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Introduction

Haberdashers’ Academies Trust South is committed to managing health and safety effectively to protect our
students, employees, volunteers, visitors and all other persons with whom we interact.

Our Health and Safety Policy Statement sets out our commitment and the objectives we aspire to in managing
health and safety. It is signed by the most senior person in our organisation to demonstrate that our
commitment is led from the top.

Our approach to managing health and safety will be pragmatic and proportionate and will be prioritised
according to risk with the objective of maintaining continuous improvement. We accept that we cannot
eliminate risk from everything we do but we can manage risk in such a way that exposure to hazards is
controlled as far as is reasonably practical.

We recognise that improvement in health and safety will not happen by chance and that planning to manage
using a systematic approach through risk assessment is a necessary first step and an ongoing process. In
moving forwards, we will wherever possible eliminate risk through selection and design of buildings, facilities,
equipment and processes. Where risks cannot be eliminated, they will be minimised using physical controls
or, as a last resort, through systems of work and personal protection.

Our success in managing health and safety will be measurable and we look to establish performance standards
against which we can monitor our progress to identify future actions to go into our improvement programme.

Based on our performance measurement in the form of accident monitoring, internal monitoring and external
audits we will review our health and safety arrangements periodically and at least annually. The results of our
measurement will be recorded and presented to the Board in our Annual Report.



Health and Safety Statement of Intent

The Trust Board, through its Trustees and Executive Leadership, is committed to ensuring, so far as is
reasonably practicable, the health, safety and welfare of all employees, pupils, visitors, contractors and others
who may be affected by the Trust’s activities.

The Trust recognises its responsibilities under the Health and Safety at Work etc. Act 1974 and associated
legislation and is committed to complying with all relevant statutory requirements, guidance and best practice,
including that issued by the Health and Safety Executive (HSE), the Department for Education (DfE) and
relevant public health bodies.

The Trust will:

e Promote a positive and proactive health and safety culture across all schools and Trust operations

e Adopt a systematic approach to managing health and safety through the principles of Plan, Do,
Check, Act, ensuring continuous improvement

e Provide, maintain and monitor a safe and healthy working and learning environment

e Ensure that risks are effectively identified, assessed and controlled

e Provide appropriate information, instruction, training and supervision to enable staff to carry out
their duties safely

e Consult and engage with employees, recognised trade unions and other stakeholders on health and
safety matters

e Monitor, review and improve health and safety performance across the Trust

The Trust Board retains ultimate accountability for health and safety across all Trust activities. While day-to-
day management responsibilities are delegated to individual schools and their leadership teams, each school
must operate in accordance with this Trust Health and Safety Policy.

All local health and safety policies must align with and support the principles set out in this Trust-wide policy.

All Trust personnel, including Trustees, staff, volunteers and contractors, are expected to understand and
comply with this policy and associated procedures. Employees have a legal duty to take reasonable care for
their own health and safety and that of others who may be affected by their acts or omissions.

The Trust will ensure appropriate governance and oversight arrangements are in place, including the
provision of an annual Health and Safety report to the Trust Board.

This Statement of Intent will be reviewed regularly and formally updated at least annually, or sooner where
required, to reflect changes in legislation, guidance or Trust operations.

Jan Shadick,
Chief Executive Officer (CEO)

1%t September 2026
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Rationale

The safety and well-being of our students, staff, contractors, suppliers, and the wider community is a top
priority at Haberdashers’ Academies Trust South (the Trust). We have implemented a robust health and safety
system with a strong focus on continuous improvement. Our approach emphasises:

e Accountability: ensuring health and safety responsibilities are clearly defined and integrated into all Trust
activities

e  Performance monitoring and evaluating health and safety performance to drive improvement

e  Compliance: meeting statutory requirements and recognised standards through regular review and
assurance

e  Transparency: Openly communicating health and safety matters with stakeholders

To support this, the Trust prioritises training, awareness and engagement at all levels ensuring that individuals
are equipped to contribute to a safe and positive environment.

Alms
To support effective management of health and safety the Trust aims to:

e  Foster a Safety Culture: Maintain a positive health and safety culture across all schools

e  Empower Employees: Equip staff with the knowledge, skills and support to proactively manage health
and safety in their roles

e  Manage Risk Effectively: Ensure that risks are identified, assessed and appropriately controlled

e  Prioritise Employee Well-being: Promote the health and wellbeing of staff and students

e Engage the Workforce: Engage employees in Improving health and safety practices

e Integrate Safety into Operations: Incorporate health and safety considerations into all aspects of the
Trust's operations

e Manage Contractors Effectively: Ensure that contractors and partners operate in line with Trust
expectations

e Monitor and Improve: Regularly review performance and take appropriate action to support continuous
improvement, investigate incidents, and implement corrective actions

These aims will be delivered through effective leadership, clear governance arrangements and active

engagement across the Trust.

Implementation

The Trust will implement these aims through defined roles, responsibilities and procedures set out within
this policy. All staff and stakeholders have a role to play in maintaining a safe and healthy environment,
supported by appropriate training, guidance and supervision.



Health and Safety Roles and Responsibilities

Trust Board

The Trust Board has the ultimate responsibility for the health and safety of its schools but discharges this
responsibility through the CEO down to individual managers, and the senior leadership team. The Board will
ensure that:

e |t provides a lead in developing a positive health and safety culture throughout the organisation
o Allits decisions reflect its health and safety intentions

e Adequate resources are made available for the implementation of health and safety

e  They promote the active participation of employees in improving health and safety performance
e  They review the health and safety performance of schools annually

Chief Executive Officer

The CEO has overall responsibility for ensuring our compliance with Health and Safety legislation but delegates
the responsibility for implementation to Principals and Senior Leaders. The CEO will ensure that:

e  The Trust's Health and Safety Policy is implemented, monitored, developed, communicated effectively,
reviewed and amended as required

e  Ahealth and safety plan of continuous improvement is created and senior management monitor progress
against agreed targets

e Suitable and sufficient funds, people, materials and equipment are provided with support to enable
health and safety aims to be met

e A system of communication and consultation with employees is established

e  Effective training programmes have been put into place

e  Senior management designated with health and safety responsibilities are provided with support to
enable health and safety objectives to be met

e  Anpositive health and safety culture is promoted and that senior management develop a pro-active safety
culture which will permeate into all activities undertaken and reach all personnel

e Anannual report on the safety performance of the company is presented to the Board

e An IOSH accredited representative is present in each school or cluster

Principals

The Principals’ responsibilities are to ensure all employees understand and comply with the Trust’s Health and
Safety Policy. They must have a thorough knowledge of the Health and Safety at Work Act 1974 and other
relevant legislation.

In addition, each Principal will ensure that in their areas of control:

e  They actively lead the implementation of our Health and Safety Policy

e  They supervise their staff to ensure that they work safely, providing increased supervision for all workers

e  Safe systems of work are developed and implemented

e  Risk assessments are completed, recorded and regularly reviewed

e  Accidents, ill health and 'near miss' incidents at work are investigated, recorded and reported and that
all reasonable steps are taken to prevent or reduce the likelihood of a recurrence (including reporting
under Reporting of Injuries, Diseases & Dangerous Occurrences Regulations (RIDDOR))



They communicate and consult with staff on health and safety issues

They encourage staff to report hazards and raise health and safety concerns

Safety training for staff is identified, undertaken and recorded to ensure staff are competent to carry out
their work in a safe manner

Premises, plant and work equipment are maintained in a safe condition

Statutory examinations are planned, completed and recorded

Personal protective equipment is provided; staff instructed in its use and that records are kept
Adequate arrangements for fire and first aid are established

Any safety issues that cannot be dealt with are referred to the Head of Capital Works and Trust Health
and Safety Manager for action

Welfare facilities provided are maintained in a satisfactory state

Hazardous substances are stored, transported, handled and used in a safe manner according to
manufacturers' instructions and established rules and procedures

Health surveillance is carried out and records are kept

Contractors engaged are reputable, can demonstrate a good health and safety record and are made
aware of relevant local health and safety rules and procedures

Health and safety notices are displayed

Agreed safety standards are maintained particularly those relating to housekeeping

Health and safety rules are followed by all

Trust Senior Leadership Team

The Senior Leadership Team’s responsibilities are to ensure all employees understand and comply with the
Trust’s Health and Safety Policy. They must have a thorough knowledge of the Health and Safety at Work Act
1974 and other relevant legislation.

