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Section A - Statement of Intent

Introduction

The aim of the safety policy and associated policies / procedures is to provide a safe and healthy working 
environment for employees, students and visitors to the school. 

In order to create a strong and positive health and safety culture within the School, its safety policy must be more 
than just a document, it must be an embedded part of the overall management structure and controls. All 
Governors, staff and students will play their part in its implementation. 

The Health and Safety at Work Act 1974 imposes a duty of care on employers and employees in the workplace. 

The Governing Body will ensure, so far as is reasonable practicable, that employees, students and others whose 
health and safety may be affected by the School’s undertaking, are not exposed to unacceptable risks to their health
and safety. The Governing Body accepts that it has a responsibility to take all reasonably practicable steps to ensure 
the health, safety and welfare of staff, students and others.

The Governing Body believes that ensuring the health and safety of staff, students and visitors is essential to the 
success of the school.

The School’s objectives will be achieved by:

 Providing a safe and healthy working and learning environment.

 Establishing and promoting a robust health and safety management system within the School.

 Preventing accidents and work related ill health.

 Compliance with statutory requirements as a minimum.

 Assessing and controlling risks from curriculum and non-curriculum work activities through the risk 
assessment process.

 Ensuring safe working methods and providing safe working equipment.

 Ensuring roles and responsibilities are understood and communicated.

 Providing effective information, instruction and training. 

 Monitoring and reviewing our systems and prevention measures to ensure they are effective.

 Developing and maintaining a positive health and safety culture through communication and 
consultation with employees and their representatives on health and safety matters (both union and 
non-union). 

 Setting targets and objectives to develop a culture of continuous improvement.

 Ensuring adequate welfare facilities exist throughout the school.

 Ensuring adequate resources are made available for health and safety issues, so far as is reasonably 
practicable.

 The Governing Body will review this policy statement annually and update, modify or amend it as  
considered necessary to ensure the health, safety and welfare of employees, students and visitors.

          Name: Ian Smith (Chair of Governors)     Signature:                                                           Date: 14 January 2020  
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Section B - ORGANISATION

Introduction

In order to achieve compliance with the Governing Body’s Statement of Intent and the Objectives of this 

policy the school’s management team will have additional responsibilities assigned to them as detailed in 

this part of the Policy.

An organisational chart for H&S Management is attached at Appendix 1.

The Governing Body

The Governing Body has the responsibility to ensure that:

a) A clear written statement of intent is created which promotes the correct attitude towards

       safety in staff and students.

b) Responsibilities for health, safety and welfare are allocated to specific people and that these 

persons are informed of these responsibilities.

c) Persons have sufficient experience, knowledge and training to perform the tasks required of 

them.

d) Clear procedures are created which assess the risk from hazards and produce safe systems of  

work.

e) Sufficient funds are set aside with which to operate safe systems of work.

f) Health and safety performance is measured both actively and reactively.

g) The school’s health and safety policy and performance is reviewed annually.

h) New Health & Safety legislation or guidance is recognised and acted on appropriately and that  

relevant persons attend training where appropriate to enable them to do this.

The Executive Principal 

The Executive Principal has the following responsibilities:

a) To be fully committed to the Governing Body’s Statement of Intent for Health and Safety.

b) Ensure that a clear written local Policy for Health and Safety is created. 

c) Ensure this Policy is communicated adequately to all relevant persons.
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d) Appropriate information on significant risks is given to visitors and contractors

e) Appropriate consultation arrangements are in place for staff and their Trade Union 

representatives.

f) All staff are provided with adequate information, instruction and training on health and safety 

issues.

g) Risk assessments of the premises and working practices are undertaken.

h) Safe systems of work are in place as identified from risk assessments.

i) Emergency procedures are in place.

k) Machinery and equipment is inspected and tested to ensure it remains in a safe condition.

l) Records are kept of all relevant health and safety activities e.g. assessments, inspections, accidents,

etc.

m) Arrangements are in place to monitor premises and performance.

n) Accidents are investigated and any remedial actions required are taken or requested.

o) A report to the Governing Body on the health and safety performance of the school is completed 

annually.

p) Ensure that they keep up to date with new Health & Safety legislation or guidance and attend 

training where appropriate to enable them to do this.

The School Health and Safety Coordinator is KAREN HAYWARD

She is responsible for: 

a) Co-ordinating and managing the risk assessment process for the school.

b) Co-ordinating the termly general workplace monitoring inspections and performance monitoring   

process.

c) Making provision for the inspection and maintenance of work equipment throughout the school.

d) Ensuring that all heath and safety documentation is appropriately maintained and available to all 

employees and inspecting authorities e.g. Ofsted / HSE.
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e) Advising the Executive Principal of situations or activities which are potentially hazardous to the 

health and safety of staff, students and visitors.

f) Ensuring that staff are adequately instructed in health and safety matters in connection with their  

specific work place and the school generally.

g) Carrying out any other functions devolved to him/her by the Executive Principal or Governing Body.

h) Ensuring that unsafe conditions being reported and dealt with to agreed timescales.

i) Keeping up to date with new Health & Safety legislation or guidance and attending training where 

appropriate to enable them to do this.

Teaching/Non-Teaching Staff Holding Posts/Positions of Special Responsibility

This includes Head of School, Vice Principals, Curriculum Leaders, House Leaders, Heads of Departments, 

Clerical Managers/Supervisors, Technicians and Site Agents.  

They have the following responsibilities:

a) Apply the school’s Health and Safety Policy to their own department or area of work and be 

directly responsible to the Executive Principal for the application of adopted/approved health and 

safety procedures and arrangements.

b) Carry out regular health and safety risk assessments of the activities for which they are responsible 

and submit reports to the Executive Principal or the School Health and Safety Co-ordinator.

c) Ensure that all staff under their management are familiar with the health and safety procedures for

their area of work (including temporary staff).

d) Resolve health, safety and welfare problems that members of staff refer to them, or refer to the 

Executive Principal or Manager any problems to which they cannot achieve a satisfactory solution 

within the resources available to them.

e) Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture 

and activities are safe and record these inspections where required. (Some testing of equipment 

may require a specialist contractor e.g. Local Exhaust Ventilation (LEV), design and technology 

equipment – reports of these inspections must be retained and held on the School Smart Safe 

System).
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f) Ensure the provision of sufficient information, instruction, training and supervision to enable other 

employees and students to avoid hazards and contribute positively to their own health and safety.

g) Ensure all accidents are recorded and investigated appropriately.

h) Include health and safety in the annual report for the Executive Principal.

i) Ensure that they keep up to date with new Health & Safety legislation or guidance applicable to 

their specific area of expertise e.g. Design & Technology, Science, Physical Education, Managing 

Contractors, Working at Height, Asbestos, Legionella, and attend training where appropriate to 

enable them to do this.

Special Obligations of Class Teachers

Class teachers are expected to:

a) Exercise effective supervision of their students and to know the procedures in respect of fire, first 

aid, accident/ incident reporting and other emergencies, and to carry them out, applying the same 

principles to include off-site activities, work-placements and educational visits and journeys.

b)  Follow the health and safety procedures applicable to their area of work.

c) Give clear oral and written health and safety instructions and warnings to students as often as 

necessary. 

d) Ensure the correct use of personal protective equipment and guards where necessary.

e) Make recommendations to their Executive Principal or Head of Department on health and safety 

equipment and on additions or necessary improvements to safe systems of working, plant, tools, 

equipment or machinery.

f) Integrate all relevant aspects of safety into the teaching process and, where necessary, give special 

lessons on health and safety in line with National Curriculum requirements for safety education.

g) Ensure that personal items of equipment (electrical or mechanical) or proprietary substances are 

not brought into the school without prior authorisation.

h) Report all accidents, defects and dangerous occurrences to their Executive Principal or Head of 

Department.

i) Ensure that they keep up to date with new Health & Safety legislation or guidance applicable to 

their specific area of expertise e.g. Design & Technology, Science and Physical Education.
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School Health and Safety Representatives

The Governing Body and Executive Principal recognise the role of Health and Safety Representatives 

appointed under both the Safety Representatives and Safety Committee Regulations 1977 by a recognised 

trade union (Safety Representatives) and also under the Health and Safety (Consultation with Employees) 

Regulations 1996, elected by the workforce (Representatives of Employee Safety).

Time off for training of safety representatives will be provided in accordance with negotiated agreements. 

Representatives will be given full access to the information on health and safety, to which they have a 

right under the Safety Representatives and Safety Committee Regulations 1977 or the Health and Safety 

(Consultation with Employees) Regulations 1996.  They will also be given appropriate time and facilities to 

undertake the range of activities of a Safety Representative /Representative of Employee Safety in order 

that they can play an effective role in the management of health and safety within the school.

Obligations of All Employees

Apart from any specific responsibilities which may have been delegated to them, all employees have 

individual legal responsibilities to take reasonable care for the health and safety of themselves and others 

who may be affected by their acts or omissions. In particular employees must:

a) Comply with the School’s Health and Safety Policy and procedures at all times.

b) Act in the course of their employment with due care for the health, safety and welfare of  

themselves, other employees and other persons.

c) Observe all instructions on health and safety issued by the LA, School or any other person  

delegated to be responsible for a relevant aspect of health and safety.

d) Act in accordance with any specific H & S training received.

e) Report all accidents and near misses in accordance with local procedures.

f) Co-operate with other persons to enable them to carry out their health and safety 

       responsibilities.

g) Inform their Line Manager of all potential hazards to health and safety, in particular those 

      which are of a serious or imminent danger.

h) Inform their Line Manager of any shortcomings they identify in the school’s health and safety  

arrangements.
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i) Exercise good standards of housekeeping and cleanliness.

j) Know and apply the local procedures in respect of fire, first aid and other emergencies.

k) Co-operate with appointed Health and Safety Representatives and the Enforcement Officers of  the

Health and Safety Executive.

l) Use and not wilfully misuse, neglect or interfere with things provided for their health and safety.

m)   Use all work equipment and substances in accordance with instruction, training and  

  information  received.

n)  All employees who authorise work to be undertaken or authorise the purchase of equipment will

       ensure that the health and safety implications of such work or purchases are considered.

o) Employees entrusted with responsibilities for specific aspects of health, safety and welfare must 

satisfy themselves that those responsibilities as appropriate are re-assigned in their absence.  Such 

re-assignments must be approved by the employee’s immediate superior.

Students

Students, in accordance with their age and aptitude, are expected to:

a) Exercise personal responsibility for the health and safety of themselves and others.

b) Observe standards of dress consistent with safety and/or hygiene.

c) Observe all the health and safety rules of the school and in particular the instructions of staff 

       given in an emergency.

d) Use and not wilfully misuse, neglect or interfere with things provided for their health and   

       safety.
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Section C – Procedures and Arrangements 

The following procedures and arrangements have been adopted to ensure compliance with the Governing 
Body’s Statement of Intent.

Accident Reporting, Recording and Investigation – Main Reception Area 

 All  members  of  staff  are  required  to  ensure  that  all  accidents,  incidents  and  near  misses  are

reported to the Main Office at  the school  who will  ensure that  the details  are entered on to

AssessNet online reporting system and reported to the Health & Safety Executive if required. 

 Location of accident book: 

Main Office                           

 Completed accident forms should be passed to: 

Margaret Walker, Office Manager

 AssessNet online accident system Administrator:

Tracy Heckles, Main Reception.                                   

