may use equipment
associated with physical education, school sport, and physical activity (referred to as PESSPA
equipment).

The very nature of PESSPA activities involve elements of inherent risks to participants, ranging from
minor trips, slips or collisions, through to catastrophic equipment failure. The School recognises its
responsibilities to manage those risks effectively to reduce the risk of harm occurring and the
seriousness of any potential injury to as low as is reasonably practicable whilst maintaining an
appropriate level of physical challenge.

Some examples of PESSPA equipment include:

Mats and benches

Gymnastic equipment

Indoor and outdoor sports posts, nets, goals and tables

Athletics equipment

Play equipment such as soft play shapes, wheeled equipment such as bikes/trikes etc.
Indoor and outdoor adventure play equipment such as climbing frames, swings, slides etc.
Traverse and climbing walls; and

Fitness equipment such as cardio machines, resistance equipment, free weights etc.

Head of Department are responsible for:

¢ Ensuring that any new sports or play equipment purchased is of acceptable quality in terms of

design, manufacture and durability, e.g., is British (BS) or European Standards (EN) Kitemarked. For

example, domestic adventure play equipment should not be purchased as it is not designed for
heavy use;



¢ Ensuring that all sports and play equipment within their area of responsibility is only used for the
purpose for which it is designed;

e Ensuring that suitable and sufficient risk assessments are undertaken and recorded for use of
PESSPA equipment; and that these are reviewed periodically, following any changes, and/or
following any incidents or near misses associated with the use of PESSPA equipment (guidance is
available from the Association for Physical Education in their publication Safe Practice: in Physical
Education, School Sport and Physical Activity here. For adventure play equipment, guidance is
available from RoSPA here);

¢ Ensuring that, where relevant, PESSPA equipment is formally inspected periodically by a competent
person (guidance is available from the Association for Physical Education in Section 9 of their
publication Safe Practice: in Physical Education, School Sport and Physical Activity available here.
For adventure play equipment, guidance is available from RoSPA here);

e Ensuring that any defects identified through pre-use checks/formal inspections are rectified in a
timely manner, and that any condemned items are immediately removed from service and suitably
disposed of; and

¢ Ensuring that any defective PESSPA equipment is taken out of service whilst awaiting repair or
replacement and clearly marked as out of use.

Employees are responsible for;

Not improvising in the use of PESSPA equipment beyond the design specification of the equipment;

Only using PESSPA equipment in line with their level of competence/training;

Complying with the instructions and training given, including the findings of the risk assessment;

Ensuring that any pupils for whom they are responsible for are appropriately supervised when using

PESSPA equipment in line with the findings of the risk assessment, and that the equipment is age-

appropriate (e.g., not allowing 4-year old pupils to use adventure play equipment that is designed for

ages 5+ etc.);

e Completing visual pre-use checks of PESSPA equipment to ensure that it is safe for use and not
damaged or faulty. Staff must report any defects that they observe to their Head of Department/Line
Manager and ensure that the item is taken out of service and clearly marked as out of use;

e Where relevant, completing pre-use checks of PESSPA equipment to ensure correct assembly
before the activity commences, and remaining vigilant throughout the activity for any unintended
adjustments;

e Where relevant, ensuring that PESSPA equipment is returned to its designated storage facility and
left in a stable position; and

¢ Ensuring that, for dangerous items of PESSPA equipment (e.g., fencing foils, javelins, trampolines

etc.), that they are adequately secured when not in use to prevent access and use by unauthorised

persons (e.g. pupils etc.).

3.37 Tree Management

The School recognises its duty under general health and safety law to have effective systems in place
to manage trees on our sites, particularly those in areas frequently accessed by pupils, staff and the
public.

Each year between 5 and 6 people in the UK are killed when trees or branches fall on them. Around 3
people are killed each year by trees in public spaces. Though the risk of being struck and killed by a
tree or branch falling is extremely low (in the order of one in 10 million for those trees in or adjacent to
areas of high public use).