In addition, each Executive Team Member shall:

Ensure staff are fully aware of their health and safety responsibilities

Ensure safe working practices are developed and implemented and address non-compliance promptly
Take ownership of health and safety within their area of responsibility

Delegate regular safety inspections and review findings

Demonstrate strong leadership in promoting a positive safety culture

Implement the Health and Safety Policy

Analyse annual health and safety performance and develop improvement plans

Ensure that health and safety features on leadership meeting agendas

Maintain safe working systems and prioritise employee well-being

Ensure adequate welfare facilities are provided

Investigate accidents/incidents are reported and ensure any follow-up actions or learning points are
addressed

Ensure safety training for staff is identified, undertaken and recorded to ensure they are competent to
carry out their work in a safe manner

Trust Health & Safety Manager

Recognising the importance of effective health and safety management across the Trust, the Trust has
appointed a Health and Safety Manager to provide oversight, assurance to the Trust Board and continuous
improvement of health and safety practices across all schools. The Health & Safety Manager will act in an
advisory and monitoring capacity to the Trust and is responsible for:



Ensuring that the Trust’s Health and Safety Policy and systems and procedures are implemented and
applied effectively across the schools

Ensuring that health and safety documentation is current, compliant and fit for purpose

Staying informed about health and safety legislation and best practices

Verifying compliance with safety standards and regulations

Ensuring adequate welfare facilities and first aid provisions

Promoting an attitude of safety and safe working by adopting standards of best practice across Site teams
and the school’s estate

Managing statutory reporting requirements by developing, promoting and overseeing the Trust’s Building
Compliance system

Overseeing accident and incident reporting arrangements, including compliance with Trust procedures
and legal requirements

Coordinating H&S safety Audits, safety inspections and compliance reviews

Building relationships with external stakeholders and experts including statutory and professional bodies,
HSE, UKHSA

Providing regular reports and updates to senior leadership, including the CEO on the status of health and
safety across the Trust

Ensuring statutory reporting requirements including those under Reporting of Injuries, Diseases &
Dangerous Occurrences Regulations (RIDDOR) 2013 are met

Communicating relevant health and safety information and guidance to staff

Business Managers, Assistant Business Managers and Operations Managers

Business Managers and Assistant Business Managers are responsible for the effective management of health
and safety within their schools. They oversee risk management and ensure compliance with the Health and
Safety Policy.

They are responsible for ensuring that:

Risk management is effectively undertaken, including the coordination, completion and regular review of
risk assessments for all activities, with appropriate control measures implemented and communicated to
relevant staff

Health and safety legislation and best practices are followed and, in liaison with the Trust Health & Safety
Manager, ensuring that components of the H&S Policy are adhered to and implemented

Emergency and fire arrangements (including lockdown procedures) are in place with suitable information,
instruction and training provided to designated staff

Adequate resources are provided including PPE, training, and support to enable staff to work safely
Contractor activity is effectively managed ensuring appropriate documentation e.g. RAMS are reviewed
and approved before commencing work in school premises

Safe working practices are promoted ensuring that staff and where appropriate instructions are
instructed in relevant safety procedures

Accidents and incidents are investigated with finding used to inform and correct occurrence

A positive health and safety culture is fostered with staff encouraged to be familiar with and follow the
Trust’s H&S Policy

Line managers and other post holders managing staff

Heads of Departments and line mangers with supervisory responsibilities are responsible for the Health and
Safety of their teams and also for work areas, people and places over which they have any degree of control.



This includes roles such as the Vice/Assistant Principals, Subject Coordinators/Departmental Leads, Site
Managers, and Office Managers/Supervisors. They must:

Familiarise themselves with and implement the Trust’s Health and Safety Policy

Identify and manage risks - carrying out risk assessments for areas under their control, take appropriate
action and reviewing periodically (at least annually)

Ensure staff awareness of fire procedures and first aid facilities and other safety measures e.g. who is the
trained first aider, location of nearest first aid/AED kits, etc

Monitor safety and conduct regular safety checks in those areas under their control and provide Business
Managers with evidence that safety inspections recommendations and remedial action have been
undertaken

Ensure that safety devices are fitted, properly adjusted and maintained if defects are identified during
site inspections

Check that tests, inspections and maintenance are carried out and suitable written records are kept and
maintained

Promote a safety culture and ensure good housekeeping standards are maintained

Ensure that staff understand that injuries, equipment damage, and material wastage not only have a
Health and Safety implication, but that the commercial aspect of such occurrences has a direct effect on
the capabilities of the Trust

Ensure that all visitors, staff and contractors are aware of first aid, health & safety guidance and fire
procedures

Understand the accident reporting process and encourage completion of reports for accidents involving
injury and damage as soon as possible after the incident

Ensure that the provision of sufficient, information instruction, training and supervision is provided to
enable all employees and students to ensure the safety and health of all persons so far as is reasonably
practicable

Teaching, support and administrative staff

It shall be the duty of each and every employee while at work to:

a. take reasonable care for the health and safety of themselves and of other persons who may be affected by
their acts or omissions at work; and

b. co-operate with the Trust to ensure health & safety requirements are met or complied with in accordance
with the Health and Safety at work etc Act 1974 S (7).

All Teaching, support and administrative staff must:

Take reasonable care of their own safety

Take reasonable care of the safety of others affected by their actions

Observe the safety rules

Comply with the Health and Safety Policy

Conform to all written or verbal instructions given to them to ensure their personal safety and the safety
of others

Dress sensibly and safely for their working environment or occupation

Conduct themselves in an orderly manner in the workplace and refrain from any antics or pranks

Follow risk assessments and safe systems of work and use all equipment, safety equipment, devices and
protective clothing as directed
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Avoid any improvisations of any form which could create an unnecessary risk to their personal safety and
the safety of others

Maintain all equipment in good condition and report defects to the principal

Report any safety hazard or malfunction of any item of plant or equipment to the principal

Report all accidents to their supervisor whether an injury is sustained or not

Attend as requested any health and safety training course

Observe all laid down procedures for processes, materials and substances used

Observe the fire evacuation procedure and the position of all fire equipment and fire exit routes.

Special obligations of Class Teachers

Class Teachers are expected to:

Supervise students effectively and follow emergency procedures for fire, first aid and other emergencies
Maintain appropriate adult-to-child ratios at all times — not leaving students unattended

Provide clear safety instructions to students

Ensure correct use of safety equipment

Identify and report hazards within their classroom

Report all accidents, defects and dangerous occurrences (including near misses) — following incident
reporting procedures

Integrate all aspects of safety into the curriculum

Prevent unauthorised equipment or personal items of equipment (electrical or mechanical) or proprietary
substances from being brought into school. Any items brought onto site must have the appropriate checks
e.g. portable electrical appliance testing.