 Person responsible for entering accidents/incidents onto the online system and completing F2508

form  for  accidents  that  come  under  RIDDOR  (Reporting  of  Injuries,  Diseases,  Dangerous

Occurrence Regulations), which is included as part of the online system: 

Tracy Heckles, Main Reception.                          

 Accidents must be reported immediately to a member of staff in the main office and form 

completed within 24 hours of any incident/accident by a person authorised to do so by the 

Executive Principal.  It should be countersigned by the Executive Principal and the injured person 

(adults) and input onto the AssessNET online system within 3 days by nominated site 

administrator.

 The name of the person who would undertake any investigation: 

Gordon Pettengell, Senior Site Agent                            
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Asbestos 

The Executive Principal is responsible for drawing up a site specific Asbestos Management Plan which 

should clearly set out who has responsibilities for Asbestos management on site: 

Senior Site Agent - Gordon Pettengell & Alan Watson – Site Agent                     

 Training attended with regard to asbestos management: 

Senior Site Agent - Gordon Pettengell - Asbestos Awareness in 2011  

              Training available through the Smart Log system.                               

 Location of Site Asbestos Log Book: 

Main Reception                               

 Location of site specific asbestos management plan: 

Main Reception & on line via Cambridgeshire County Council

 Persons responsible for  ensuring contractors have sight of and complete the Asbestos Log Book 

       for the site prior to starting any work on the premises: 

Gordon Pettengell – Senior Site Agent & Alan Watson – Site Agent                                       

 Person responsible for briefing staff re rules on drilling, affixing anything to walls and, ceilings 

       etc:    

Senior Site Agent - Gordon Pettengell                                                                                     

 Procedure for reporting damage to asbestos materials: 

To Senior Site Agent - Gordon Pettengell                                          

 Detail the monitoring and frequency of inspections of site, plant and equipment, recording, and 

       reporting to the Governing Body and LA: 

Annually              

 Detail who is responsible for monitoring, inspections and audit:  

Senior Site Agent  - Gordon Pettengell           
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Behaviour Management/Bullying 

 Arrangements: 

The School behaviour policy states the procedures to be implemented for all types of unacceptable 

behaviour.                                               

 Staff training provided: 

All staff have received training on the use of the school behaviour policy.  New teachers have had 

further training to support their understanding of the policy.                                         

 Support, monitoring policies and procedures need to be outlined and their location stated e.g. 

     behaviour log: 

The Behaviour policy is saved on the school shared area. A copy of the consequence chart is displayed

in every classroom and office in the school.                                         

Caretaking and Cleaning 

 Arrangements in place for caretaking: 

In house Site Agents Gordon Pettengell & Alan Watson – full coverage with onsite 

accommodation.                            

 Arrangements in place for cleaning:

 In house various cleaners under the supervision of the Site Agents.                                             

 Procedures for how cleaning is undertaken:  

Under the guidance of the Site Agents and in line with the Job Description for Cleaner (appendix 2) 

 Staff responsibilities:  

     Site Team, 2 x SA’s & Cleaners are responsible to maintain the School Premises to required 

    standard.                                   

 Training records: 

Contained within the Schools Central Record 

PPE issue and maintenance: 
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Personal Protective Equipment is used in line with the Safety, Health and Welfare at Work 

(General Application) Regulations 2007.  Cleaners wear tabards, rubber and disposable gloves, 

safety goggles and glasses are all available and in use for specific tasks. Site Agents wear safety 

boots when needed and PPE equipment is available within specific departments.                                 

 Procurement of materials process (to ensure same brand/ products purchased consistently to 

      match COSHH risk assessments): 

Through reputable suppliers providing the relevant detail.                                                        

Contractors

 Detail process used to select contractors: 

Reputable contractors from an approved list of suppliers are used.                                             

 Person responsible for induction of contractors to exchange health and safety information and 

      agree safe working practices while on site: 

This varies if the work is commissioned by CBC this is checked through their process.  If directly

employed  checked through  a  best  value  search  (no  of  quotes)  therefore  through  the  Finance

Function.  If a small job through quotes directly with the Site Agent/s.   

 Person responsible for checking contractor risk assessments: 

Project dependant but either Site Agent/s or Finance.

 Detail the frequency of meetings during works:   

This is specific to the duration of works/project but prior to any works completed.

 Name of person responsible for monitoring contractors working methods:   

Project dependant but usually Site Agent/s.                 

 Detail procedure for staff to report health & safety concerns: 

There is a maintenance email, telephone number and walkie-talkies are in use in school to aid 

quick and efficient communication.  The School has adopted the Smart Safe System and this will 

provide a forum to raise and track issues.  There are forms available in the staff room if required.   

 Person responsible for liaising with Contractor re health and safety matters:  
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Project dependant but usually Site Agent/s.

    Consultation arrangements with employees 

 Where a safety committee exists, briefly describe constitution and functions: 

The  Health  &  Safety  staff  committee  meet  once  every  term,  minutes  of  the  meetings  are

displayed on the H&S board in the staff room.

 Detail how employees will be consulted on H&S related issues e.g. team meetings, health and 

      safety meetings, frequency, who will attend: 

Staff briefings (3 times per week), whole school emails, weekly staff bulletins & Notice Board in

staff room.  

Curriculum Safety (including out of school learning activities) 

Science - Please see Science Department Health and Safety policy (attached appendix 3) located in 

the prep room.

Design Technology - Please see Design Technology Department Health and Safety policy (attached 

appendix 4) located in the DT Office.

Art & Textiles - Please see Art & Textiles Department Health and Safety policy (attached appendix 5) 

located in the Art Office.

Physical Education - Please see Physical Education Department Health and Safety policy (attached 

appendix 6) located in the PE Office.

Curriculum Specific Risk Assessments are available on the Smart Log System and hard copies located in 

each department area.

Science

It is the responsibility of the class teacher to carry out a risk assessment for every practical activity 

on a lesson by lesson basis.  Schemes of work highlight specific risk associated with particular 

practical activities.  Cleapss Hazcards are provided with any chemical/activity – student safety 

sheets are located in every laboratory, and students are encouraged to assess their own risk.  

Hazcards, located in prep room are available with precautions/remedial actions.
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Physical Education

It is the responsibility of the class teacher to carry out a risk assessment for every practical activity 

on a lesson by lesson basis.  Risk Assessments highlight specific risk associated with particular 

practical activities.  

   Design and Technology

It is the responsibility of the class teacher to carry out a risk assessment for every practical activity 

on a lesson by lesson basis.  Schemes of work highlight specific risk associated with particular 

practical activities.  Risk assessments are displayed next to each piece of machinery in the 

workshop, and students are encouraged to assess their own risk.  Students have a passport that 

needs to be signed by both the teacher and student prior to any use of machinery.

Aerosols and Adhesives are stored securely in a locked metal cupboard in the DT area.

  Food Technology 

It is the responsibility of the class teacher to carry out a risk assessment for every practical activity 

on a lesson by lesson basis.  Schemes of work highlight specific risk associated with particular 

practical activities. Risk Assessments highlight specific risk associated with particular practical 

activities and are located in the office.  All students receive a health & safety induction at the start 

of the course.

Knives are locked away securely in a cabinet in the office when not in use.

 Art & Textiles 

 It is the responsibility of the class teacher to carry out a risk assessment for every practical activity 

on a  lesson by lesson basis following the guidelines in the Department Health & Safety Policy.

    Specific qualification requirements to teach certain activities e.g. Design and Technology, Science,   

    Radiation Protection Supervisor.

Science

The Science department hold a number of radioactive sources and materials.  Tracey Hinson is 

named Radiation Protection Supervisor (from 15th March 2016).  All staff are given instruction in how 
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to manage risks associated with the use of Radioactive materials.  The department follow Cleapss 

guidelines on safe storage, monitoring and use.

 Education within science and food technology is completed under the Cleapss Guidance.  Support 

is provided through the bought in professional services of Bedford Borough Council to cover both 

Cleapss and Radiation Protection.  

 Curriculum is planned, staff trained and equipment kept to the standards within (Design & 

Technology Association) for Design & Technology and British Standard 4163. 

 Physical Education is completed in line with BBC guidance and Safe Practice in Physical Education 

and School Sport (Association for Physical Education – www.afPE.org.uk 

Display Screen Equipment (DSE)

 Person responsible for ensuring DSE self-assessments are completed by users and reviewed:    

Gordon Pettengell – Senior Site Agent.    Training will be available through the Smart Safe System.  

 Location of DSE self-assessment form:  Available on Smart Log System (part of training)                       

 Provision of guidance information for DSE users: available at www.hse.gov.uk                                      

 Arrangements for eyesight testing: 

Employees complete their own eye tests if required and if their work is linked considerably to DSE 

then the School will review any claims submitted.                                             

 How to report health concerns associated with DSE and to whom: 

Through the maintenance & IT support email or telephone number. 

Educational Visits and Journeys 

Refer to current CBC Educational Visits and Journeys Policy.

 Name of the Educational Visits and Journeys Co-ordinator: Alan Catherall                              

 Detail use of Evolve online system : Administered by Sharon Kane                                                     

 Location of guidance information for staff to follow when organising any off-site trips: 

Manage your risks - Safety starts with you
-

15
-

http://www.hse.gov.uk/
http://www.afPE.org.uk/


Health & Safety Policy                                         Reviewed January 2020, Next Review January 2021

Detailed forms available and are located on the school intranet - departments/Educational Visits & 

Journeys                 

Electrical Equipment (fixed and portable including curriculum based equipment) 

 Competent person(s)/ company responsible for inspection and testing of portable electrical 

equipment: 

This work is outsourced to a suitable contractor.                                                   

 Frequency of user checks: 

Annually                                             

 Name of person responsible for maintaining records of inspection and testing: 

Gordon Pettengell – Senior Site Agent.  Smart Safe System will be set up to alert the requirement.   

 Detail any limitations on bringing personal electrical items to school: 

Permission should be sought over and above phones and tablets                               

 Competent person(s)/ company who undertake examination of fixed electrical installation:     

This work is outsourced to a suitable contractor                                                                                             

 Competent person responsible for checking  lighting e.g. stage lighting, general lighting:     

This work is outsourced to a suitable contractor                                                                                

 How to report defective electrical equipment: 

Through the maintenance email, telephone number, verbally to the Site Team 

Equipment (other, including curriculum based equipment) 

 Competent person(s)/ company responsible for inspection and testing of [inventory of  

equipment]:   

Site & ICT Teams                                          

 Frequency of user checks, inspection and testing by competent person: 

On-going but an internal and/or outsourced check will be completed                    
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 Person responsible for maintaining records of inspection and testing: These details will be 

recorded on the Smart Safe System and monitored by the Site Team:               

          e.g.