The Grounds Team are responsible for ensuring that:

e Tree surveys, whereby all trees that the School is responsible for are identified and prioritised (i.e. by
using a zoning system), are undertaken by a competent person;
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o Trees are inspected periodically by competent person to identify any defects such as disease or
structural integrity. Inspections can range from a light touch visual inspection to a more detailed
formal inspection by a specialist. The type of required inspection will vary based upon the tree’s
location (i.e. which zone it is in) and any prior indication of structural instability or disease;

o Where any defects have been identified by a competent person, that appropriate remedial action is
undertaken in a timely manner;

¢ Where defects have been identified by a competent person, but a decision is made to preserve any
tree that presents a risk, that a tree management plan is put in place and regularly reviewed as
required (e.g. if the tree’s condition worsens because of damage, disease or adverse weather); and

¢ Records of all tree surveys, tree management plans, tree inspections, and any subsequent remedial
work are held on file for a minimum of 5 years for audit and compliance purposes.

3.38 Vehicles on Site

Car parking at the beginning and end of the school day is a problem at most schools. Children and parents
arrive and depart in a relatively short period of time and this causes congestion and danger for both
drivers and pedestrians.

All employees must adhere to the following rules regarding parking, and ensure that others (e.g. parents,
contractors, visitors etc.) do the same in order to keep the pupils and other pedestrians safe:

e Cars entering the school site at peak times when pupils are arriving/leaving should proceed with
extreme caution and not exceed 5 miles per hour within the school site;

e Cars should not stop or park on the restricted yellow marked areas outside of school;

e Parents are asked to consider neighbours and park respectfully around school.

The drop off zone (accessed from Hillsway) goes a long way in the battle to cut down on the congestion
inside and outside the school and make it a safer environment for the pupils. If parents use the zone,
they must drive to the front of the line to collect/drop off their child/children, but waiting is strictly prohibited
in order to avoid congestion on Hillsway. They must not perform any reverse procedures or manoeuvre
on the site, and must follow the one way flow.

Visitor parking is at the front of the school and visitors should proceed with caution and observe the speed
restrictions at all times.

3.39 Vibration

The School recognises its duties under the Control of Vibration at Work Regulations 2005 to eliminate
or reduce risks to health and safety from vibration at work through:

e Assessing the risks to our employees;

e Taking action to reduce the vibration exposure that produces those risks;

¢ Making sure the legal limits on Hand Arm Vibration (HAV) and Whole Body Vibration (WBV) are not
exceeded (i.e. that exposure is not at or above the daily Exposure Limit Value, or ELV);

¢ Maintaining and ensuring the use of equipment provided to control vibration risks;

¢ Providing employees with information, instruction and training; and

¢ Arranging for employees to receive health surveillance where there is a risk to health.

Hand-arm vibration (HAV) can be caused by:

e Operating hand-held power tools, such as road breakers
e Operating hand-guided equipment, such as powered lawnmowers; and/or
¢ Holding materials being processed by hand-fed machines, such as pedestal grinders



Occasional exposure is unlikely to cause ill health, but significant exposure can cause Hand Arm
Vibration Syndrome (HAVS) - a painful and disabling condition that affects the nerves, blood vessels,
muscles and joints of the hands and arms. It causes tingling and numbness in the fingers, reduces grip
strength and the sense of touch, and affects the blood circulation (vibration white finger, also known as
VWEF).

Whole-body vibration (WBV) mainly affects drivers of vehicles used off-road, such as agricultural tractors.
WBYV is associated mostly with low back pain. However, back pain can also be caused by other factors,
such as manual handling and postural strains, and while exposure to vibration and shocks may be
painful for people with back problems, it will not necessarily be the cause of the problem.

Head of Department are responsible for:

Identifying those activities, equipment, machinery etc. that may produce significant levels of
HAV/WBYV within their area of responsibility (guidance on HAV is available from the HSE here.
Guidance on WBYV is available from the HSE here). This is likely to be relevant for departments
including Maintenance and Grounds Maintenance etc;
Working with the Facilities & Operations Fire Manager to ensure that suitable and sufficient HAV
and/or WBV risk assessments are undertaken, and that these are reviewed periodically, following
any changes, and/or following any accidents, incidents, near misses, and/or any reports of
symptoms and/or occupational disease relating to vibration exposure (guidance on risk assessing
HAV is available from the HSE here. Guidance on risk assessing WBYV is available from the HSE
here). The risk assessment means more than just taking measurements of HAV/WBYV, and should:
Identify where there may be a risk from HAV/WBYV and who is likely to be affected,;
Contain an estimate of employees’ exposures to HAV/WBYV (or confirmed HAV/WBYV exposure levels,
i.e. via a report or survey completed by a competent person, such as an external occupational
hygienist) and compare the exposure with the daily exposure action values (EAV) and exposure limit
values (ELV) as follows:
- EAV for HAV - daily exposure of 2.5 m/s2 A(8);
- ELV for HAV - daily exposure of 5 m/s2 A(8);
- EAV for WBV — daily exposure of 0.5 m/s2 A(8);
- ELV for WBYV - daily exposure of 1.15 m/s2 A(8;
Identify what needs to be done to comply with the law, i.e. if the risk assessment identifies that
employees are likely to be exposed to HAV/WBYV above the daily ELV, immediate action must be
taken to reduce their exposure below the limit value (details of which must be recorded in the risk
assessment). If the risk assessment identifies that employees are likely to be exposed to HAV/WBV
above the daily EAV, a programme of controls must be introduced to eliminate or reduce their daily
exposure so far as is reasonably practicable (details of which must be recorded in the risk
assessment);
Identify any employees who need to be provided with health surveillance and whether any are at
particular risk.
Ensuring that the legal limits on HAV/WBV exposure are not exceeded for activities within their area
of responsibility, i.e. the ELVs — a daily exposure of 5 m/s2 A(8) for HAV, and a daily exposure of
1.15 m/s2 A(8) for WBV;
Providing employees exposed to HAV with suitable training and instruction on:
¢ The health effects of hand-arm vibration;
e Sources of hand-arm vibration;
o Whether they are at risk, and if so whether the risk is high (above the ELV), medium
(above the EAV) or low;
e The risk factors (e.g., the levels of vibration, daily exposure duration, regularity of
exposure over weeks, months and years);
o How to recognise and report symptoms associated with HAV exposure;


https://www.hse.gov.uk/vibration/hav/advicetoemployers/index.htm#problem
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The need for health surveillance, how it can help them remain fit for work, how the School

plans to provide it, how the School plans to use the results and the confidentiality of the

results (where health surveillance has been identified as a requirement);

Ways to minimise risk including:

- Changes to working practices to reduce vibration exposure;

- Correct selection, use and maintenance of equipment;

- Correct techniques for equipment use, how to reduce grip force etc;

- Maintenance of good blood circulation at work by keeping warm and massaging
fingers and, if possible, cutting down on smoking.

e Providing employees exposed to WBV with suitable training and instruction on:

The possible link to back pain from exposure to whole-body vibration, including from large
shocks and jolts;

The likely sources of hazardous vibration;

The risk factors (e.g., severity of vibration and length of exposure, increased risk from poor
posture or manual handling of heavy objects);

The findings of the WBYV risk assessment including decisions on which employees’
vibration

exposures need to be managed;

The measures the School is using to control the risks;

The need for health surveillance, how it can help them remain fit for work, how the School
plans to provide it, how the School plans to use the results and the confidentiality of the
results (where health surveillance has been identified as a requirement);

How to report back problems; and

The ways they can help to minimise risk.

¢ Ensuring that where health surveillance is identified as necessary (i.e. for all employees who are
likely to be regularly exposed above the EAV, or are considered to be at risk for any other reason),
that they liaise with the Health & Safety and Fire Manager to set up a scheme in consultation with
the affected employees, and with input from a competent occupational health professional (please
refer to the Health Surveillance section of this Policy for further information); and

e Taking vibration values into account when purchasing or hiring plant/machinery/equipment.

Employees must:

Report any defects to vibration control equipment to their Head of Department/Line Manager;
Comply with the instructions and training given, including the findings of the risk assessment;

Attend all health surveillance appointments (N.B. these will be organised to take place during
employees’ normal working hours); and

Report to their Head of Department/Line Manager if they are experiencing any symptoms associated

with vibration exposure, including:

Tingling and numbness in the fingers

Not being able to feel things properly (i.e. loss of dexterity)

Loss of strength in the hands

Fingers going white (blanching) and becoming red and painful on recovery (particularly in
the cold and wet, and probably only in the tips at first)

3.40 Violence and Aggression at Work

Violence at work is defined by the Health and Safety Executive (HSE) as ‘any incident in which a person
is abused, threatened or assaulted in circumstances relating to their work.

It is important to remember that this can include:
e Verbal abuse or threats, including face to face, online and via telephone; and
e Physical attacks



This might include violence from colleagues, members of the public, contractors, and pupils towards a
person at work. For violence to be work-related, it must be in connection with the work activity (e.g. it
does not include such situations as personal disputes between employees, and violence between people
not at work, such as pupils etc.).