Facilities Teams

Facilities teams are responsible for the safe day to-day operation, maintenance and compliance of the school
environment. They will work collaboratively with school leadership, Trust H&S Manager and external partners
to maintain a safe, compliant and well - managed environment.

Their responsibilities include:

Maintaining building services and infrastructure ensuring safe access and egress at all times

Managing site related risks including asbestos, legionella, and other potential hazards through
assessment, monitoring, and control measures

Ensuring that all contractors, prior to undertaking any work have reviewed the latest Asbestos Inspection
report Asbestos Register

Ensuring contractors have completed their own Risk Assessments and Method Statements (RAMS) and
verify their work and documentation. This should include liability insurance certificates, and qualifications
— ensuring compliance with site safety procedures.

Carrying out maintenance and repairs safely, without risk to staff, students, or visitors

Working strictly within their personal level of competence and seeking specialist support where required
Supporting compliance with statutory inspections and regulations, including but not limited to electrical
safety, lifting equipment, and fire safety, fixed wiring testing and portable appliance testing

Assisting with accident, incident, and near-miss investigations, implementing corrective actions, where
required

Ensuring relevant staff are competent, trained, and equipped to work safely
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e  Supporting emergency preparedness arrangements, including fire safety and evacuation procedures
e  Supporting environmental sustainability initiatives, such as waste management and energy efficiency

Fire Wardens /Fire Marshals

Fire Marshals / Fire Wardens will ensure that in their designated area of responsibility they:

e Monitor the general fire safety of the area that they have been allocated to

e Check corridors and walkways to ensure combustible materials are not stored there

e Monitor escape routes to see they are kept free of obstructions

e  Check that fire doors are not tied, propped or wedged open

e  Check that final exit doors are not obstructed

e Check that extinguishers are where they should be and no obvious misuse or defect has occurred.

When the fire alarm sounds, Fire Wardens must:

e  Without putting themselves at risk, sweep through their allocated area and verbally encourage staff to
leave via the nearest fire escape route. Fire Wardens should aim to finish their sweep at a fire exit and
should not delay their own escape unduly

e  Check all accessible rooms including toilets and offices to make sure staff have evacuated the area or in
case someone is waiting for assistance to evacuate. If there are signs of fire in a room (e.g. smoke coming
out around the door), they should note the fact but should not enter or open the door

e If there is no immediate danger, ensure that all windows and doors are closed en route to the fire exit

e  Report to the senior manager at the fire assembly point to report any signs of fire in their area, to report
if anyone is at risk and to advise if their area is clear

e  Take part in any post-alarm de-briefing to identify any shortcomings in the fire evacuation procedures.

Fire Wardens are not expected to unnecessarily delay their own exit from the building or to jeopardise their
own safety at any time. Fire Wardens are not expected to fight a fire or to use a fire extinguisher except to aid
their own escape. However, if the fire is in their area of responsibility and they are trained and competent to
do so, Fire Wardens may attempt to tackle a small fire if it is safe to do so and using the appropriate
extinguisher.

Independent Health & Safety Consultant

Acting as one of the Trust’s legally required competent persons to support it in meeting the requirements of
health and safety legislation and compliance. They will:

e Ensure H&S consistency across the Trust in (1) Policies, plans and procedures (2) Active Monitoring (3)
Incident Management (4) Risk Assessments

e  Provide support to the Trust in advice, guidance, templates and training where requested

e  Be a highly qualified, DBS-checked Health & Safety Consultant with sector experience, who will assist and
conduct school investigations and/or General Risk Assessments to identify and improve any areas where
currently exposed

Health & Safety Committee

The Trust has a pro-active approach to Health and Safety matters and recognises the benefits of employees
having input into this area. Employees will be given the opportunity to attend Health and Safety meetings to
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ensure they are involved in the consultation process which meets termly at which Senior Management of the
Trust attend.

Consultation with employees will be provided directly through:

o  Meetings

e  Verbal and written advice

e  Trust intranet site

e Information, instruction and training

The Health and Safety Committee will meet three times per year or more frequently, if necessary. Minutes
will be circulated.

Overview of Health and Safety Responsibilities

Trust Board: Overall Accountability

CEO / Senior Leadership: Strategic Oversight

Trust Health & Safety Manager: Assurance & Monitoring

Principals: Accountability at School

BM/Ops Managers: Management & Compliance

Facilities Team: Operational Delivery

- e o __J

Employee: Legal Duties

) £ < € { ¢

General Health and Safety rules and procedures for staff

Employees - Duties

This section of our Health and Safety Policy specifies the rules laid down for the attention of all employees.
These rules are prepared in accordance with legal requirements and acknowledged safe working practices. In
addition to the legal duty imposed upon employees to comply with these rules, failure to observe them will
be considered to be a breach of the contract of employment and will result in disciplinary action being taken.

All employees have a responsibility to do everything they can to prevent injury to themselves and others
affected by their actions or omissions at work. They are expected to co-operate with management and to
follow Trust procedures reporting any incidents that have or may have led to injury or damage.

The following are key definitions for this Policy:
General

It is the duty of all employees to co-operate with management in fulfilling our legal obligations in relation to
health and safety.
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Employees must not intentionally or recklessly interfere with anything provided in the interests of health,
safety or welfare.

Employees are required to notify management of any unsafe activity, item or situation

Hazard / Warning Signs and Notices

Employees must comply with all hazard/warning signs and notices displayed on the premises.

Working Conditions/Environment

Employees must:

e  Make proper use of all equipment and facilities provided to control working conditions/ environment

e  Keep stairways, passageways and work areas clear and in a clean and tidy condition

e  Dispose of all rubbish, scrap and waste materials within the working area, using the facilities provided
e  Clear up any spillage or liquids within the work area in the prescribed manner

e  Deposit all waste materials and substances at the correct disposal points and in the prescribed manner.

Accidents

Employees must seek medical treatment for work related injuries they receive by contacting a designated first
aider. Upon returning from treatment, they must report the incident using the Microsoft Incident form.

Any 'near miss' incident that occurs should also be reported via the H&S online form LINK. All near misses and
incidents will be reviewed and/ or investigated (if serious) and the necessary actions taken to prevent
recurrence.

The School will report directly to The Health and Safety Executive (HSE) serious accidents and incidents in
compliance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
Reportable incidents - HSE and that all required records are kept.

First Aider Responsibilities

First aiders are qualified personnel who have received training and passed an examination in accordance with
HSE requirements.

The numbers of first aid personnel at each location will be determined by individual circumstances, the level
of risk and in line with current government guidance.

First aid personnel will be provided with refresher training at regular intervals to keep their skills up to date.
The appointed person(s) for the Trust and each school, will:

e  Render first aid in accordance with their training First Aid at Work: The Health and Safety (First Aid)
Regulations 1981

e  Ensure that all accidents are recorded within the MIS system and records include the date, time and place
of the accident, the name of the injured or ill person, details of the injury/illness, what first aid was given,
what happened to the person immediately afterwards e.g. stayed in school, taken to hospital and the
name of the person dealing with the accident
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Security

All key holders will be responsible for ensuring that all windows and doors in their immediate working area
are properly secured against possible unauthorised entry before they leave the premises at the end of the
working day.

Upon arrival at alternative Premises/Sites
Employees working at alternative premises/sites must:

e On arrival, sign in to the Signin App of another Trust school, or report to the identified contact person at
the alternative premises

e  Seek information about any specific workplace hazards from the site contact

e Adhere to the site's safety rules, instructions, and guidance from safety officers or authorised personnel

e  Avoid entering unfamiliar areas without permission

e  Be mindful of individuals with special needs, such as disabilities, visual or hearing impairments, language
barriers, or learning difficulties

By following these procedures, employees can help to ensure a safe working environment for themselves and
others.