 Local Exhaust Ventilation maintenance (LEV)
 Pressure Systems
 Gas Appliances
 Lifting Equipment & Lifts
 Kilns
 Photographic equipment

Fire Precautions and Emergency Procedures 

Responsible person as defined in Regulatory Reform (Fire Safety) Order 2005: Karen Haywood, Executive 

Principal and Gary Preston – Head of School                                         

 Arrangements for undertaking and reviewing the fire risk assessment:  Annual review               

 Location of map of assembly points:  Available on system and displayed in offices and classrooms     

 Emergency plan location: Available on system

 Frequency and arrangements for test of fire alarm, extinguishers, emergency lighting, drills: 

 Fire log book located in Site Office

 Fire Alarm tests carried out weekly on Mondays, this is recorded on the smart log system

 Extinguishers – annual maintenance check by outside contractor

 Emergency Lighting checked monthly

 Fire Drills are carried out twice annually

 Staff with special responsibilities for fire safety:

Senior Site Agent – Gordon Pettengell & Site Agent – Alan Watson

Fire warden(s):   Michala Forster, Carly Halls, Claire Jones, Ginny Walton-Smith, Jo Partridge, Alan 

Catherall, Preston, Alan Watson, Gordon Pettengell & Jo McEvoy   (training provided by external 

provider and via smart log system)                     

 Person responsible for maintenance of fire exit/escape routes: 
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Senior Site Agent – Gordon Pettengell & Site Agent – Alan Watson

 Detail staff training (should all be recorded in Fire log book): 

All staff have received Fire Awareness Training (smart log and Fire extinguisher training (external 

provider), this is recorded on the SCR

 Process for calling emergency services: 

The fire alarm is monitored 24/7 by advanced independent monitoring

 How to report faults and hazards:                   

Through the maintenance email, telephone number, verbally to the Site Team  

FIRE EVACUATION PROCEDURE 

Evacuation of the school is the first priority. If you discover a fire, break the glass of the nearest fire alarm point. 

VACATING THE SCHOOL 

When alarm sounds:

 • Instruct the pupils to leave their bags and books where they are and to WALK quickly and quietly 

• If possible close the door once all pupils have left 

• Proceed to the assembly point (shown on the Fire Notice inside every classroom) on the ‘Old Tennis Courts’.  

Pupils to assemble (quietly) in form groups (as per diagram). Form Tutors are responsible for their form. All other 

staff/visitors to assemble as per the diagram below. Disabled students to assemble on the landing nearest to their 

classroom, Teachers will inform the Fire Marshalls of their location so that they can be evacuated via evac. chair if 

there is a confirmed fire.

 ACCOUNTING FOR STUDENTS 

• Form Tutors to collect registers and account for their pupils

• Form Tutors to report back to the house leader whether all pupils are accounted for or the names of the missing 

pupils who were marked present on the register but are now missing. Try to also ascertain their last known 

whereabouts from other pupils. 

• House leaders or teachers without forms should fill in for their absent colleagues 

• Reception will bring out the list of visitors (or evac ipads) to the assembly point to check that they have evacuated 

the premises.

The Site Agent(s) will investigate the cause of the alarm and in the event of a false alarm will give the all clear to the 

person in charge (Head or Deputy) for pupils and staff to go back into school. In the event of a fire the emergency 

closure procedure will come into force. 

DISABLED STUDENTS 

There is a separate Fire Evacuation plan for Disabled pupils who at the time of the alarm are on the 1 st, 2nd  or  3rd 

floor and cannot walk down the staircase. Pupil’s timetable will be in the fire trolley. Pupils who are on either the 1 st,

Manage your risks - Safety starts with you
-

18
-



Health & Safety Policy                                         Reviewed January 2020, Next Review January 2021

2nd or 3rd floor need to make their way to the nearest staircase (A or B) and wait for further instructions. If it is 

established that there is a fire in the vicinity then the pupils need to evacuate down the staircase via the Evac chairs,

with the help of the allocated trained member of staff. 

FIRE PRACTICE 

At the start of the Autumn term all year groups will be taken through the evacuation process. A whole school fire 

evacuation practice will be carried out each term. FIRE ALARM ROLL CALL – OLD TENNIS COURTS 

Once you arrive at the Old Tennis Courts, please congregate in the areas shown:
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First Aid 

 Location of first aid boxes: Main office/reception, PE department (5), DT (1), Science (2), School

minibuses. 

 Name of person responsible for checking and restocking first aid boxes:  The first aiders in the

areas where the first aid boxes located.

 Who summons an ambulance: Receptionist at Main Office                           
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 Who accompanies children to hospital: Parent (if available) or member of support staff

 Arrangements for first aid outside school hours: Site staff on site (SLL upon handover)

Arrangements for first aid for off-site activities: 

A member of the first aid team to accompany the group and take a fully stocked first aid kit on 

the visit. First aid box in both school minibuses.                                        

Arrangements for the provision of first aid cover in the event of the temporary absence of the 

appointed first aider: 

If the first aider in your area not available please contact any named person on the first aider list 

which are displayed in each department.

Name of person responsible for organising training and retraining of first aiders/training records:

Tracy Heckles – main reception 

Grounds Maintenance 

 Person(s)/company responsible: 

Site Team and Countrywide Grounds Maintenance Ltd                                 

 Person(s) responsible for managing Grounds Maintenance Contractor(s): 

Managed through the Site Agent/s.  Out sourced - Contractor signs in/out via the Site Office 

noting the work completed on site      

 Arrangements and procedures school has in place for grounds maintenance on school site: 

Predominantly outsourced 

 Arrangements and procedures contractor has in place for health and safety e.g. accident 

reporting, first aid, etc.: 

As per contract 

 Name of person responsible for record keeping: 

Both Site Agents (work details and site visits), Finance (contracts and invoices)                               

Hazardous Substances (Control of Substances Hazardous to Health Regulations (COSHH)

 Arrangements for the procurement and use of hazardous substances: 
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All substances held at the School are subject to the Control of Substances Hazardous to Health

Regulations                             

 Location(s) of hazard data sheets/COSHH assessments/emergency procedures for spillages: 

 Site office 

 Cleaning cupboard(s)

 Science: safety data sheets (supplied with all chemicals) are kept on file in prep room 

and on Hazards supplied with any chemicals in laboratories.  Appropriate spill 

management is provided where appropriate.   

 Design Technology: Folder in the DT office contains risk assessments.   

 Food Technology:   Folder in the food office contains risk assessments.

 Name of person(s) responsible for undertaking COSHH risk assessments: 

Site - Gordon Pettengell – Senior Site Agent                           

 Detail any staff training:  

 Site Agent Gordon Pettengell January 2016 

 All science staff receive instruction on managing risk when using radioactive 

sources before use.

COSHH Awareness Training will be available through the Smart Safe System and staff in the 

following areas will complete:

 Site
 Art
 DT
 Science                               

Personal Protective Equipment (PPE) provided:  

Site:

 Cleaners - tabards, rubber gloves, disposable gloves, goggles (if required).

 Site Team – gloves, goggles (if required), safety footwear, hard hat, face masks and ear 

defenders

Design Technology:
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 All DT Workshops have safety goggles, aprons and face masks (where required)

 Food Technology room – all students to wear aprons/chefs jacket and chef hat or 

hair net, and must use safety equipment when required i.e. oven gloves.

Science: 
 All Science labs have 30 pairs of safety spectacles.  Lab coats and disposable gloves 

are available if appropriate.

 Technicians always wear labcoats and have heavy duty gloves for washing up and 
disposing of hazardous substances                   

 Person(s) responsible for selection, issue, maintenance and storage of PPE: 

 Senior Site Agent – Gordon Pettengell  and Site Agent – Alan Watson

 Science – Matt Cuff and all Science teachers and technicians 

 Design Technology – David Matthews and all Design Technology teachers and 

technicians

Note: For curriculum Science and Design and Technology CLEAPSS guidance will be applicable to 

COSHH assessments.

 Person with access to CLEAPSS guidance and hazards: 

 Science – Matt Cuff and all Science teachers and technicians – online

 Design Technology – Mick Suffolk - online

 Guidance on emergency procedures for spillages is contained on hazards and in more detail in

Section 7 of Cleapss Handbook. 

 Science - Chemical Spillages – supplied only in sufficient quantity for planned activity.

On  the  limited  occasions  when  concentrated  Chemicals  are  used,  relevant  spill  kit

provided for use by technician. 

 Person(s)/company to contact re disposal of chemicals:

 Science  follow  Cleapss  guidance  list  for  waste  disposal,  minimum  of  three  quotes

obtained 
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 Site – cleaning materials collected by supplier                                         

Inclusion 

 Arrangements for planning and assessment for Special Educational Needs (SEND) students: 

Subject staff in liaison with the SENCO, House Staff and Executive Principal. 

 Arrangements for making reasonable adjustments in respect of access under the Disability 

Discrimination Act: 

SENCO in liaison with the House Staff and SLT. 

 Arrangements to ensure staff are suitably informed and trained in order to be able to support 

students in an inclusive and safe manner: 

SENCO in liaison with SLT  

Legionella 

 Name of person responsible for legionella management on site: Gordon Pettengell – Senior 

Site Agent/outsourced to Biochemica

 Arrangements e.g. bi-annual risk assessment, implementation of actions: Gordon Pettengell – 

Senior Site Agent /Biochemica

 Frequency of temperature checks: Monthly

 Record Keeping: Online via Zetasafe.net

 Training: Legionella awareness training – Gordon Pettengell – Senior Site Agent, smart log 

training

Shared use of premises/use of premises outside school hours

 Detail agreements, procedures and arrangements for lettings: 

Joint Use agreement in place with Stevenage Leisure (under review) 

Mid Beds Tigers (Playing Fields at weekends)              

 Person responsible for out of hours activities:

SLL & Site Team                 

 Name of person responsible for providing information to hirers using the premises out of hours: 
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SLL & Site Agent/s                                  

 Detail any staffing requirements e.g. site agent lock up: 

Site Agent/s lock up the school areas.  Stevenage Leisure responsible for their areas

Mid Beds Tigers have the code to the gate and secure after use                         

 Detail out of hours first aid provision: 

Stevenage Leisure & Mid Beds Tigers provide their own cover                                 

 Detail fire and emergency arrangements for out of hours: 

Stevenage Leisure have their own procedure should the school alarm sound.  Remote monitoring 

is in place 24/7 including out of school hours 

 Detail any restriction on use of equipment by hirers: 

The revised contract will hold the details – currently under review                       

 Detail any licensing requirements: 

Responsibility of SLL                             

 Insurance requirements: 

Stevenage Leisure & Mid Beds Tigers have their own public liability insurance                                    

Lone Working 

 Detail Safe working practices/rules for staff who work alone: 

Details contained with the adopted policy noted specifically Controlling the Risks of Solitary Work

 Detail contact arrangements for lone workers: Walkie Talkie & Mobile Telephone

 Person responsible for risk assessment of lone working activities:  Gordon Pettengell – Senior 

Site Agent

Managing Medicines & Drugs – Main Reception Area 

 Specific staff training and retraining requirements e.g. managing medicines, epi-pen etc.: 
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A member of the school nursing team at SEPT Community Health Services, Bedfordshire, Child 

Development Centre, Hill Rise, Kempston MK42 7EB, Tel: 01234 310278 will be contacted if any 

additional staff training required.

 Arrangement for storage/disposal of medicines:  

Prescription medicine may be stored in the main office, but only at the specific request of the 

parent/guardian and on receipt of a letter from parent/guardian.  All such medicines will be 

stored in the Main Office away from children and will only be handed to students as instructed. 