Violence or aggression perpetrated by employees whilst at work will not be tolerated and will be treated
as a disciplinary offence (up to and including dismissal and, if appropriate, criminal action).

Head of Department are responsible for:

¢ Identifying those work activities within their area of responsibility that may present a risk of work-
related violence or aggression (e.g. provision of security services, staff responding to intruder
alarm call outs, front of house employees, customer services teams etc.);

o Ensuring that suitable and sufficient risk assessments are undertaken and recorded for activities
presenting a risk of work-related violence or aggression; and that these are reviewed periodically,
following any changes, and/or following any incidents or near misses associated with work-related
violence or aggression (guidance is available from the HSE here);

¢ Ensuring that employees who undertake activities that may present a risk of work-related violence
or aggression are provided with suitable training and instruction in line with the findings of the risk
assessment

The Facilities & Operations Manager is responsible for investigating any reported incidents of violence or
aggression at work, and for reporting incidents to the enforcing authority where required (i.e. where
incidents are reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013), and Police where required.

Employees are responsible for:

e Treating all colleagues, visitors, pupils and contractors with dignity and respect;
¢ Reporting all work-related incidents of violence or aggression in line with the School’s Accidents,
Incidents, Near Misses and Occupational lll Health Reporting, Recording and Investigation Policy

3.41 Visitors

Please refer to the School’s Visitor policy.

3.42 Welfare Facilities & Workplace Environment

Derby High School will comply with the Workplace (Health, Safety and Welfare) Regulations 1992 in
order to promote an organisation wide culture of health, safety and welfare in the workplace.

Maintenance of Workplace, Equipment, Devices and Systems

All equipment, devices and systems which fall under the scope of these regulations, including the
workplace itself, will be maintained (including being cleaned as appropriate) in an efficient condition and
in a good state of working order and repair. Where appropriate this will include such items being subject
to a suitable system of maintenance.

Ventilation

The Facilities & Operations Manager will work with staff to ensure that effective and suitable provision is
made to ensure that every enclosed workspace is ventilated by a sufficient quantity of fresh or purified
air. Windows or other openings may provide sufficient ventilation but, where necessary, mechanical
ventilation systems are installed and are regularly maintained

Temperature in Indoor Places



Although no values are accorded to temperatures in the regulations, the school ensures that, during
working hours, the temperature inside buildings is reasonable, i.e. has achieved 16°C within one hour of
work commencing. To achieve a reasonable indoor temperature the school will not use a method of
heating or cooling which results in the escape into the workplace of fumes, gas or vapour which could be
injurious or offensive to any person.

Lighting

Every workplace inside the school should have suitable and sufficient lighting suitable to the tasks
performed. Such lighting will, as far as is reasonably practicable, be natural and emergency lighting will
be provided in any room in circumstances where occupants would be exposed to dangers in the event of
the failure of artificial lighting. All employees should inform the Facilities & Operations Manager if lighting
is not adequate.

Cleanliness, Floors, Traffic Routes and Waste Materials

All work areas, classrooms, furniture, furnishings and fittings are kept sufficiently clean. Surfaces of walls,
floors and ceilings of all work and teaching spaces inside buildings will be capable of being kept
sufficiently clean. As far as is reasonably practicable, waste materials are not allowed to accumulate in
any work and teaching spaces except in suitable receptacles.

The construction of all floors and traffic routes are suitable for the purpose for which it is used, including
the absence of unevenness, holes (unless suitably guarded to prevent falls), slopes (unless suitably hand
railed) and slippery surfaces that constitute a risk to health and safety. All floors have an adequate means
of drainage where necessary.

So far as is reasonably practicable all floors and traffic routes are kept free of obstructions, articles and
substances that may cause a person to slip, trip or fall.

All traffic routes which are staircases are fitted with suitable and sufficient handrails and where
appropriate, guardrails, unless a handrail cannot be provided without obstructing the traffic route.

Windows, and Transparent or Translucent Doors, Gates and Walls
Please refer to the Glazing & Window Safety section of this Policy for further information

Windows, Skylights and Ventilators
Please refer to the Glazing & Window Safety section of this Policy for further information

Organisation, etc. of Traffic Routes

The school is organised in such a manner so that pedestrians and vehicles can circulate in a safe
manner. There is an exception at the beginning and end of each day. Extreme caution by all parties is
required and pupils are reminded of the dangers. Traffic routes will, as far as is reasonably practicable,
be suitable for the persons or vehicles using them (including taking into account the separation of
pedestrians and traffic using the same routes), be sufficient in number, be in suitable positions and of
sufficient size. All traffic routes are suitably signed.