Personal Property/Equipment

No member of staff may use their personal tools/equipment or appliances on Trust premises or on Trust
business without the approval of the Business Manager/ relevant Line Manager or Principal.

Protective Clothing and Equipment
Employees must:

e  Use all items of protective clothing/equipment provided as instructed
e  Store and maintain protective clothing/equipment in the approved manner
e  Report any damage, loss, fault or unsuitability of protective clothing/equipment to their Line Manager

Vehicles (including school minibus)

Vehicles may only be parked in specifically designated areas/car parks and must not be left parked so as to
cause obstruction to emergency ways, through routes or main service emergency access points.

All vehicles are to be secured when left unattended to prevent unauthorised access and possible theft of the
vehicle/equipment.

Some Trust operations involve the use of company vehicles/minibus. Only trained, licenced and authorised
staff are permitted to drive company vehicles. Disciplinary action will be taken against any other person found
to be driving without authorisation. Disciplinary action will be taken against anyone driving a Trust vehicle
under the influence of alcohol or drugs and/or driving in any way in an unsafe manner. Driving licence checks
are carried out on those who use company vehicles.

School vehicles are subject to regular inspection, testing and maintenance, as a minimum to meet statutory
requirements.
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Employees must not drive or operate vehicles whilst suffering from a medical condition or illness that may
affect their driving or operating ability

Electrical and Plant Equipment

Electrical equipment is normally safe, provided it is professionally installed, regularly inspected and used
correctly. Every member of staff has a duty to bring to the notice of their Business Manager or relevant Line
Manager any items of electrical equipment or plant, which may, in their opinion, be considered a hazard to
Health and Safety.

Disciplinary Action

Any member of staff, who by act or omission contravenes the provisions of the Trust Health and Safety Policy
and Procedures, putting themselves or others at risk, may be subject to disciplinary action which may lead to
dismissal.

General arrangements for Health and Safety

Trust Safety Inspections

These will be regularly carried out by appropriate staff (with a frequency determined by the level of risk) as a
means of actively monitoring the effectiveness of safety management arrangements.

A Health and Safety Audit will be undertaken annually by the independent Health and Safety Adviser.

The objective of health and safety auditing is to conduct a systematic examination of the health and safety
management of the business and include the following areas:

e  Policy

e  Organisation

e Arrangements

e Implementation and Monitoring

Reports will be made available to the Trust Board, Audit & Risk Committee, Principals, and all members of staff
insofar as they affect their Health, Safety and Welfare and as required under the Health and Safety
(Consultation with Employees) Regulations 1996.

Communication and Consultation

The Health and Safety Law poster (What You Need to Know) is displayed at each Academy. It is a legal
requirement to establish arrangements to communicate and consult with employees on issues affecting their
health and safety and to take account of their views. To achieve this, we will involve and consult with
employees through:

e Individual conversations

e  Notice boards

e Internal publications

e  Training sessions

e  Staff meetings and health and safety meetings

° Method Statements, COSHH, Risk Assessments/Safe Systems of Work

16



e  Consulting with employees when changes to processes, equipment, work methods etc. are to be
introduced that may affect their health and safety

Where it is not practical to consult with all employees directly and it would be more appropriate to
communicate and consult through employee representatives, we will recognise health and safety
representatives who have been appointed by a relevant trade union.

The Trust will allow all representatives an appropriate amount of time away from their normal duties in order
to complete their duties as representatives.

Employees are required to sign relevant documentation to confirm that they have read and understood the
Health and Safety Policy, relevant Risk Assessments and the duties that are places upon them.

Training

The Trust will provide information, instruction on Health and Safety and where necessary training to provide
the necessary skills and knowledge to achieve competence in their work.

The Trust will provide adequate information, instruction and training when: -

e  Employees are required to take on substantially new or enhanced responsibilities

e  Employees are required to use new work equipment or when existing equipment is changed
e New technology is introduced into the workplace affecting employee activities

e New or changed systems of work are introduced

e Any specific training requirement is identified within the working environment of the Trust

All new employees will receive induction training. Such training will cover:

Fire procedures, warning systems, actions to be taken on receiving warning, locations of exits/escape routes,
evacuation and assembly procedures, first aid/injury reporting procedures, names of first aiders/appointed
persons, instruction on any prohibition areas (i.e. no smoking), issue of protective clothing/equipment and its
use, instruction under COSHH, mandatory protection areas, thorough instruction applicable to their particular
duties at work etc.

Records of training will be kept for all employees.
Supervision will be maintained with increased levels of supervision given to young persons on work placement

and trainees, which will be supported with a risk assessment.

Housekeeping and Cleanliness

The Trust is committed to the provision of a workplace and working environment that is safe. We ensure that
wherever reasonably practicable we maintain arrangements for the safe and adequate heating, ventilation,
cleanliness and lighting of workplaces.

. We expect all employees/contractors/visitors to work in a safe and tidy manner

° Keep rooms clean. Do not let debris, food scraps, etc. accumulate

. Spillages of fuels/substances or water etc. should be cleaned up immediately

. All debris and waste must be disposed of safely and as soon as it is practicably possible to do so

. At no time should waste, materials or equipment be a danger to you, other employees, or members of
the public

. Materials and equipment should be safely stored, and the area regularly inspected to ensure that it is

not becoming untidy
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First Aid

The Trust is committed to providing sufficient provision for first aid to deal with accidents and injuries that
arise at work.

To achieve this, we will:

e  Appoint and train a suitable first aiders to cover all work shifts e.g. core day, breakfast club etc
e Display first aid notices with details of first aid provision

e  Provide and maintain suitable and sufficient first aid facilities including first aid boxes

e  Provide any additional first aid training (refresher)

First Aid Kits

First aid kits will be provided to ensure there are adequate supplies for the nature of the hazards involved. All
kits will contain at least the minimum supplies suggested by L74: First Aid at Work Approved Code of Practice.
Only specified first aid supplies will be kept. No creams, lotions or drugs, however seemingly mild, will be kept.

Mental Health First Aiders

The Trust has also appointed mental health first aiders (MHFA). Mental health first aiders are qualified
personnel who have received training in dealing with mental health issues employees may have. Mental health
first aiders raise employees’ awareness of mental ill-health conditions, including signs and symptoms. Those
trained have a better understanding of where to find information and professional support and are more
confident in helping individuals experiencing mental ill-health or a crisis. They will be identified on the signage
for physical first aiders and will have the same access to refresher training and facilities.

([

Waste Management

Waste collection is undertaken and processed weekly by a third-party licensed contractor. Waste is separated
into recyclable materials, general waste, glass and food. For unusual types of waste, a risk assessment and
COSHH assessment applicable to the material or operation needs to be undertaken.

e Non-hazardous waste should be disposed of into hired skips or appropriate container as soon as practical
and should not be allowed to build up and cause a hazard

e Sharp debris and other hazards should be dealt with safely before any handling takes place

e  When moving heavy amounts of debris, mechanical aids should be used. Manual handling training will be
provided

Safe Handling and Storage

e  All materials, products, equipment and debris should be stored in a manner that does not create or cause
a hazard
e  Safe passage should not be hampered or hindered
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e  Materials and products, when being stored should not be allowed to build up to great height thereby
becoming unstable

e  Materials when not being used should be secure at all times

e No hazardous products shall be stored above waist height and no liquids or heavy goods should be stored
above head height

Marking and Keeping Clear Gangways, Exits etc

All exits and corridors should always remain clear not only to prevent slips, trips and falls but also to ensure
that fire safety arrangements are protected. E.g., not blocking fire escape routes or doors.