All medicine taken by students will be logged by first aid staff in the school office. There are 

specific guidelines for those students suffering from asthma, epilepsy, heart conditions, ADHD 

and those at risk of severe allergic reactions.  Paracetamol may be carried by students for use 

during the school day.  This should be only a day’s supply – a maximum of 4 tablets for personal 

use only.  All medication held is checked at the end of each term and either returned to 

parent/guardian, if still in date or taken to the local chemist for disposal.

 Location of forms with regard to administration of medicines: 

Any medication administered to staff/students logged in the first aid book stating name, time 

and medication taken.  This log is kept in the main school office reception.

Manual Handling and Lifting 

 Arrangements for identifying all activities involving lifting/handling:  

Staff who need to undertake lifting/handling duties will be trained and will need to self-assess      

     Person(s) responsible for completing manual handling risk assessment(s):  

   Gordon Pettengell – Senior Site Agent

 Staff training in manual handling/ date: 

Training will be available through the Smart Safe System for relevant staff                         

 Guidelines for specific tasks: 

Risk Assessment available

 Availability / location of lifting aids on site: 

Sack barrows, trolleys & pallet truck located in site office/boiler house
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 Detail any hoists / lifting equipment used on site: 

None available                        

Noise – Departments 

Detail any arrangements in place for noise monitoring:

 D&T Students/staff to wear appropriate ear protection when using machinery. 

 Site staff to wear appropriate ear protection when using machinery

 Detail any arrangements for health surveillance where appropriate:

 D & T Workshop is checked and anything needing repair is not in use  

 Detail any Personal Protective Equipment provided e.g. ear plugs: 

 D & T ear defenders when using certain machinery   

Occupational Health

 The schools current HR provider, Bedford Borough Council provides Occupational Health Services

to the school.  These services are used when required following any long term absence in line 

with the Absence Monitoring policy.  

PE Equipment 

 Arrangements and procedures for use: 

All PE equipment is located in locked store cupboards throughout the school.  Staff will collect 

equipment needed and ensure that it is put away afterwards.             

 Risk Assessments for use of equipment, (including setting up, moving and packing away): 

There are risk assessments for all practical activities these are located on the Smart Log System 

and depts./subject area folders/PE/Risk Assessments, there are reviewed annually or earlier if 

required.

 Supervision requirements: 

Students are supervised at all times.                      

 Detail user checks required: 

All equipment is assessed prior to use by staff member at the beginning of the lesson.                 
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 Name of approved contractor who conducts inspections/ regularity: 

Universal Services or Sports Safe                

 Detail inspections by approved contractor: 

Equipment serviced and approved for use – any condemned equipment should be disposed of 

and replaced if necessary.                          

 Detail periodic inspections: 

  Annually                                          

 How to report hazards: 

Staff and students should report any hazards to the Curriculum Leader who will decide action 

required.                              

 Repair and maintenance procedures: 

     Report to Site Team maintenance@sandysecondaryschool.com                                                        

 Name of person responsible for keeping records: 

Curriculum Leader PE                                        

 Instruction and training for staff/students provided: 

Staff will receive a department induction in addition to the whole school induction, this will 

include health & safety requirements for both on-site and off-site activities.   

Students will be instructed by their teacher on Health & Safety requirements on a lesson by 

lesson basis.

Specific Health & Safety training is provided by the National Governing Body and can be 

arranged if required.                              

Personal Protective Equipment (PPE) 

Person(s) responsible for assessing requirements for PPE:

 D & T - Teachers and Curriculum Leader – David Matthews.  Copies of risk assessments in DT 

Office

 Science – Matt Cuff – Curriculum Leader of Science & Michala Forster – Head Technician
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 Site – Gordon Pettengell Senior Site Agent & Alan Watson – Site Agent

Risk assessment(s): 

 D & T – Teachers, Technician and Curriculum Leader – David Matthews. Copies of risk 

assessments in DT Office.

 Science – Matt Cuff and Michala Forster – duty of all staff to assess risk and ensure that 

appropriate PPE is used by students

 Site – Senior Site Agent – Gordon Pettengell                                                 

Arrangements for supply and maintenance of equipment required: 

 D & T - Technician and Curriculum Leader. Copies of risk assessments in DT Office.

 Science - Scientific equipment – outside contractors

 Site – Gordon Pettengell – Senior Site Agent                      

Person(s) responsible for training in use of PPE.

 D & T – Curriculum leader, Teachers and outside company for safe use of equipment.  Copies of

risk assessments in DT Office

 Science – Curriculum Leader and Senior Science Technician

 Site – Gordon Pettengell - Senior Site Agent

Radiation 

 Arrangements in place with regard to Radiation Protection: The school follow Cleapps 

guidance, located in Science Prep Room                      

 Name of Radiation Protection Supervisor: Tracy Hinson 

 Training Received: 15th March 2016 -   Radiation Protection Supervisor Training (Oxford 

Radiation Protection Consultants)                             

Risk Assessments – General 

 Identify who is responsible for ensuring that risk assessments are undertaken: 

Gordon Pettengell – Senior Site Agent     (Annual check via smart log)       
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 Arrangements for undertaking specific risk assessments (i.e. staff who are pregnant or who have 

health problems

Claire Jones - HR & Operations Manager 

 Arrangements for undertaking specific student risk assessment where appropriate e.g. SEND): 

Heather Smith - SENCO

 Arrangements for the retention and periodic review of risk assessments: 

Gordon Pettengell – Senior Site Agent.  Process will be completed prior to the annual review of 

this policy.                                 

School Transport 

 Licence requirements: 

Cat D1 along with a Driver Assessment pass is required to drive the school minibuses, the 

people carrier may be driven with a driver assessment only.                           

Authorised minibus drivers and training dates received (expires after 4 years):  

Peter Waller - 29th June 2016 

Tina Jackson – 29th June 2016 

Alan Catherall – 12th July 2016

Michala Forster – 12th July 2016

Jo Partridge – 26th September 2016

Jayne Thompson – 2nd November 2016                                 

 Karen Hayward – 11th September 2018

Debbie Fordham (Moggerhanger Primary School) – 11th September 2018 

Gary Preston – 3rd October 2018

Leah Funge -   3rd October 2018  

Gordon Pettengell – 25 February 2019

Ginny Walton-Smith – 25th February 2019
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Charlotte Saunders - – 3rd May 2019

Stuart Randall – 25th November 2019        

 Authorised people carrier drivers and training date (expires after 4 years):  

Jack Fuller – 3rd May 2019

Emily Broughton – 3rd May 2019

Stuart Pink– 3rd May 2019

Rachel Lewis – 8th October 2019

Lauren Corke– 8th October 2019

   

 Name of person responsible for undertaking checks on minibuses: 

Alan Watson – Site Agent          

 Student supervision arrangements:    

An additional member of staff on board to supervise students                     

 Driver medical arrangements:          

Medical declaration completed and then assessed as necessary - contained within minibus 

policy Appendix 7                 

 Insurance requirements: 

Via Central Bedfordshire Council – copy in logbook located in Site Office                                         

Security 

 Arrangements in place for securing school site: 

Site Agents and Stevenage Leisure dependant on time of day                                    

 Name(s) of staff responsible for securing school site: 

School – Site Agents – Gordon Pettengell & Alan Watson

Shared Areas – Stevenage leisure                             

 Emergency contacts:    
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Gordon Pettengell – Senior Site Agent

Alan Watson – Site Agent                                 

 School opening times: 

School – Monday – Friday term time 6.30am – 6.30pm (6.00pm on Friday), Holidays 8.00am – 

4.00pm (dependant on contractors).

Stevenage Leisure – Mon – Fri - 6.00am – 10.30pm, Weekends 8.00am – 8.00pm (different 

opening times on bank holidays)

 CCTV Policy: Appendix 8                            

Site Maintenance 

 Arrangements and responsibilities in place for upkeep and maintenance of school buildings and 

site:                                    

Maintenance issues reported via email maintenance@sandysecondaryschool.com these are then

prioritised accordingly.

 Process for reporting of hazards: 

As above unless emergency where these should be reported to reception and walkie-talkie used 

to inform on duty Site Agent.                                      

 Responsibility for safety signage: 

Site Staff 

Slips, Trips and Falls

 Detail how hazards are minimised e.g. weekly walk-rounds, staff safety briefings: 

Training will be available through the Smart Safe System for all staff, Fortnightly site walks HR 

& Operations Manager & Senior Site Agent.               

Staff Training & Development 

Arrangement to brief new staff/ temporary staff about health and safety arrangements: 

 Name of person responsible: 
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Claire Jones – HR & Operations Manager, contained within Induction Booklet

 Arrangements to identify training needs

Via Performance Management Review

 Detail specific training for certain roles i.e. site agent/caretaker, health and safety co-ordinator, 

first aid, fire safety, training updates, competencies for certain activities e.g. hazardous 

substances, working at height, risk assessment:    

Training will be available through the Smart Safe System for all staff, certain staff will have 

additional role specific training such as COSHH, manual handling, etc.

External Training for Site staff & Health & Safety representative will be arranged according to the

schools’ needs 

First Aid Training is arranged according to the schools’ needs, by external providers, list above

 Person responsible for keeping general staff training records: 

Tracy Heckles (CPD Tracker), Gordon Pettengell & Claire Jones (Smart Log)

Stress

 The School has adopted the CBC Guidelines on the Management of Stress for School-Based Staff 

April 2005 (see appendices 9) 

Vehicle Movements on site 

 Detail how risks are minimised and hazards identified.

Speed limit signs, school buses line up near to the entrance, speed bumps are in place.

 Include management of contractor vehicles on site e.g. deliveries, building works etc.

Deliveries are to the site office, contractors report to reception, movement instructions 

explained.

Violence (also see lone working)

 Detail arrangements in place for reporting of violence .e.g. on accident/ incident report, 

behaviour log etc.:  
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All incidents of this nature are reported to the House Achievement Leader. The Vice Principal link for

that house will then discuss the way forward with the HAL.  All incidents are recorded on Sims

             If violence formed part of an accident/incident this would be written up within the incident report 

            form                      

Visitors – Main Reception Area 

 Detail arrangements for providing Health & Safety information to contractors,  visitors to school 

i.e. parking, disabled facilities, accident reporting, fire and evacuation, first aid.

All visitors/contractors visiting the school sign in and out at the main reception on the InVentry 
system, where they are given a visitor badge.  If they are on the Single Central Record they are 
given a badge on a green lanyard and all other visitors have a red lanyard (if visitors have a red 
lanyard they must be accompanied at all times by a member of Sandy Secondary School staff).  
On the reverse of this badge there are guidelines on Health & Safety, Smoking, Fire and 
Emergency, Classroom and Property that they must be adhere to whilst on the school site.  
Visitors/contractors are also given a safeguarding booklet.

Working at Height 

 Guidance and procedures in place:  

Risk Assessment available departments/site/risk assessments                    

 Identify who is responsible for undertaking Risk assessments:   

Gordon Pettengell – Senior Site Agent                    

 Staff training and updates: 

Staff Training available through the Smart Safe System. Scaffold tower training provided by 

external providers.                                   

 Identify what access equipment is available on site and who is authorised to use it:   

Scaffold tower – Gordon Pettengell – Senior Site Agent & Alan Watson – Site Agent

Ladders – Gordon Pettengell – Senior Site Agent & Alan Watson – Site Agent         

 Regularity of user checks for ladders and scaffold tower:  

Upon use and annually – logged on Smart Log System                     

 Records of maintenance and training: 
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Certificates to be kept on file and added to Single Central Record                                       

Section D – Arrangements of Monitoring and Evaluating the Policy

 Detail how monitoring and evaluation of the policy will be achieved: 

Support will be bought back through Bedford Borough Council to keep current with all 

changes with the legislation and the policy will be reviewed annually.                         