Please refer to section 3.32 (Vehicles on Site) section of this policy for further details.

Doors and Gates
Doors and gates are suitably constructed (including being fitted with safety devices where appropriate)
and:

e Any powered door or gate will have suitable and effective features to prevent it causing injury by
trapping any person, and, where necessary for reasons of health and safety, can be operated
manually unless it opens automatically in the event of a power failure e.g. roller shutter in the
kitchen; and



Toilets, Washing Facilities and Changing Rooms

e A suitable and sufficient number of sanitary conveniences and washing facilities are provided at
readily accessible places, with separate facilities for the sole use of pupils (with separate toilet
facilities for boys and girls aged 8 years or over provided except where the toilet facility is provided
in a room that can be secured from the inside and that is intended for use by one pupil at a time),
and that washing facilities have an adequate supply of hot and cold water;

¢ Suitable changing facilities are provided for staff whose work requires them to change into special
clothing, and that suitable and secure space is provided for such staff to store their own clothing
and special clothing;

e Suitable changing accommodation and showers are provided for pupils aged 11 years or over at
the start of the school year who receive physical education; and

¢ The rooms containing the toilets, washing facilities and changing rooms/showers are adequately
ventilated and lit and are kept in a clean and orderly condition by the Domestic team

Drinking Water

An adequate supply of high quality drinking water will be provided for all persons within the School.
Additionally, suitable and sufficient drinking vessels will be provided unless the supply of drinking water
is in a jet from which persons can drink easily.

Staff Facilities for Rest and to Eat Meals

Suitable and sufficient rest facilities, in the form of rest rooms or rest areas, will be provided at readily
accessible places, including suitable facilities to eat meals. Rest rooms and/or areas will include
arrangements and facilities for pregnant women or nursing mother to rest.

Filing and storage

Incorrectly used filing cabinets can become unstable. If too many drawers are opened at one time they
may topple over. All filing cabinets are to have the lowest drawer loaded first and only one drawer is to
be opened at a time.

3.43 Work at Height

The school recognises its duties under the Work at Height Regulations 2005 to:

e Avoid work at height where it is reasonably practicable to do so;

¢ Where work at height cannot be avoided, prevent falls using either an existing place of work that
is already safe or the right type of equipment; and/or

e Minimise the distance and consequences of a fall, by using the right type of equipment where the
risk cannot be eliminated.

'Work at height' means work in any place where, if there were no precautions in place, a person could
fall a distance liable to cause personal injury (for example, falling from a ladder or flat roof, a fall through
a fragile roof, or a fall into an opening in a floor or a hole in the ground etc.). Working at height remains
one of the biggest causes of fatalities and major injuries. Common cases include falls from access
equipment such as mobile tower scaffolds, ladders and stepladders, and through fragile surfaces

Head of Department are responsible for:

e Ensuring that approval is obtained from the Facilities & Operations Manager prior to purchasing any
access equipment (e.g. kickstools, stepladders, ladders, working platforms etc.) for use by their
department;

e Ensuring that access equipment used within their department meets appropriate standards (e.g., for
ladders, Industrial Class 1 — BS203 for heavy industrial use, or Commercial Class |l - BSEN1312 for
light trade use). Ladders intended for domestic use (i.e., Class Ill - BS2037), must not be used for
work activities;



Identifying all work at height activities undertaken by staff (and where relevant, pupils) within their
area of responsibility;

Ensuring that suitable and sufficient risk assessments are undertaken for all work at height activities
to identify the hazards and the precautions required to either eliminate the risk, or reduce it so far as
is reasonably practicable. The assessments should consider both the work to be done and the most
appropriate access equipment to be used to achieve a safe system of work. The detail of the
assessment will depend on the level of risk involved (guidance on risk assessing work at height
activities is available from the HSE here). Head of Department should take a sensible approach
when considering precautions. Low-risk, relatively straightforward tasks will require less effort when it
comes to planning and there may be some low-risk situations where common sense tells you no
particular precautions are necessary;

Ensuring that work at height risk assessments are reviewed periodically, following any changes,
and/or following any accidents, incidents, and/or near misses;