All fire exits should be adequately lit and be suitably marked out with correct signage and free from
obstructions. Maintained in good condition, regularly inspected, etc. They should ideally open in the direction
of travel.

Work Equipment

The Trust will provide a safe working environment in relation to work equipment safety and ensure all
employees receive appropriate safety information and training in their work equipment. The Trust will:

e  Provide work equipment that is suitable for the purpose and compliant with the requirements of the
Provision and Use of Work Equipment Regulations

e Regularly inspect and maintain work equipment in accordance with the manufacturer’s
recommendations

e  Keep records of all inspections and maintenance

e  Provide adequate instruction, information and training to employees to enable the work equipment to
be used and maintained safely

All work equipment should be checked before use and set aside for repair if it has any form of defect, fault or
problem. Work equipment awaiting repair should be brought to the attention of the Site Team immediately
and ‘Do Not Use’ notices posted/labelled on equipment.

Visitors, and Members of the Public

The Trust accepts its responsibility to ensure the Health and Safety of all personnel who come directly or
indirectly into contact with this organisation or affected by our activities.

We will conduct risk assessments to identify potential hazards and implement control measures to protect the
well-being of anyone who interacts with our organisation.

e  Visitors: All visitors must sign in and be escorted by a Trust employee. The host is responsible for the
visitor's safety, providing necessary information and protection

e  Public Safety: We will consider the potential impact of our activities on the public and take appropriate
measures to mitigate risks

By following these guidelines, we aim to create a safe environment for everyone.

Lettings

The Trust will ensure that:
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e  Hirer Responsibility: The person in charge of activities on the premises (hirer) is responsible for adhering
to all health and safety regulations

e  Safe Access and Facilities: All access, egress, and equipment provided to hirers will be safe and free from
hazards

e Clear Emergency Procedures: Fire escape routes, alarms, and firefighting equipment will be clearly
marked and communicated to hirers

e Equipment Familiarisation: Hirers will be instructed on the safe use of any equipment or facilities
provided by the Trust

e Insurance requirements are met

e  Post-Hire Inspection: The premises and equipment will be inspected after each hire to ensure they
remain safe and secure

By upholding these standards, the Trust aims to provide a safe environment for all hirers and their attendees.

Welfare Provision

The Trust is committed to providing suitable health, safety and welfare facilities in line with current legislation.
In particular the provision of:

e  Suitable toilet, sanitary and washing facilities

e  Facilities for changing, rest periods, hot drinks and meal preparation

e Appropriate ventilation, temperature control and lighting

e  Properly designed workstations

e  Drinking water —all cold-water taps provide water suitable for drinking unless they are specifically marked
to the contrary.

We will provide suitable clothing to protect employees from the effects of cold/wet weather should they be
required to work outside for a prolonged period.

Fire Safety

All reasonable steps will be taken to prevent a fire occurring. In the event of fire, the safety of life will override
all other considerations, such as saving property and extinguishing the fire.

Signs and notices are displayed (as necessary) throughout Trust premises advising of the fire escape routes.
Also details of our fire evacuation procedures are displayed throughout Trust premises.

Planned fire drills are carried out three times each academic year. Ideally in the months of September, January
and May/June. The outcome of which are monitored by the Trust.

Whilst this is covered in induction training, employees should reconfirm at regular intervals that they remain
familiar with the procedure. Employees, contractors, and visitors must co-operate fully in any fire drill.

For the first drill (Autumn term) both staff and students are informed in advance. The second and third drill
takes place without informing students and staff in advance. Any accidental activating of the alarm or a false
alarm which leads to the school being evacuated will be treated as a proper evacuation.

Fire safety maintenance includes training, emergency lighting arrangements (tests such as daily, monthly,
annual discharge tests, etc), alarm testing (weekly) /alarm system servicing (6 monthly), etc Fire extinguishers
are required by law to be checked annually.
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Arrangements are in place for the evacuation of people with specific needs and, where required, Personal
Emergency Evacuation Plans (PEEPS) are in place and reviewed annually or sooner in the event of a significant
change.

Employees are encouraged to report any concerns regarding fire procedures so the school can investigate and
take remedial action if necessary.

Water Safety (Legionella)

Each school is responsible for the design and maintenance of its domestic water and air handling systems. We
ensure these operations fully comply with all relevant Legionellosis management and control guidelines and
legislation, including those for Legionnaires' disease. Our goal is to minimise the risk of infection/exposure for
staff, students, and all other individuals, as far as reasonably practicable.

To achieve control of legionella bacteria the schools will implement the following:

e  Avoidance of Conditions Favouring Growth of Organisms: As far as practicable, water systems will be
operated at temperatures that do not favour the growth of legionella. The recommended temperature
for hot water is 60°C and either above 50°C or below 20°C for distribution, as care must be taken to
protect people from exposure to very hot water. The use of materials that may provide nutrients for
microbial growth will be avoided. Corrosion, scale deposition and build-up of bio films and sediments will
be controlled and tanks will be lidded.

e  Avoidance of Stagnation: Dead-legs, which occur when water services leading from the main circulation
water system to taps or appliances, are used only intermittently and other parts of systems which may
provide a reservoir for infection will be identified and where possible eliminated.

e  System Maintenance: Water systems will be disinfected by an effective means before being taken into
service and after shutdowns of five or more days. Plant will be regularly inspected and maintained (e.g.
by monthly visits from a water treatment specialist). Plant will be disinfected periodically (normally twice
yearly) by chlorination or by temporarily raising water temperatures. Biocides may be used to control
microbial growth. Maintenance personnel must wear appropriate protective clothing.

e  Sampling: Sampling for legionella will not normally be necessary, unless in the case of an outbreak or to
monitor the effectiveness of precautionary measures. Weekly monitoring of chemical and microbiological
water quality will be carried out to give a useful indication of the state of the system.

e  Record Keeping: Records will be kept of all maintenance, temperature monitoring and sampling carried
out.

e Training and Competence of Staff: Persons carrying out control measures will receive appropriate
training and supervision, so they are able to perform their duties competently. Contractors will hold the
required certification for handling water systems

e  Action in the Event of an Outbreak: In the event of an outbreak of legionellosis, contingency plan will
include:

o identification of people who may have been exposed
o involvement of public health authorities
o dissemination of information to employees and other interested parties as to the nature of the risks.
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Asbestos Safety

Where asbestos is present in our schools, it is their responsibility to control work related to asbestos and shall
act in accordance with the Control of Asbestos at Work Regulations 2012 and associated codes of practice.

The Trust will protect all school occupants from exposure to asbestos as far as is reasonably practicable.
Everyone who needs to know about the presence of asbestos will be alerted. No one will be allowed to start
any work that could disturb asbestos unless the correct procedures are employed.

The condition of all asbestos-containing materials or materials suspected of containing asbestos will be
inspected at agreed intervals to ascertain that there has been no damage or deterioration. Only contractors
licensed by the HSE will be used for the removal of asbestos-containing materials.

All staff are reminded that it is vital that they contact Facilities Teams immediately if it is suspected that
asbestos has been damaged or disturbed.

Glazing Safety

The design of the schools means that there is a lot of glazing inside the building. Many classrooms have glazed
walls onto the corridors, and these must always remain clear and must not have anything affixed to them.
Glazing panels on walkways will be clearly marked to prevent accidental collisions. All glazing is required to be
strengthened safety glass and will provide protection on fire routes.

Playground Safety

Each school should develop a risk assessment on its management of playground and associated equipment.
In addition, there should be an independent inspection and assessment of playground equipment carried out
each year with any arising recommendations implemented by the school.