 Detail who will be responsible: 

Claire Jones – HR & Operations Manager & Gordon Pettengell  - Senior Site Agent.
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Appendix 1
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Appendix 2 
CLEANER JOB DESCRIPTION

JOB TITLE: Cleaner

RESPONSIBLE TO: Senior Site Agent

JOB PURPOSE: To maintain school premises to the required standard 
of cleanliness; required to clean all rooms, toilets, cloakrooms, staircases, 
corridors, halls, laboratories and all other areas in use.

WORKING ARRANGEMENTS: 
50 weeks per year – shut down weeks Feb & Oct half term. Staff will be required to keep part of their holiday 
entitlement for the school site closure at Christmas.

Main duties and responsibilities:

1. To carry out cleaning work to the required standard and as instructed by the 
Senior Site Agent or Site Agent.

2. To report to the Senior Site Agent or his/her authorised deputy, matters that are likely to affect their 
work or other matters they consider that they should be aware of.

3. To use cleaning materials appropriately and economically; to inform Senior Site Agent when stocks are 
low.

4. To ensure that tools and equipment are in good working order, reporting any 
faults to the Senior Site Agent.

5. To ensure that cleaners’ storage lockers and cupboards are kept clean and tidy.

6. To undertake any non-routine cleaning tasks, such as litter picking as instructed by Senior Site Agent or 
authorised deputy.    All cleaners are required to contribute to major cleaning tasks during the school 
summer holiday period.

7. To wear suitable clothing and sensible footwear.

8. To work to County Council guidelines at all times particularly in relation to health and safety policy.

9. To attend all essential health and safety training courses as determined by the management of the 
school and/or the County Council.

10. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of 
confidential and sensitive information.

11. To undertake any other duties of a similar level and responsibility as may be required.
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Appendix 3

Science Department

Health and Safety Policy 

2019/2020
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LABORATORY MANAGEMENT AND SAFETY 

INTRODUCTION
'Under the Health & Safety at Work Act and the Control of Substances Hazardous to Health Regulations (COSHH) we have a legal
and moral obligation to work and behave in a safe manner at all times. We have a duty to our pupils and to other employees of
the authority to ensure that we comply with the regulations laid down and to ensure that safe working practices are adopted.
To this end we need a departmental policy statement that is applicable to everyone and is in agreement with Sandy Secondary
School and Bedfordshire Health and Safety policy statements (1992). We also have a joint responsibility towards people other
than pupils  and fellow science staff:  We have a responsibility  towards cleaners,  caretakers,  outside contractors  and other
visitors... including non-science staff doing cover or simply teaching their subject in a laboratory.
GENERAL RESPONSIBILITIES

All teachers and technicians have certain general responsibilities:

 for each other's safety and should warn each other of hazardous situations (e.g. residues from experiments, etc.)

 to co-operate with safety policies laid down by LEA, school and department;

 to set a good example (e.g. wearing eye protection when necessary)

 to check that a proposed activity has been Risk Assessed (see Procedures section and Appendix 6);

 to check that laboratories and prep rooms are locked when unoccupied.

In addition teachers should:

 take into consideration all relevant safety precautions when preparing lessons;

 check  that  technicians  know  how  to  carry  out  safely,  potentially  hazardous,  operations  that
they have asked them to do;

 Discuss with students the departmental safety rules (see Appendix 1) and explain them and their necessity;

 remind pupils regularly about safety and every time that there is a potential danger (see Appendix 5b);

  NEVER leave pupils unsupervised in a laboratory;

 take responsibility for checking their allocated room (see Appendix 2).

 make any suggestions regarding health and safety issues

PROCEDURES FOR THE DAY-TO-DAY RUNNING OF THE DEPARTMENT
In order to ensure a safe and efficient working environment, on a day to day basis we must all comply with the following
procedures (see Appendix 5b for further guidance):

during each lesson

 pupil's bags should not be obstructing aisles or working space;
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 apparatus should not be left unattended;

 pupils should be standing throughout hazardous practical work;

 stools should be kept out of the aisles;

 goggles, when needed, should be collected as part of the initial apparatus;

 long hair and ties should be secured;

 acids should not be heated above 60°C;

 test tubes should be filled in test tube racks;

 bottle tops should be kept on whenever possible:

at the end of each lesson ensure that:

 all tables are cleared of equipment and resources, clean and dry;

 sinks are empty and useable;

 stools are neatly parked

 main gas control taps are off;

 used glassware and contents to be placed in the bowl provided;

 apparatus trolley is neatly packed and/or stacked and if possible returned to prep room;

 text/reference books are neatly and correctly located;

 laboratory door(s) are locked;
NB. It is acceptable to leave hot metal objects on the side benches to cool;

at the end of the day it should be checked for the lab taught in and/or responsible for that:

 all windows are closed and locked;

 all stools are placed under/on tables;

 the electricity supply to the laboratory is turned off;

 the main gas control is switched off:
ALL staff should familiarise themselves with:

 the fire regulations that are posted in laboratories where they teach (see Appendix 3);

 the safety equipment in those laboratories and how to use them(see Appendix 4);

 the procedure to follow in case of an accident including any forms that may need completing (see Appendix 5a);

 the  procedure  for  carrying  out  Risk  Assessments  according  to  COSHH Regulations
(see Appendix 6);

 the documentation, including ASE guidance books, received from time to time and located in a prominent file in
the Prep room (see Appendix 6);.

The technicians, through the Senior Technician will ensure
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 that each Laboratory and the Preparation Room are checked each day against a check list of safety equipment (see
Appendix 7) and this process be recorded (in a file);

 that  any  substances/chemicals  provided  for  staff  and/or  pupil  use  are  issued  together  with  the  appropriate
HAZCARD;

 that those substances are in containers labelled with the appropriate hazard symbols, in the appropriate quantities
and in the appropriate concentrations/dilutions for experiments that have been vetted and agreed by the Head of
Chemistry;

 that radioactive sources are logged in and out to a specific group and member of staff in an exercise book kept in
the radioactive store;

 that apparatus/equipment provided to lessons is safe to issue, according to the agreed course, and "attractive"
items are numbered and marked for ease of checking;

 that the outside prep room door is locked and bolted;

 logging in and out of radioactive sources 

 senior technician also is responsible for checking and maintaining the first aid box kept in the prep room:
ALL staff need to sign a safety register (see Appendix 8) each year to confirm:

 that they have a copy of the safety policy statement;

 that they have read (re-read) and agree to comply with its instructions including the relevant appendices.

APPENDICES

1. Department safety rules.
2. Laboratory staff responsibility list
3. Fire regulations.
4. Laboratory safety equipment list.
5. Accident a) procedure instructions b) prevention guidelines
6. Safety File contents.
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APPENDIX 1:

DEPARTMENT SAFETY RULES

ALWAYS

 wait to be told to enter a laboratory by a member of staff;

 behave sensibly;

 follow instructions carefully;

 work on a tidy bench;

 report breakage and accidents (cuts, burns etc) to your teacher at once;

 leave your bench clean, tidy and dry;

 return apparatus carefully as requested;

 put broken glass into the correct bin;

 use goggles for chemistry experiments;

NEVER

 enter a laboratory unless instructed to;

 run or push;

 do private experiments;

 touch any equipment unless instructed;

 eat, drink or even taste ANYTHING; unless instructed to do so

 put anything in the sink unless instructed;

 put hot apparatus away;

 light a Bunsen burner with paper
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APPENDIX 2

STAFF LABORATORY RESPONSIBILITY LIST: ACADEMIC YEAR 2012/2013

The following staff are responsible for the general maintenance and appearance of the following rooms:

S2 JCT

S3 SNM S4 PWR

S5 TH     S6 MCF

S7 KCT S8 NWR

S9 JBE S10 WLY

 Prep Room - MF

This involves reporting maintenance problems as they become obvious and generally maintaining the laboratory in a good 

condition for proper use. Specifically you should ensure that the room provides a positive learning environment and that safety 

equipment is all present and useable;  alert CL and Head Technician if anything is not as it should be.   E mail maintenance and 

IT support where necessary.

Technicians will complete a checklist of each room at the end of each day.

NOTE:    Stores of paper should be kept stocked and available.

Notice boards should be kept neat, interesting, and contain examples of current pupils' work. Broken stools 

must be removed from labs immediately - initially to the prep room.
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APPENDIX 3

FIRE REGULATIONS

These are posted in a prominent position by the exit door in each room. It is the responsibility of all staff to be aware of the

correct exit route from that room to the correct assembly point.

Make sure that all windows and doors are closed the event of a fire or a fire drill . You are responsible for ensuring that all pupils

have left the room before you close the doors and that you have a class register of the pupils present in your charge at the time

of the fire or fire drill.

Make sure also that gas and electricity are turned off at their main isolation points, the main gas control valve and the electricity
isolation box.
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APPENDIX 4

LABORATORY SAFETY EQUIPMENT 

Each Lab and Prep Room should be equipped with;

 a fire bucket filled with sand... no paper or flammable material should be on the sand;

 a fire blanket;

 a fire extinguisher...check the seal and familiarise yourself with its operating procedure;

 a broken glass container;

 a waste paper container;

 full   set of safety goggles. towel and soap;

 dustpan and brush;
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APPENDIX 5(a)

ACCIDENT PROCEDURE 
INSTRUCTIONS
In the event of an accident:

To apparatus

 report the breakage to the technicians 

 decide on the cause and if deemed malicious charge full price, liaising with student services/HAL

 deliberate breakage also requires a letter home;

 any mercury spillage needs immediate remedial action so inform Senior Technician straight away.

Involving spillage

 consult the appropriate HAZCARD (which should be with you at the time of the incident).

To persons

Immediate remedial measures should be dealt with in the laboratory while waiting for further assistance. All teaching staff
should be acquainted with the following procedures;
Cases of electrical shock should be isolated by disconnecting the equipment from the power source. If the person should need
to be moved a wooden implement should be used. Airways, breathing and circulation should be checked.
Burns should immediately be placed in running cold water for at least 10 minutes and then re-assessed for appropriate action.

Chemically contaminated eyes should be thoroughly washed with slow running cold water from tubing

kept permanently attached to one tap in each lab. Pupils should keep their eyes open and the procedure

carried out for at least 10 minutes.

Cuts should be washed in clean water, pressure applied and the injured area should be elevated. Any hair or clothing set alight
should be smothered.
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Incidences of toxic gas inhalation should be removed to an area of fresh air, treat as for spillages but beware of potential
parental claims for replacement clothing.

Inform technicians of all occurrences. All incidents, incidents involving personal injury or near misses should be referred as soon
as possible to a first aider and must legally be registered in the accident book. Forms are available from the school office.

APPENDIX 5(b)

ACCIDENT PREVENTION GUIDELINES

 Large containers of chemicals should never be available for pupils to gain access to. No stock bottles in labs

 Never fill a container to more than 2/3 full...especially test-tubes and beakers.

 Insist that bags (and clothing if present) are placed under tables or well away from experiments.