Ensuring that the need to undertake work at height is eliminated whenever it is reasonably
practicable to do so (e.g., by removing high-level storage where possible, using extendable tools
from ground level to remove the need to climb a ladder etc.);

Ensuring that where it is not practicable to eliminate the need to undertake work at height, that the
risk is reduced so far as is reasonably practicable in line with HSE guidance here;

Ensuring that employees (and where relevant, pupils) undertaking work at height activities have the
sufficient skills, knowledge and experience to perform the task, or, if they are being trained, that they
work under the supervision of somebody competent to do it. In the case of low-risk, short duration
tasks (short duration means tasks that take less than 30 minutes) involving ladders, competence
requirements may be no more than making sure employees receive instruction on how to use the
equipment safely (e.g., how carry out pre-use checks, how to tie a ladder properly etc.) and
appropriate training (N.B. an online Work at Height training course is available. Training often takes
place on the job, it does not always take place in a classroom, but a record of any training delivered
must be retained on file for audit and compliance purposes.

Ensuring that users are instructed on the need to undertake visual pre-use checks of access
equipment such as kickstools, stepladders, and ladders to ensure that they are in a safe condition
for use. In the case of mobile tower scaffolds and scaffolding, Head of Department are responsible
for ensuring that a formal inspection is completed and recorded by a competent person prior to its
first use (i.e. after being erected), every 7 days that it remains in place, after bad or excessively dry
weather or high winds or another event likely to have affected its strength or stability, and/or after
any substantial additions or other alterations. In the case of Mobile Elevated Work Platforms
(MEWPs —i.e., cherry pickers, scissor lifts etc.), Head of Department are responsible for ensuring
that a formal pre-use inspection is completed and recorded by a competent person prior to each use;
Ensuring that any defects to access equipment within their area of responsibility identified through
pre-use/periodic inspections are rectified in a timely manner;

Ensuring that any defective items of access equipment are taken out of service whilst awaiting repair
or replacement and clearly marked as out of use;

Ensuring that there is a means for securing access equipment (such as stepladders, ladders etc.)
when not in use to prevent use by unauthorised persons (e.g., pupils etc.);

The Director of Operations is responsible for:

Overseeing the management of work at height activities undertaken by contractors working on
behalf of the School (please refer to the School’s Control of Contractors Policy for further
information).

Providing advice and guidance on the management of work at height activities upon request;
Responding to requests for employees to undertake work at height activities above 2m and/or roof
work (including work on flat roofs);

Responding to requests for approval for pupils to undertake work at height activities;


https://www.hse.gov.uk/pubns/indg401.pdf
https://www.hse.gov.uk/work-at-height/step-by-step-guide.htm

¢ Maintaining a register of access equipment (e.g., kickstools, stepladders, ladders etc.), and for
ensuring that they are subject to periodic formal inspections (every 6 months as a minimum) by a
competent person to ensure that they remain safe for use;

o Ensuring that safe-line systems and any associated safety equipment is inspected periodically by a
competent person in line with the manufacturers’/installers’ recommendations, that any defects are
rectified in a timely manner, and that only persons with sufficient competence are permitted to use
the systems; and

¢ Investigating any reported accidents, incidents, or near misses associated with work at height in line
with the School’s Reporting of Accidents RIDDOR Policy.

Employees must:

¢ Not, under any circumstances, use chairs, tables/desks or other furniture as an item of access
equipment;

¢ Not, under any circumstances, undertake any work at height above 2m (i.e., where feet are above
2m) and/or roof work (including work on flat roofs) without prior approval (via submission of a
satisfactory risk assessment) from the Facilities & Operations Manager, and must never undertake
such work alone;

¢ Not permit pupils to undertake any work at height activities without prior approval (via submission of
a satisfactory risk assessment) from the Facilities & Operations Manager

e Comply with the instructions and training given, including the findings of the risk assessment;

¢ Complete visual pre-use checks of access equipment and report any defects that they observe to
their Head of Department/Line Manager and ensure that the item is taken out of service and clearly
marked as out of use;

o Ensure that access equipment such as stepladders, ladders etc. are adequately secured when not in
use to prevent use by unauthorised persons (e.g., pupils etc.); and

¢ Not use ladders or stepladders for strenuous or heavy tasks, only use them for light work of short
duration (a maximum of 30 minutes at a time). Guidance on the safe use of ladders and stepladders
(including how to complete pre-use checks) is available from the HSE here.