Personal Protective Equipment (PPE) and Clothing

While we strive to eliminate hazards through controls and safe work practices, PPE may be necessary because
health and safety hazards have been identified that require its use to reduce risks to a minimum.

e  Employees will be provided with appropriate PPE at no cost

e  Employees will receive training on the correct use, care, and storage of PPE
e  Evidence of PPE issuance and training will be maintained

e PPEis alast resort and should never replace effective risk control measures

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

e Use the most effective means of controlling risks without the need for PPE whenever possible and only
provide PPE where it is necessary

e  Ensure that PPE requirements are identified when carrying out risk assessments

e  Carry out an assessment to identify suitable PPE

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 separately

e  Ensure that PPE is sourced appropriately and bears the “CE” and or “UK CA” certification mark

e  Ensure PPE is available to all staff who need to use it

e  Provide adequate accommodation for correct storage of PPE

e  Provide adequate maintenance, cleaning and repair of PPE

22



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

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

e  Make arrangements for replacing worn or defective PPE

e  Review assessments and reassess the need for PPE and its suitability whenever there are significant
changes or at least annually.

Employees are reminded that failure to correctly use the PPE/ clothing with which they have been provided
will result in disciplinary action being taken.

Safe Systems of Work and Safe Working Procedures

Employees must strictly adhere to all safe systems of work and procedures. Failure to do so is a serious
disciplinary offence.

For high-risk activities such as hot work, working at height, confined space entry, excavation, and work on live
utilities, a permit-to-work system will be implemented. These tasks will typically be carried out by specialist
contractors.

Contractors

The Trust is committed to ensuring that all contractors working on our premises comply with relevant health
and safety legislation.

To achieve this, we will:

e  Contractor Selection: Rigorously select contractors based on their health and safety performance,
requiring evidence of insurance, risk assessments, and employee competency

e Site Induction: Provide contractors with essential safety information and instruction upon arrival

e  Permit to Work: Implement a permit-to-work system for high-risk activities

e  Compliance: Enforce adherence to all relevant health and safety legislation, including but not limited to:

Health and Safety at Work Act

Construction (Design and Management) Regulations

Construction (Health, Safety and Welfare) Regulations

COSHH (Control of Substances Hazardous to Health)

PUWER (Provision and Use of Work Equipment Regulations)

LOLER (Lifting Operations and Lifting Equipment Regulations)

RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations)
Work at Height Regulations

O 0O 0O O 0O O O O

Contractors are responsible for providing their employees with appropriate personal protective equipment
and ensuring compliance with our site safety rules. Failure to do so may result in site access being denied. By
implementing these measures, the Trust aims to create a safe working environment for all contractors.

Cleaning

The cleaning of the building is carried out by a contracted cleaning company. The Trust monitors the contract
closely to ensure all Health & Safety guidance is adhered to. The cleaning contractor is responsible for its own
inspections and reporting procedures. The Trust's Health and Safety Manager arranges external
Audits/Inspections for schools with in-house cleaning provisions. All schools are responsible for ensuring that
COSHH regulations are observed.
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Catering and food hygiene

The Trust contracts out its catering facility to a third-party contractor who manage their own Health and Safety
procedures, Risk Assessments, HACCP and COSHH compliance, as set out by the Food Standards Agency which
outlines the food safety management.

In addition, the contractor must fully comply with current and emerging allergen legislation and guidance,
including the requirements associated with Benedict’s Law and Natasha’s Law, ensuring the safety of all pupils,
staff and visitors with food allergies or intolerances. This includes maintaining accurate allergen information,
safe food preparation practices and clear communication of allergen risks.

All third-party contractors will:

e  Workin partnership with the schools in implementing the relevant Trust policies, including those relating
to allergen management and pupil health needs

e  Ensure robust allergen control procedures are in place, including:
o  Accurate identification, recording, and communication of allergen information
o  Segregation of ingredients and prevention of cross-contamination
o  Clear labelling and information provision in line with statutory requirements
o  Awareness of individual pupil healthcare plans where applicable

e Apply and agree with the Site Manager the appropriate isolation procedures in the event of fire and
emergency evacuation of their areas of work

e  Ensure all catering staff are suitably supervised, trained and competent in the emergency procedures in
conjunction with the school’s safety policies and procedures

e  Carry out regular reviews and inform the Site Manager of any issues/concerns

e  Record results of any monitoring, Audits and inspections and communicate to the schools

e  Ensure that all staff have opportunities for raising concerns about health and safety issues.

e  Assist with the production of the annual Trust H&S Audit Report

Risk Assessments

Risk assessments are fundamental to our health and safety management. They are a systematic process to
identify potential hazards that could harm employees, volunteers, or the public. By understanding and
controlling these risks, we prevent accidents and ill health.

Our commitment to risk assessment:

e Comprehensive and compliant: We will conduct thorough risk assessments for all our known and
reasonably foreseeable health and safety hazards covering our premises, equipment and activities,
including those legally mandated

e  Proactive risk management: We will implement effective control measures based on our assessments
and communicate key findings to affected parties

e  Continuous improvement: Risk assessments will be regularly reviewed and updated to reflect changes in
work practices, equipment, or environment

¢ Guidance adherence: Risk assessments will take account of the latest advice & guidance published by the
Government, DfE, HSE and the WHO which is based on scientific evidence

e  Staff training: Employees will be trained to recognise hazards, assess risks, and implement control
measures

24



Responsibility and process:

e  Ownership: Business and line managers are responsible for conducting risk assessments in collaboration
with staff

¢ Involvement: Employees will contribute to the assessment process, and the results will be shared with
them

e  Review: Assessments will be reviewed regularly, especially when work activities change

e  Support: The Trust’s Health and Safety Manager will provide guidance, training and audits to ensure
effective risk management

By prioritising risk assessments, we can create a safer working environment for everyone. See Appendix 1 for
further details and how to carry out a Risk Assessment.

Monitoring, Audit and Review of Safety Performance

Employees are reminded that they have a duty to report immediately to their Business Manager or relevant
Line Manager any defect or safety concern of which they become aware. We will review our safety
performance on a regular basis and draw upon all available information to establish plans for ongoing
legislative compliance and improved Health and Safety risk control.

Electrical equipment testing

The Trust will ensure that a Trust approved contractor will carry out inspections to comply with Health and
Safety regulations regarding electrical appliances.

In accordance with the regularity with which several types of appliances and areas within the business must
be tested we have agreed that there will be two types of inspection:

1) 'Annual Testing’ - School Equipment

- Public Access Areas (Receptions/Waiting Areas)
- Office Equipment
- ICT Equipment

2) Five Year Fixed Wire Inspection or more often as deemed required by a competent contractor

Control of Substances Hazardous to Health

All reasonable steps will be taken to ensure all exposure of employees to substances hazardous to health is
prevented or at least controlled to within statutory limits.

Hazardous substances stored, handled, transported, used, and disposed of are subject to assessment under
the Control of Substances Hazardous to Health Regulations (COSHH).

Employees will be provided with all necessary information, instruction and training to protect them from the
risks associated with the hazardous substances in use. In particular employees will be expected to follow safe
working procedures and safe systems of work including the correct use of any personal protective equipment
and clothing.

Schools need to complete a COSHH risk assessment for each classified hazardous substance stating the
measures adopted to control them.
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COSHH data sheets must be displayed where all individuals likely to be involved with the substance in question
may see them, and/or the location of the file containing data sheets made known to all staff. Manufacturer’s
safety data sheets must be retained.

It is the responsibility of the Business Manager or Site Teams to ensure that employees are given the
assessment sheets relevant to the substances they are likely to encounter in their job and ensure they are
made aware of the control measures identified.