 Insist on obstructions to gangways being cleared... stools under tables etc.

Pupils should be standing when using chemicals that are being mixed or heated

 NEVER   allow pupils to rearrange glass tubing in rubber bungs...call for a technician.

 NEVER   allow pupils to do a potentially hazardous experiment that you personally have never performed

 NEVER   allow unsupervised access to hazardous materials...you should dispense the most hazardous and supervise their 

access to the less hazardous.

 ALWAYS   consult the HAZCARD before using hazardous materials and use a safe alternative if one is recommended.

 Stick to the tried and tested procedures that have been collectively agreed and adopted for our courses.

Any variations should only be done with the knowledge of the appropriate subject leader/specialist after a risk assessment 

has been done and the procedure tested for safety.
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APPENDIX 6:

Risk Assessment procedure

Please refer to CLEAPSS Files on Intranet

Hazcards will be provided where appropriate.  Staff must familiarize themselves with risk assessment on the Hazcards before undertaking the 
practical procedures.
Each teacher must assess suitability of any activity for each class in each situation
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Appendix 4

Design Technology - Food Department
Health and Safety Policy

1. It is the policy of this department to encourage good workshop practice in line with current health and safety 
regulations. 

2. Risk assessments are included in all schemes of work and more detailed information on safety procedures is 
available on file in the Design and Technology Prep Room under “Safety”. 

3. General Health and Safety guidelines are provided for all students with more detailed guidance given where 
appropriate. 

4. Health and Safety notices are on display throughout the department. 

5. Staff must be familiar with emergency procedures, escape routes, fire-fighting equipment and gas shut off 
valves. 

6. The school requires electrical equipment to be examined and tested every year. 

7. Staff should report any damage to such equipment, in particular to cables and plugs to Head of Department. 

8. Annual safety checks are carried out on microwaves, gas, and electric cookers. A report is available on file in 
the Design and Technology Food Prep. Room under "Safety". Repairs and alterations arising from this report 
must be passed to the Site Team for further action. 

9. Maintenance defects and breakages must be reported to the Head of Department for referral or replacement.

10. Accidents and other injuries must be reported to the school office. They should be recorded in the accident 
book in the school office. 

11. First aid boxes are kept in each room and checked monthly. Any deficiency must be reported. 
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12. Departmental resources are available for use by all year groups under supervision. 

13. Students must wear an apron when carrying out practical Food work. 

14. Long hair must be tied back when handling food. All students wear a hat or hairnet when handling food.

15. Sharp kitchen knives and scissors must be kept in a locked drawer or cupboard when not in use. They should 
be counted at the beginning and end of each lesson. 

16. Refrigerators and freezers are cleaned and the temperatures checked regularly. 

17. Red chopping boards must be used for the preparation of raw meat and poultry. 

18. Food prepared in school is stored under the correct conditions. 

19. Cleaning materials are stored in a cupboard away from all food. 

20. All students must receive safety training at the beginning of each Food course. A record must be kept of all 
the students who receive safety training. 

Design and Technology Department
Health and Safety Policy

Product Design, Resistant Materials & Textiles

Introduction: 
The Design and Technology Department's 'Policy for Health & Safety' is consistent with, and so reinforces, the 
policies of the School, which seeks to promote safe and healthy working conditions, behaviour and procedures. 

THE EFFECTIVE MANAGEMENT OF HEALTH & SAFETY
The effective management of safety for the schools Design and Technology department can be seen as having 
four major components: 

1. Risk assessment and planning before a lesson. 
2. Organisation of routines during and between lessons to include: 

 the use of goggles, protective clothing, etc. 

 reporting breakages and dealing with sharp objects and broken glass; 

 location of safety equipment; 

 reporting and dealing with accidents; and 

 clearing up after a work session. 

3. Control/take action to include: 

 where to find safety information, e.g. COSHH file, risk assessments & CLEAPSS Hazards, etc. 

 regular safety checks; 

 safety training - to include all relevant staff and students. For further details of staff training see 
separate policy on INSET 

 all relevant machines to have record sheets attached to them of all staff who have current user 
certification 

 effective storage; and 
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 regular maintenance of equipment and all facilities in the department. 

4. Monitor and evaluate - including procedures for reporting hazards/suspected hazards and those for 
reviewing risk assessments and safety in general, e.g. 

 reporting spillage of chemicals/dangerous substances to appropriate authority for disposal. 

 reporting localised hazardous conditions to caretaking staff for immediate attention - wet floors,
obstructions, loose floor tiles, etc. 

Duties of all Design & Technology teachers
1. All staff must encourage good workshop practice in line with current health and safety regulations. 

2. Risk assessments take place prior to any hazardous activity that is scheduled to take place during a 
lesson, they are also included in all schemes of work and the more detailed "CLEAPSS" assessments are available 
on file in the Design and Technology office under "Safety". 
3. General Health and Safety guidelines are provided for all students with more detailed guidance given where 
appropriate. 
4. Health and Safety notices are on display throughout the department. 
5. Maintenance defects and breakages must be reported to the Head of Department in the first instance for referral 
or replacement. 
6. Report accidents and other injuries to the school nurse, and the appropriate records kept in the department. All 
accidents, however minor, must be recorded in the accidents record book found in the technicians' area.
7. Departmental resources are available for use by all year groups under supervision. Department workshops and 
classrooms must not be used by students without supervision. 
8. The laser cutter and CNC router can only be used by students under Y11 under direct staff supervision. 
9. Oxy-acetylene equipment, power tools, lathes and vertical mill are for use by Year 11, 12 and 13 only. 
10. The circular saw and bandsaws are for use by qualified staff only. 
11. Use of other equipment (as it is required, for example arc welding) should only be allowed after a risk 
assessment has been carried out. 
12. Students with casts on legs or on arms may do practical work with assistance or may do written work using a 
laptop. 
13. Bags and outdoor coats should be stored in the correct places in classrooms, and stools kept tidy to minimise 
obstructions. 
14. All teaching areas must be kept tidy and the floor kept free of obstructions. No leads or other trip hazards should
be allowed in the teaching areas. Any cleaning issues should be reported to the Head of Department. 
15. Staff Certification and Health and Safety regulations are available on file in the Design and Technology office 
under „Health and Safety‟. 
16. Design and Technology Services Ltd. provide an annual Health and Safety inspection and a report, which is 
available on file in the Design and Technology office under „Safety‟. Repairs and alterations arising from this report 
to be passed to the Premises Manager for further action. 
17. All staff must record those students who have been trained on specific machines and equipment in the record 
book kept in the DT staffroom. If a student is missing from a class when instruction is given the student must be 
instructed on the use of the machine or equipment individually and their name added to the list after. No student 
must ever use any machines or equipment that they have not been trained to use and that training must be 
recorded within a reasonable time. 

Duties of Workshop Technicians

Technicians are responsible for: 
1. Checking the safe storage of all equipment and materials. 
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2. The security of all toxic and highly flammable materials and checking that all stores are kept securely locked when
materials are not being used. 
3. Ensuring that all machinery is rendered safe on hearing the fire alarm. 
4. Checking the First Aid box, eye washes and safety equipment. 
5. Checking utilities regularly - e.g. RCCB‟s 
6. Maintenance of all equipment or the organising of others to carry out maintenance as required 
7. Maintenance of all department LEA equipment and the completion of the record sheets attached to all LEA 
equipment to verify. 
8. The security of dangerous tools and equipment in the department, such as knives and chisels. 
9. Each student is introduced to the safety code during their first lessons in the workshops. 

SAFETY CODE
The code will be displayed in all rooms. SAFETY CODE - THE DESIGN AND TECHNOLOGY 
DEPARTMENT 

The room/workshop is a much safer place to work if you follow this code: 

During the lesson you must: 
1. Always know exactly what you are doing. If not, ask your teacher. 
2. Always obey your teacher's instructions. 
3. Always work sensibly and quietly to minimise hazards and in order that instructions can be heard.
4. Always wear safety glasses/masks/respirators, etc. when told to do so. 
5. Always wear an apron or other protective clothing when necessary or when specifically told to do
so. 
6. Always stack your stool at the end of the lesson. 
7. Always stand when you are doing practical work and put your stool out of the way. 
8. Always report an accident or breakage immediately. If you spill anything on yourself, immediately
wash with water and call for your teacher's help. 
9. Never put anything in your mouth. Do not eat, drink or chew. 
10. Never interfere with equipment. 
11. Never put glass or solids down the sink. 
12. Never sit on benches unless instructed to do so for demonstration purposes. 
13. Never remove a safety guard. 

At the end of the lesson: 
1. Always wash your hands at the end of the lesson. 
2. Always wipe the benches, tables and sink areas if they are wet. 
3. Always leave the room/workshop clean and tidy. 

Textiles Specific :
o Sewing machines are serviced each year. 

o Maintenance defects and breakages must be reported to the 

Head of Department for referral or replacement. 
o Students must not handle mordants and dyes below Year 9. They 

may be used by Year 10 and above under close supervision. 
o Gloves and safety glasses must be worn at all times when using 

mordants, dyes, dye fixatives and any corrosive or irritant 
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solutions. 
o Protective aprons and safety glasses must be worn when using 

hot wax to batik. 
o Long hair must be tied back when using the sewing machines.

o All hazardous materials e.g. dyes, methylated spirit and white 

spirit must be kept locked away in the safety cupboard. 
o Sharp scissors must be kept in a locked drawer or cupboard when

not in use. They should be counted at the beginning and end of 
each lesson. 

Appendix 5

Sandy Secondary School Art & Photography Department
Health and Safety Policy

STATEMENT OF INTENT
Sandy Secondary School Art Department policy is to provide and maintain safe and healthy working 
conditions, equipment and systems of work for ourselves and all our staff and students and to provide 
such information, training and supervision as they need for this purpose. The art department also accepts 
responsibility for the health and safety of other people who may be affected by our activities.
Where reasonably practicable, this policy will seek to provide and encourage:

 A safe place to work and safe access to and from it

 Safe arrangements for the use, handling and storage of equipment

 Sufficient information, instructions, training and supervision to ensure all employees are well 

equipped to avoid hazards and contribute positively to effective Health and Safety at work

 The policy will be kept up to date to ensure our responsibilities are met in relation to:

 Health & Safety at Work Act (1974) COSHH

 Other relevant current legislation

To ensure this, the policy and the way in which it has operated will be reviewed annually.
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RESPONSIBILITIES FOR ALL STAFF
It is the responsibility of all staff to help maintain the safety and security of the students and the classroom
environment. This includes being aware of the risks, knowing the appropriate action to take and 
identifying any potential safety issues.

Each member of the teaching staff within the art department has a duty to exercise care and attention 
with regard to their own safety and that of their students. Under this responsibility, each teacher / 
technician shall:

 Ensure reasonable care is taken during their work activities to avoid accidents or injuries to 

themselves, students and any other personnel within the building

 Observe all safety instructions and procedures incorporated in this document

 Report all potential hazards affecting Health and Safety to the Executive Principal

 Report all accidents in the appropriate manner and record in the accident book

SECURITY POLICY
Anyone wishing to enter the art department must be escorted by a member of staff.

Any unidentified person seen on the premises must be reported to the Executive Principal / Manager or 
office staff immediately.

ACCIDENTS AND FIRST AID
All accidents are to be reported to the Executive Principal and recorded in the accident book.