3.44 Work Equipment and Machinery

The School recognises its duties under the Provision and Use of Work Equipment Regulations 1998 to
ensure that equipment provided for use at work is:

e Suitable for the intended use;

e Safe for use, maintained in a safe condition and inspected to ensure it is correctly installed and
does not subsequently deteriorate;

e Used only by people who have received adequate information, instruction and training;

e Accompanied by suitable health and safety measures, such as protective devices and controls.
These will normally include guarding, emergency stop devices, adequate means of isolation from
sources of energy, clearly visible markings and warning devices; and

e Used in accordance with specific requirements, for mobile work equipment and power presses.

Work equipment is any machinery, appliance, apparatus, tool or installation for use at work (whether
exclusively or not), such as hammers, knives, ladders, fixed machinery, power tools, photocopiers, ride-
on mowers, lifting equipment etc. This includes equipment which employees provide for their own use at
work. The scope of work equipment is therefore extremely wide. The use of work equipment is also very
widely interpreted and '...means any activity involving work equipment and includes starting, stopping,
programming, setting, transporting, repairing, modifying, maintaining, servicing and cleaning'.

All work equipment used in the course of work activities, whether provided by the School, on hire, on
lease, or belonging to individuals, should be safe for use, suitable for the task and properly maintained in
accordance with current legislation and the manufacturers’/suppliers’ instructions.


https://www.hse.gov.uk/work-at-height/ladders/types-of-ladder.htm

Head of Department are responsible for ensuring that:

e Approval is obtained from the Facilities & Operations Manager prior to purchasing and/or hiring
any plant/machinery for use by their department;

e Any new work equipment purchased conforms with the essential requirements of any relevant
product supply law. For new machinery, this means the Supply of Machinery (Safety) Regulations
2008;

o Work equipment used by staff and pupils within their area of responsibility is suitable for Intended
use - equipment selected must be suitable for the particular work it is provided to do, i.e. both for
the operation concerned and for the conditions under which it will be used



Work equipment used by staff and pupils within their area of responsibility is maintained in a safe
condition. Equipment must be maintained in a safe working order (i.e. in line with
manufacturers’/installers’ recommendations) and in a good state of repair. The extent of
maintenance required will vary with the complexity of the equipment, but even the simplest hand
tools and sports equipment should be subject to a visual check for defects before use. For
complex equipment such as plant and machinery, maintenance is likely to involve routine internal
servicing/maintenance conducted by competent staff, and/or external servicing/maintenance
undertaken by specialist contractors (guidance is available from the HSE here. Guidance is also
available from other relevant bodies, such as CLEAPSS for Art, Science and Design Technology,
and the_Design _and Technology Association or DATA for Design Technology). Head of
Department are responsible for ensuring that suitable maintenance schedules are drawn up, and
that records of both internal and external servicing/maintenance are held for audit and compliance
purposes. Records should be retained for a minimum of 3 years;

Work equipment used by staff and pupils within their area of responsibility is inspected periodically
by a competent person in line with statutory requirements where necessary — equipment such as
lifting equipment, gas appliances, pressure systems, and local exhaust ventilation (LEV) require
statutory inspections.

Any defects reported to them are dealt with promptly, and that the equipment is either repaired by
a competent person or replaced;

Any work equipment that is in a dangerous condition is securely removed from service and marked
as ‘out of use’ whilst awaiting repair or disposal;

Risk assessments extend to cover the use of work equipment, and that these consider the
hazards associated with starting or stopping the equipment, repairing, modifying, maintaining,
servicing, cleaning and transporting the equipment where relevant (guidance is available from the
HSE here. Guidance is also available from other relevant bodies, such as_ CLEAPSS for Art,
Science and Design Technology, and the Design and Technology Association or DATA for Design
Technology);

Suitable hardware measures are in place to either eliminate or reduce the risk — this includes
control measures such as suitable guarding, protection devices, markings (e.g. safe working load,
safety signage) and warning devices, system control devices (such as emergency stop buttons
and isolation/lock off switches) and personal protective equipment. These protective measures
should follow the hierarchy laid down in PUWER regulation 11(2) and the PUWER Approved Code
of Practice and guidance or, for woodworking machinery, the Safe use of woodworking machinery:
Approved Code of Practice and guidance;

Suitable software measures are in place to either eliminate or reduce the risk — this includes
control measures such as written safe systems of work, information, instruction, training, and
supervision;