Employees must report if they are suffering aches, pains, headaches, or any other symptoms, which may be
attributable to their use of hazardous substances at work.

Radiation

Teaching about ionising radiation in schools helps students to develop a balanced attitude towards the subject,
for many the study of ionising radiation at school may be their only opportunity to achieve this.

School work involving ionising radiation is very safe because great care has been taken in the choice of sources,
control measures and procedures. However, all radioactive substances can cause harm if misused.

All secondary schools access, reference, and follow the expert advice and guidance provided by CLEAPSS.
Recognised by the Health and Safety Executive and Department for Education, CLEAPSS offers best practice
guidance, including model risk assessments for Science, DT, and Art, including implementing strict procedures
for handling and storing radioactive materials used in science. As a registered HSE holder of small quantities,
we will adhere to the lonising Radiation Regulations 2017, including the requirement for a trained Radiation
Protection Adviser in each school or cluster (refreshed every five years).

It is a responsibility of the Head of Science to see that the local rules for the use of ionising radiations are
adhered to. Staff using ionising radiations have been issued with their own copies, as a part of their training.
The Monitoring Record of tests for leakage of radioactive sources and contamination by radium sources is kept
in the Science Prep. Room. Testing normally takes place each year. It is the Science Technician’s responsibility
to ensure these records are all kept up to date.

Smoking and vaping

It is Trust Policy that our workplace is smoke-free and that all employees have a right to work in a smoke-free
environment. Therefore smoking and/or vaping is not permitted anywhere on the school premises or school
vehicles in line with the Smoke-free (Premises and Enforcement) Regulations 2006 which came into effect on
1t July 2007.

Manual Handling and Lifting

To prevent injuries and long-term ill-health from manual handling the Trust will ensure that operations which
involve manual handling are eliminated, so far as is reasonably practicable. Manual Handling operations
undertaken by our employees are subject to assessment under the Manual Handling Operations Regulations.
Employees who are required to carry out Manual Handling and Lifting operations as a regular part of their
work are given basic training in correct lifting and handling techniques.

Employees likely to carry out, or work near any heavy lifting are issued with safety footwear to be always worn
when there is a risk of injury as a result of a falling load.
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Any employees suffering from an acute injury or long-term ill health condition (whether due to work or any
other cause), likely to be aggravated by Manual Handling or Lifting, must report this condition immediately
to his/her Business Manager or relevant Line Manager.

There is a duty to assess the risks in those manual handling operations, which cannot be avoided. Manual
handling assessments should be undertaken considering the following factors (TILE)

e  the Task
e the Individual’s capacity
e theload

e the Environment
Manual handling risk assessments should identify the best way to reduce the risk of injury.
Reducing the risk of injury

In considering the most appropriate controls, an ergonomic approach to designing the manual handling
operation will optimise the health, safety and productivity associated with the task.

Techniques of risk reduction will include:

e Mechanical assistance

e  Redesigning the task

e  Reducing risk factors arising from the load
e Improvements in the work environment

e  Employee selection

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

Lifts

All reasonable steps will be taken to maintain all lifts throughout school premises.
The Trust will ensure that:

e All lifts are fitted with appropriate barriers and interlocking gates to prevent passengers or cargo from
falling from the lift or entering/exiting the lift when it is not at a designated landing
e  Suitable equipment and mechanisms are installed to prevent the lift from:
o Leaving its landing when the doors are unlocked and/or open
0 Falling (including its maximum working load) in the event of a failure in the lifting mechanism
o} Overrunning its furthest intended point of travel
o} Being operated from more than one position at any one time
o} Being overloaded or exceeding its maximum number of passengers.
e Lifts are maintained in a safe condition and thoroughly examined/inspected by external competent
persons (annually for goods lifts and every six months if lifting people)
e  The safe working load (SWL) is clearly displayed inside each lift
e Notices are posted adjacent to each lift opening advising against the use of a lift in the event of a fire
e Arrangements are made for the emergency evacuation of persons in the event of lift failure
e Lift motor rooms are kept locked and entry kept restricted to authorised persons.
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All thorough examination reports will be kept for a minimum of 2 years

Lifting Operations and Equipment

All reasonable steps will be taken to ensure lifting operations and equipment are suitably managed with
regards to health and safety. Lifting equipment includes any equipment used at work for lifting or lowering
loads, including attachments used for anchoring, fixing or supporting it.

Lifting equipment is maintained in a safe condition and examined/inspected by competent persons annually
(or every six months if lifting people) to ensure correct installation and safe operation.

Lone Working

The Trust will ensure, so far as is reasonably practicable, that employees and self-employed contractors who
are required to work alone or unsupervised for significant periods of time are protected from risks to their
health and safety.

Schools will determine by risk assessment, those activities where work can be done safely by one
unaccompanied person. This will include the identification of hazards from means of access and/or egress,
plant, machinery, goods, substances, environment and atmosphere, etc.

Particular consideration will be given to:

e The remoteness or isolation of workplaces

e Any problems of communication

e  The possibility of interference, such as violence or criminal activity from other persons
e  The nature of injury or damage to health and anticipated "worst case" scenario

Information and Training

Employees and others will be given all necessary information, instruction, training and supervision to enable
them to recognise the hazards and appreciate the risks involved with working alone.

Employees will be required to follow the safe working procedures devised including:

e  When working alone, e.g. in an isolated area of a building with all doors closed, ensure that someone is
aware of your presence

e  Check that work being done has been subject to risk assessment and check the assessment yourself —
some work may have been identified as requiring the assistance of a second person

e |[f possible and arranged beforehand, keep in regular contact with someone else, e.g. use a mobile phone
to call into the office or a designated buddy/contact every couple of hours indicating your movements

e Do not put yourself at risk; if you do not feel safe discuss the situation with your immediate manager

e  Report all accidents, injuries, near-misses and dangerous occurrences to your immediate manager

Communication

The Trust’s Health and Safety Policy Statement, signed and dated by the Chief Executive Officer is displayed
within all Trust premises. A copy of the statement can be downloaded from the H&S intranet page. The H&S
Policy and statement will be reviewed annually by the Trust.

This policy statement will be communicated in the following ways:
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e  Students and families at all schools
o Where communicated: on the Trust website.
o When communicated: at the start of each academic year.
o  All Staff
o  Where communicated: On the staff H&S intranet site, all staff briefings when appropriate, existing
staff newsletters, and emails.
o  When communicated: at the start of each term as appropriate.

Monitoring and Evaluation

Measurement is essential to maintain and improve our health and safety performance to identify how
effectively we are controlling risks and how well we are developing a positive health and safety culture.

There are two types of performance monitoring, active and reactive:

e  Proactive Health and Safety monitoring is a line management responsibility. Managers will be expected
to provide evidence that they have carried out monitoring within their areas of responsibility and they
are reinforcing their commitment to health and safety objectives in general and helping to develop a
health and safety culture

e  Reactive monitoring of events including accidents, incidents, cases of ill health or property damage
provide an opportunity to check performance and learn from mistakes and improve control measures.
Trends and common features arising from accident and incident investigation can identify jobs or
activities where future health and safety initiatives would be most beneficial. Investigations may also
provide valuable information in the event of legal action or an employee claim

Reviewing Health and Safety Performance

The Trust purchases access to an online building compliance tool which is used by the schools and Trust H&S
Manager to review each school’s compliance. Performance is reviewed and reported at Trust Exec and Local
Governing Body meetings on a formal and regular basis. Performance is measured against Health and Safety
performance indicators and in terms of the achievement of health and safety action plans. Opportunities are
sought for credible and suitable benchmarking.