Contact the designated First Aider via main office.

Treatment should only be given by a trained First Aider.

SAFETY CHECKS
Equipment
Correct storage of equipment is vital in the role of minimising risks. Any equipment not being used is a 
potential risk. 

 The school requires electrical equipment to be examined and tested every year. 
 Staff should report any damage to such equipment, in particular to cables and plugs to Head of 

Department. 

 Storage of equipment– make sure that all equipment/resources used are safely and securely stored

after each lesson

 Reporting - any damaged equipment should be reported to the Executive Principal, for repair or 

replacement

 Setting up - setting up of equipment must be comprehensive, correct and safe
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 Equipment use - when using equipment, ensure that students are shown how to use the 

equipment correctly and safely

 Supervision - ensure that no student is able to access equipment without supervision

 Craft knives must be kept locked in the safety cupboard. 
 Sharp scissors must be kept in a locked drawer or cupboard when not in use. They should be 

counted at the beginning and end of each lesson. 

Art Classrooms
Checks to be made before students enter the classroom:

 Floor – ensure floors are clean with foreign bodies removed

 Plug sockets – ensure they are safe with no wire showing

 Doors and exits –ensure doors are secure and that there is nothing blocking emergency exits

Photography/Dark Room
 Photographic chemicals will be stored in a lockable cabinet. Students will be unable to access.
 Latex free gloves will be provided for students who need them when processing film, mixing 

chemistry for the darkroom and producing prints in the darkroom.
 All students will be given a health and safety lesson/ session about how to use the darkroom, 

associated chemistry and equipment safely.
 The extractor fan in the darkroom must be used when processing prints/ in use.
 No KS3 students will be allowed to use the darkroom without adult / teacher supervision.
 Any accidents, prolonged contact with chemistry or accidental ingestion of chemistry (e.g. chemical

splashing in eyes / mouth) must be reported to teacher / adult immediately.
 Class teacher will take responsibility to report accidents (own or student accident) and record in 

accident book as school policy.

Students
 Ensure all students are wearing appropriate uniform, aprons and footwear to minimize accidents 

or risk

 Safety/protection clothing must be worn when appropriate, i.e. aprons, safety glasses

FIRE SAFETY
All staff will be advised of the fire action procedure, location of fire alarms and fire exits.

Fire evacuation drills are arranged by the Executive Principal, or where appropriate, the Health & Safety 
Officer, practiced at least annually and records maintained by the Executive Principal or Health and Safety 
Officer of the evacuation time.

The Executive Principal or Health and Safety Officer, or in his absence a member of staff, will complete a 
roll call and liaise with Fire Service personnel.

Manage your risks - Safety starts with you
-

55
-



Health & Safety Policy                                         Reviewed January 2020, Next Review January 2021

FIRE EVACTUATION PROCEDURE
If you discover a fire:

 In the event of discovery of a fire, activate the fire alarm.

 Your main responsibility is to help supervise the safety and orderly evacuation of students and any 

other people in your vicinity. Keep calm. Try to keep others calm.

 Do not prolong your evacuation but on passing check all the corridors, toilets etc. to make sure no 

one is left behind.

In the event of hearing the fire alarm
You are responsible for yourself and the students in your class.

 Evacuate students in your class from the building immediately on hearing the alarm by using the 

nearest fire exit. Under no circumstances must you stop to collect any personal belongings or 

equipment

 Assemble at the fire point and supervise an orderly and quiet line

 The designated Health and Safety officer will take the register and wait for further instructions.  

Any absences or concerns should be reported immediately to the Health and safety Officer

 Do not re-enter the building until you are informed to do so by the Health and Safety Officer

Appendix 6

PE Health and Safety Policy

At no point should keys be given to students.

Before PE Lessons

Prior to PE lessons all students will get changed inside the changing rooms. If a student has issues getting changed in

front of others then an alternative changing space will be made available for the student.

If students have not brought PE kit then they must borrow spare kit from the kit cupboard. This will be an exchange 

policy where the student is required to bring a shoe for the PE kit. The shoe will then be returned to the student 

once the kit is back inside the kit cupboard.

If students are injured they must bring in a (medical) note to fully excuse them from Physical Education. If possible 

students should get changed into practical kit to prevent them from ruining their uniform across the PE facilities. 
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The PE Department run a no-note policy. Students are expected to bring kit for every lesson, unless excused by a 
medical professional. Teachers will then use their professional judgment and training to ascertain the level of 
student engagement.

If students fail to comply with these rules then the school’s behaviour policy will be implemented.

Staff must lock the changing rooms when leaving the changing rooms. 

During the Lesson

Students must tie their hair up in all practical PE lessons.

Students must not chew gum or eat at any point within a PE lesson.

Students may bring a bottle of water to PE lessons but no other beverage can be consumed.

Students may not re-enter the changing room at any point during the lesson therefore they must take out all 

required objects prior to the lesson starting. 

Staff must take a radio to every lesson outside of the school building to allow contact to the main office should there

be an injury.

Throughout the lesson staff must follow the specific sport risk assessment at all times. 

After the Lesson

Staff must check the changing rooms to ensure they are clean and tidy and safe for use for the next class.

Staff must lock the changing rooms after use. 

Appendix 7

Sandy Secondary School
School Minibus Safety Policy
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Policy Ratified by The Governing Body: January 2020

Next Review Date: January 2023

Rationale 
The School minibuses are a valuable resource, which helps to provide students with access to School Visits and off-
site Residential, as well as to numerous other extra-curricular activities. It is essential that all users of this resource 
are aware of all legal and procedural responsibilities pertaining to its use. 

Aims 
1. To provide clear procedures relating to use of the school minibuses 
2. To ensure that all users of the school minibuses are aware of their legal responsibilities. 

Eligibility to drive the School Minibuses/people carrier
1. Those permitted to drive the school minibuses must be between 21 and 60 years of age 

2. The driver must hold a D1 category (minibus ONLY) and a full driving licence.
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3. The driver should have no more than 6 penalty points on their licence.

4. All drivers will be trained using a ‘Drivers Assessment’ every 4 years to ensure high levels of competence and

skill. 

5. Any endorsements incurred by eligible drivers must be disclosed to the Executive Principal, as these may 

affect eligibility to drive the vehicle. The HR & Operations Manager is responsible for organising a bi-annual 

viewing of driving licences to ensure appropriate insurance coverage and will publish a list of eligible 

minibus drivers list in the staff room. 

6. New staff will be asked to undertake individual training unless able to provide evidence of previous training 

which means they are already qualified to drive minibuses. 

Insurance is arranged by Central Bedfordshire Council Insurance Team and the above are all pre-requisites. Failure
to meet requirements could invalidate the insurance in the event of a claim and also lead to the driver unwittingly
committing a criminal offence.

Should a driver:

 accumulate more than 6 live points on their licence

 have a collision of any kind in the minibus

 have complaints about their driving confirmed

 acquire a medical condition that would affect their ability to drive

Then they are no longer authorised to drive a school minibus in Central Bedfordshire

NB –Driving a school minibus is NOT the same as driving a car; it requires different levels of knowledge, skill and 
awareness. It also carries different legal responsibilities which trained drivers will have been made aware of. 

Procedures 
1. The school minibuses must not be used unless the named driver meets the eligibility requirements above. 
2. Those wishing to use a school minibus should book it out via the minibus booking system on Outlook, through site
team/Office Manager. 
3. The Executive Principal has overall responsibility for the school minibuses and final powers of authorisation over 
their use. 
4. Drivers of the School Minibuses must complete a minibus vehicle check / log sheet stored in the minibus along 
with the mileage and driver record sheet. This is to allow careful monitoring of the Minibus, its condition and its 
general use. If these forms are not completed every time the minibus is used, the Executive Principal will 
withdraw the drivers ability to drive the Minibus.
5. The School Minibus should be collected from and returned to the parking area near to the site office with keys 
and logbook. Completed paperwork should be returned to the site office at the end of the journey, or as soon as 
possible thereafter. 
6. Any defects noted should be reported to the Site Agent(s) as soon as possible. More serious defects MUST be 
reported IMMEDIATELY. Minor defects can be reported after the journey has taken place. However, if the driver is in
any doubt the vehicle MUST NOT be taken onto the road. 
7. Any cash required for a journey, which specifically relates to the minibus (i.e. to purchase toll fees/parking) should
be requested from the finance office. Receipts should be obtained for any such expenditure and handed in to the 
finance office upon return.  
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8. Do not return the minibus if it has less than ¼ of a tank of fuel, should you need to re-fuel the minibus, please 
collect the fuel card from the site office. This should be returned to the site office, along with a full VAT receipt upon
return.

Maintenance/ Licensing of the School Minibuses 
1. Overall responsibility for ensuring that the school minibuses are properly maintained and 
licensed lies with the Executive Principal. However, this responsibility is devolved to the Site Agent(s). 
2. The school minibuses should be regularly serviced according to manufacturer’s recommended practice. The Site 
Agent(s) are responsible for arranging this servicing with a reputable and suitably qualified organisation. 
3. Minor checks of the vehicles (oil, water, tyres etc.) will be completed at least every 21 days by the Site Agent. 
4. Prior to ANY journey, the named driver must complete a visual check of the vehicle. This must be completed using
a minibus vehicle check/log sheet kept in the minibus. Drivers MUST NOT assume that point 3 above has been 
completed. They should remember that as driver, they will be held legally responsible for driving with any defect. 
5. Site agent(s) must ensure that MOT certificates are up to date. 
6. Site agent(s) must ensure that 12 week safety checks are carried out on the 2 white minibuses. 
6. Road tax and Insurance are arranged by the Finance Department.

In the event of an accident 
1. The driver should inform the SLT on-call as soon as is reasonably possible. 
2. Insurance details should be swapped with a third party as soon as is possible. However, NO LIABILITY should be 
admitted. 
3. Where it is safe and reasonable to do so, students should be removed from the vehicle and taken to a safe area 
away from the accident site, all students will be required to wear a high vis vest and should be fully supervised. 
4. A visual check of the vehicle should be undertaken before the journey resumes. 
5. If the vehicle is not roadworthy the driver should contact the Breakdown Service (contact details are on the 
windscreen).

In the event of a breakdown 
1. The driver should inform the SLT on-call as soon as is reasonably possible. 
2. The Breakdown service indicated on the windscreen should be contacted as soon as is reasonably possible. 
3. Where it is safe and reasonable to do so, students should be removed from the vehicle and taken to a safe area 
away from the breakdown site, where they should be fully supervised; all students will be required to wear a high 
vis vest. 

Health and Safety of Drivers and Passengers 
The named drivers should state the following to the students before the commencement of the journey: 
1. Seatbelts must be worn at all times. This is a legal requirement. (It is the driver’s responsibility to check this). 
2. Everyone should remain seated at all times. 
3. Which entry and exit doors are to be used. (It is recommended that side doors be used except in emergencies). 
4. Gangways and doorways are to be kept clear at all times. Bags should be kept on laps or stored under seats 
securely. 