In areas used by pupils that house items of fixed machinery (such as Design Technology
workshops, etc.), that the standards set out in BS 4163 Health and safety for design and
technology in schools and similar establishments — Code of practice are met;

Work equipment is only used by staff (and where relevant, pupils) who have received adequate
information, instruction, and training in its use — the level of information, instruction, and training
required may vary according to the complexity of the work equipment. For low risk equipment, in-
house training delivered by another competent member of staff, coupled with a briefing on the risk
assessment, may suffice. For more complex equipment such as fixed machinery, specialist
external training may be required (guidance is available from the HSE here. Guidance is also
available from other relevant bodies, such as CLEAPSS for Art, Science and Design Technology,
and the_Design _and Technology Association or DATA for Design Technology). Head of
Department are responsible for ensuring that records of both internal and external training in the
use of work equipment are held for audit and compliance purposes. Records should be retained
for a minimum of 3 years; and

Where the use of work equipment is likely to involve a specific risk to health and safety (e.g.
woodworking machinery, metalworking machinery, grounds maintenance plant/machinery, and
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chainsaws etc.), ensure that the use of the equipment is restricted to those people trained and
appointed to use it (e.g. locking items away with keys restricted to authorised persons, use of keys
safes, use of lockable isolators etc.).

Where work equipment is hired or leased from a third party, Head of Department are responsible
for ensuring that:

e The equipment hired is suitable for the task that it is to perform, and for the environment
in which it will be used in;

e They obtain evidence from the hire/leasing company that the equipment has been
properly maintained and inspected before work commences, with proof in the form of
an inspection certificate or similar;

e The equipment is supplied with all relevant information (maintenance schedule, etc.)
and operating instructions;

A qualified or competent employee is available to use the equipment

¢ Any maintenance/inspection that is required is carried out at the correct intervals by a
competent person;

e Any defects are promptly reported to the hire/leasing company; and

¢ Any hired/leased work equipment that is in a dangerous condition is securely removed
from service and marked as ‘out of use’ whilst awaiting repair/collection by the
hire/leasing company.

Employees are responsible for:

e Only using work equipment when authorised and competent to do so;

e Only using work equipment for its intended purpose (i.e. not improvising);

e Completing visual checks of work equipment prior to use and reporting any defects to
their Head of Department/Line Manager immediately;

e Not bringing in and using their own equipment for work purposes unless prior
permission has been granted from their Head of Department/Line Manager;

e Complying with the instructions and training given regarding safe use, including the
findings of the risk assessment.

3.45 Work Experience Placements

The term work experience refers to all forms of work-related activity for pupils, including work
tasters, running a student enterprise, participation in a social action project, volunteering or a
placement with an external employer.

Work experience gives pupils vital insight into the world of work, encourages them to aspire to
great things, and helps them to prepare for their future. It bridges the gap between School,
further education, and work, and helps pupils make decisions about their future and develop
new and existing skills.

The primary responsibility for workplace health and safety rests with the employer (i.e. the work
experience provider). However, the School recognises its duty under general health and safety
law, for work experience which it organises on behalf of pupils, the need to take reasonable
steps to satisfy itself that any work- related risks to a pupil are managed by the employer (noting
that, in some cases, the School may be the employer). This includes for any work experience
organised by pupils themselves, and/or their parents/carers/guardians where this is connection
with the School (e.g. the School requires that the pupil undertakes a work experience
placement).

The Work Experience Co-ordinator is responsible for:



Liaising with pupils and parents/carers/guardians to make sure employers knows in
advance about pupils who might be at greater risk, for example due to disabilities, health
conditions or learning difficulties, so they can consider this in their risk assessments/risk
management arrangements;

Liaising with the employer to pass on any relevant information and advise on the
suitability of a pupil for a particular placement;

Ensuring that suitable checks have been undertaken to confirm that the employer has
appropriate risk management arrangements in place (as outlined by the HSE here) prior
to authorising work experience. This includes obtaining a copy of the employer’s
Employers’ Liability insurance certificate and confirming with the employer that their
insurance extends to cover pupils on work experience;

Ensuring that suitable checks have been undertaken to confirm that the employer has
suitable safeguarding arrangements in place (as outlined in Keeping Children Safe in
Education, paragraphs 329 — 334);

Ensuring that suitable records of the above are retained on file for a minimum of three
years for audit and compliance purposes.



https://www.hse.gov.uk/young-workers/organisers.htm
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