The Trust’s Audit & Risk Committee reviews an annual Trust H&S report.

Auditing

Auditing is a structured process of collecting independent information on the efficiency, effectiveness and
reliability of the total health and safety management system and drawing up plans for corrective action.

Information gained from audits result in improved management at all levels. It is a continuous, cyclic process
of plan, do, check, act. Audits by Trust staff or external auditors check whether Trust policies are effective and
implemented at school and department level and enable others to learn from shared experience.

Areas that audits will consider include:

e  The Trust’s health and safety compliance management system and whether it has been implemented
fully or if not, whether there are gaps
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e The degree of compliance with health and safety performance standards (including legislation),
particularly training, knowledge of responsibilities and risk assessment procedures

e  Areas where standards are absent or inadequate

e The presence and effectiveness of control measures and emergency procedures

e Achievement of stated objectives within given timescales, e.g. inspection action plans

e Injury, illness and incident data analyses of immediate and underlying causes, trends and common
features

e  How schools promote and monitor health and safety standards

The audit and review process is carried out by an external Health & Safety Consultant. The Trust’s H&S
Manager reviews the audits across the schools to ensure compliance and ensures that suitable audit
programmes are in place and audit action plans are fully implemented.

Related documents

This policy should be read in conjunction with the associated Health and Safety procedures and other Policies:

e  Central Services and Support Services Induction Programme
e  Risk Assessment Procedure

e  First Aid Policy

e  Control of Asbestos Procedure

¢ Accident Investigation Procedure

e  Control of Contractors Procedure

o Display Screen Equipment (DSE) Procedure
e  Electrical Safety Procedure

e Working at Height Procedure

e  Use of Hazardous Substances Procedure

e  Permit to Work Procedure

e  Portable Electrical Appliances Procedure

e  Statutory Inspection Procedure

e Minibus Policy

e  Private Vehicle Use Procedure

e  PPE Procedure

e COSHH Procedure
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APPENDIX 1. RISK ASSESSMENTS

Risk Assessment involves identifying the hazards present in the workplace or arising out of any work activity
and evaluating the extent of the risks involved to employees and others, taking into account existing
precautions and their effectiveness.

A hazard is something with a potential to cause harm and can include articles, substances, plant or machines,
methods of work and the work environment.

Risk is the likelihood of harm from that hazard being realised. Risk increases with the number of people
exposed to the hazard and with the potential severity of the harm i.e. the resultant injury or ill health effect.
If there are no hazards there are no risks.

The regulations require that risk assessments are ‘suitable and sufficient’ in that they should identify all the
significant hazards present within the business and its activities and that they should be proportionate to the
risk. The assessment should cover all risks that are reasonably foreseeable.

The risk assessment must identify all those people who may be affected by the hazard, whether they are
workers or others, such as members of the public.

We may be controlling risks in various ways, determining the effectiveness of those controls is part of the risk
assessment process.

Health and safety law does not demand absolute safety when considering what safety controls are required
but measures taken should go as far as is ‘reasonably practicable’; a balance between risk and costs, the
greater the risk the greater the need to commit resources in terms of time and money to remove or control
the risk.

It is a legal requirement that significant findings of risk assessments are brought to our employees' attention
Carrying out risk assessments
Those who are involved in risk assessments should:

e  Be competent

e Have knowledge and experience of working procedures in practice, potential dangers and strengths and
weaknesses of existing precautions

e  Have knowledge and experience of how to solve problems identified by the assessment

e  Be able to commit, co-operate and find the resources required to implement assessment results.

Itis important that the person carrying out the risk assessment is competent. This means that the person must
have the necessary skills and knowledge gained through experience and training and may have qualifications
that enable them to make sound judgments.

The five stages of risk assessment
STEP 1 - IDENTIFY THE HAZARDS

Look for hazards by walking around the workplace. List the hazards that could reasonably be expected to cause
harm. Ask staff for their opinion as they may notice things that are not immediately obvious.

Examples of hazards include:

e  Cables trailing over floors
e Fire
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e  Chemicals

e Work benches which are too high or too low

o  Electricity

e Loads which must be moved manually

e  Work equipment

e  Working environment e.g. ventilation, lighting, heating.

STEP 2 - IDENTIFY WHO MAY BE HARMED AND HOW
List groups of people and individuals who may be affected by the hazards e.g.:

o  Staff
e Members of the public
e  Contractors on the premises.

Pay particular attention to vulnerable persons, e.g. those with disabilities, visitors, pregnant employees or
who have recently returned to work after having a baby, inexperienced employees or young persons.

STEP 3 - EVALUATE AND CONTROL THE RISK

Evaluate the risks arising from the hazards and decide whether existing precautions are adequate or if more
should be done. When evaluating the extent of the risk, take account of the chance of some harm occurring
(likelihood), the likely severity of this and the number of people who could be affected. The formula:

Severity x Likelihood = Risk
Is used on the risk forms within this policy manual

Even after all precautions have been taken some risk may remain. Ensure the precautions in place meet
standards set by legal requirements comply with a recognised standard, represent good practice and reduce
the risk as far as is reasonably practicable.

Where additional controls or further action are necessary to reduce the risk, decide what more could
reasonably be done by adopting the following principles:

e  Avoid the risk completely

e  Evaluate risks which cannot be avoided

e  Combat risks at source

e  Adapt work to the individual

e  Make use of technical progress

e  Replace the dangerous with none or less dangerous

e  Develop an overall prevention policy

e  Give priority to measures which protect the greatest number of people
e  Give appropriate instructions to employees.

Implementing an Action Plan

Once the level of risk has been determined and the control measures needed to reduce or eliminate the risk
established, an action plan should be drawn up with timescales for implementation of the control measures.

STEP 4 - RECORD YOUR FINDINGS

The significant findings of the assessment must be recorded since these provide evidence that something has
been done, it is also a legal requirement. Keep any written assessments for future reference and ensure that
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employees are informed of the findings and control measures, either existing or additional, that must be
observed and used. In some circumstances the findings of the risk assessment should also be given to others
who could be affected, for example agency workers, contractors etc.

Hazards and example controls

Hazard

Example control measures

Manual handling

Mechanical aids, hoists, getting assistance, breaking loads into smaller units,
training

Hazardous
substances

Substitution for less hazardous alternatives, extract ventilation, personal
protective equipment, training

machinery, tools

Work equipment e.g.

Guarding, demarcation of danger zones, restricted operation and use planned
preventative maintenance, training

Ladders Avoid working at height. correct type of ladder/stepladders, maintained, training
Electricit Insulated tools, residual circuit breakers, fuses, earthing, inspection and testing of
ectrici
y systems and appliances
Stairs, etc Good lighting, handrails, non-slip surfaces, slightly raised/highlighted front edges
i Detection/warning systems, fire drills, extinguishers, signs, suitable storage
ire
facilities for substances/goods, fire retardant furniture and fittings
Noise Reduction at source, isolation, ear protection, demarcation of danger zones
st Reduce/increase workload, more control over work, work suitable for the
ress

individual, avoidance of monotonous repetitive work

Work environment

Good lighting, ventilation, redesign layout of area, heaters/coolers

STEP 5 - MONITOR AND REVIEW THE ASSESSMENT

It is important that the control measures are monitored and that records are kept. A regular review of the
assessments should be made to consider any changes to the methods or systems of work. You should also
review the assessment following an accident, where there has been a significant change to the work, if new
information comes to light, or if there is any other reason to believe that it may no longer be valid. Following
the review, additional control measures should be implemented if required. Even if there are no significant
changes since the original risk assessment, it should be regularly reviewed to confirm that it is still relevant

and valid.
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