Other considerations 
1. If at any time the students distract the driver, s/he should stop the bus until the students are settled. Do not try to
continue. Remember that they may also be distracting other drivers. 
2. Where possible park the bus with the side doors to the kerb. Where this is not possible, students should remain 
seated until you are able to supervise them from the road. 
3. It is essential that all drivers of minibuses have had sufficient rest prior to undertaking a journey. The driver must 
therefore assess whether they are safe to drive before commencing a trip. 
4. Drivers should remember that prescribed medication or over the counter medications may affect their ability to 
drive. 
5. On no account should you drive a Minibus if you have had any alcohol within the previous 12 hours. 
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6. Drivers MUST NOT drive for longer than 2 hours without taking a break for at least 15 minutes. Remember 
tiredness kills.  
7. Driver’s Assistant 
With the exception of short journeys, a second member of staff or an adult volunteer will normally be on every 
journey as the driver’s assistant. For short journeys of less than thirty minutes duration an assistant should not be 
needed unless circumstances require one. If required they can also make and receive phone calls so the driver does 
not have to. They should assist in a breakdown or accident and can act as a relief driver if they are trained and 
authorised to do so.

…………………………………………………………………………………………………………………………………………………………………………………

I confirm that I have read the above policy and agree to abide by its terms.

Staff Name:

Signature: Date:

              MINIBUS DRIVER CHECKLIST              

Name of Driver: ........................................................................

Date of Journey: .......................................................................

Time check carried out: ...........................................................
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YES NO DEFECT REPORTED TO:
Fuel level OK?

Oil level OK?

Windscreen wipers/

Washers working?

Lights/brake lights working?

Indicators working?

Tyres in good condition?

Brakes (hand and pedal)
working?

Fully stocked first aid kit?

High Vis vests for driver and all
passengers?

Fire extinguisher?

Paperwork (insurance, driving
licence)?

Permit displayed?

Seatbelts working properly?

Mobile phone available?

Return form to site agent(s) responsible for minibus
………………………………………………………………………………………………

For site use only:

Detail actions required:

Date defect completed: Signed:

Manage your risks - Safety starts with you
-

62
-



Health & Safety Policy                                         Reviewed January 2020, Next Review January 2021

                           Check list Minibus Drivers                           

Name of Employee/ Job Title:

Checklist Y N Date of 
Check

Comments

Driver has appropriate, valid driving licence for type of vehicle – D1 category on
licence?

Driver has received driver assessment training in line with the 
School Policy guidelines a copy of which is retained on file?

Points on licence (detail offence code and no of points)

Aware of accident/breakdown reporting procedures

Copy of driver documentation retained on personnel file

Does the driver have any pre-existing medical conditions that may affect their 
ability to drive

Personal Protective Equipment issued (where applicable) Driver instructed on 
correct use

Date of Check:

Signature of Employee:                                                                                    Signature of Executive Principal:
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Licence Check – to be completed every 6 months

Date Points on Licence (Y or N) If yes details Checked by (Print & Signature)
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Appendix 8

Sandy Secondary School
CCTV Policy

Policy Ratified by The Governing Body: January 2020

Next Review Date: January 2023
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Sandy Secondary School

CCTV Policy

1 Introduction 

1.1 Sandy Secondary School uses closed circuit television (CCTV) images to reduce crime and monitor 
the school buildings in order to provide a safe and secure environment for students, staff and visitors,
and to prevent the loss or damage to school property. 

1.2 The system comprises a number of fixed and dome cameras. 

1.3 The system does not have sound recording capability. 

1.4 The CCTV system is owned and operated by the school, the deployment of which is determined by
the school’s leadership team. 

1.5 The CCTV is monitored centrally from the school offices by the IT Technician and Senior Site 
Agent.

1.6 The introduction of, or changes to, CCTV monitoring will be subject to consultation with staff and 
the school community. 

1.7 The school’s CCTV Scheme is registered with the Information Commissioner under the terms of 
the Data Protection Act 1998. The use of CCTV, and the associated images and any sound recordings 
is covered by the Data Protection Act 1998. This policy outlines the school’s use of CCTV and how it 
complies with the Act. 

1.8 All authorised operators and employees with access to images are aware of the procedures that 
need to be followed when accessing the recorded images and sound. All operators are trained by the 
school data controller in their responsibilities under the CCTV Code of Practice. All employees are 
aware of the restrictions in relation to access to, and disclosure of, recorded images and sound. 

2 Statement of Intent 

2.1 The school complies with Information Commissioner’s Office (ICO) CCTV Code of Practice to 
ensure it is used responsibly and safeguards both trust and confidence in its continued use. The Code 
of Practice is published at: 

http://www.ico.gov.uk/~/media/documents/library/Data_Protection/Detailed 
Specialist guides/ICO_CCTVFINAL_2301.ashx 
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2.2 CCTV warning signs will be clearly and prominently placed at all external entrances to the school, 
including school gates if coverage includes outdoor areas. Signs will contain details of the purpose for 
using CCTV (see appendix B). In areas where CCTV is used, the school will ensure that there are 
prominent signs placed at both the entrance of the CCTV zone and within the controlled area. 

2.3 The planning and design has endeavoured to ensure that the Scheme will give maximum 
effectiveness and efficiency but it is not possible to guarantee that the system will cover or detect 
every single incident taking place in the areas of coverage. 

3 Siting the Cameras 

3.1 Cameras will be sited so they only capture images relevant to the purposes for which they are 
installed (described above) and care will be taken to ensure that reasonable privacy expectations are 
not violated. The School will ensure that the location of equipment is carefully considered to ensure 
that images captured comply with the Data Protection Act. 

3.2 The school will make every effort to position cameras so that their coverage is restricted to the 
school premises, which may include outdoor areas. 

3.3 CCTV will not be used in standard classrooms (the only exceptions are computer rooms G2, C2 & 
104) but in areas within school that have been identified by staff and students as not being easily 
monitored. 

3.4 Members of staff should have access to details of where CCTV cameras are situated, with the 
exception of cameras placed for the purpose of covert monitoring. 

4 Covert Monitoring 

4.1 The school may in exceptional circumstances set up covert monitoring. For example: 
i) Where there is good cause to suspect that an illegal or unauthorised action(s), is taking place, or 
where there are grounds to suspect serious misconduct; 

ii) Where notifying the individuals about the monitoring would seriously prejudice the reason for 
making the recording. 

4.2 In these circumstances authorisation must be obtained from a member of the senior leadership 
team. 

4.3 Covert monitoring must cease following completion of an investigation. 

4.4 Cameras sited for the purpose of covert monitoring will not be used in areas which are reasonably
expected to be private, for example toilet cubicles. 
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5 Storage and Retention of CCTV images 

5.1 Recorded data will not be retained for longer than is necessary. While retained, the integrity of 
the recordings will be maintained to ensure their evidential value and to protect the rights of the 
people whose images have been recorded. 

5.2 All retained data will be stored securely. 

6 Access to CCTV images 

6.1 Access to recorded images will be restricted to those staff authorised to view them, and will not 
be made more widely available. 

7 Subject Access Requests (SAR) 

7.1 Individuals have the right to request access to CCTV footage relating to themselves under the Data
Protection Act. 

7.2 All requests should be made in writing to the Executive Principal. Individuals submitting requests 
for access will be asked to provide sufficient information to enable the footage relating to them to be 
identified. For example, date, time and location. 

7.3 The school will respond to requests within 40 calendar days of receiving the written request and 
fee. 

7.4 A fee of £10 will charged per request. 

7.5 The school reserves the right to refuse access to CCTV footage where this would prejudice the 
legal rights of other individuals or jeopardise an on-going investigation. 

8 Access to and Disclosure of Images to Third Parties 

8.1 There will be no disclosure of recorded data to third parties other than to authorised personnel 
such as the Police and service providers to the school where these would reasonably need access to 
the data (e.g. investigators). 

8.2 Requests should be made in writing to the Executive Principal. 

8.3 The data may be used within the school’s discipline and grievance procedures as required, and 
will be subject to the usual confidentiality requirements of those procedures. 
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9 Complaints 

9.1 Complaints and enquiries about the operation of CCTV within the school should be directed to the
Executive Principal in the first instance. 

Further Information 

Further information on CCTV and its use is available from the following: 

 CCTV Code of Practice Revised Edition 2008 (published by the Information Commissioners Office) 

 www.ico.gov.uk 

 Regulation of Investigatory Powers Act (RIPA) 2000 

 Data Protection Act 1998 
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Appendix A - Checklist 

This CCTV system and the images produced by it are controlled by the IT Technician and the Senior Site 
Agent who is responsible for how the system is used and for notifying the Information Commissioner 
about the CCTV system and its purpose (which is a legal requirement of the Data Protection Act 1998). 

Sandy Secondary School has considered the need for using CCTV and have decided it is required for the 
prevention and detection of crime and for protecting the safety of customers. It will not be used for other 
purposes. We conduct an annual review of our use of CCTV.

Checked 
(Date)

By Date of next 
review

Notification has been submitted to the Information 
Commissioner and the next renewal date recorded. 

There is a named individual who is responsible for the 
operation of the system. 

A system had been chosen which produces clear images
which the law enforcement bodies (usually the police) 
can use to investigate crime and these can easily be 
taken from the system when required. 

Staff and members of the school community will be 
consulted about the proposal to install CCTV 
equipment. 

Cameras have been sited so that they provide clear 
images. 

Cameras have been positioned to avoid capturing the 
images of persons not visiting the premises. 

There are visible signs showing that CCTV is in 
operation. Where it is not obvious who is responsible 
for the system contact details are displayed on the 
sign(s). 

Images from this CCTV system are securely stored, 
where only a limited number of authorised persons may
have access to them. 

The recorded images will only be retained long enough 
for any incident to come to light (e.g. for a theft to be 
noticed) and the incident to be investigated. 

Except for law enforcement bodies, images will not be 
provided to third parties. 

The organisation knows how to respond to individuals 
making requests for copies of their own images. If 
unsure the controller knows to seek advice from the 
Information Commissioner as soon as such a request is 
made. 

Regular checks are carried out to ensure that the 
system is working properly and produces high quality 
images. 

Manage your risks - Safety starts with you
-

70
-



Health & Safety Policy                                         Reviewed January 2020, Next Review January 2021

Appendix B – CCTV Signage 

It is a requirement of the Data Protection Act 1998 to notify people entering a CCTV protected area 
that the area is monitored by CCTV and that pictures are recorded. The school is to ensure that this 
requirement is fulfilled. 

The CCTV sign should include the following: 

 That the area is covered by CCTV surveillance and pictures are recorded 

 The purpose of using CCTV 

 The name of the school 

 The contact telephone number or address for enquiries 
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Appendix 9
CBC Stress Management Policy

Sandy Secondary School

MENTAL WELLBEING AND STRESS GUIDANCE

Policy Ratified by The Governing Body: January 2020
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Next Review Date: January 2023 or sooner if there is a 
change in legislation or to reflect best practice or at the 
request of either party

MENTAL WELLBEING AND STRESS GUIDANCE

INTRODUCTION

All schools should be committed to promoting mental wellbeing and the prevention and limitation of
stress  in  the  workplace  by  having  an  open  and  understanding  attitude  towards  employees;  by
showing it takes mental wellbeing seriously and by ensuring that its staff have the necessary skills,
training and resources available to them to confidently manage mental wellbeing in the workplace. 

Every school should be committed to: -

 providing support for all employees

 implementing the HSE Management Standards with guidelines for all staff in recognising stress
and taking appropriate action in its prevention and management.

 conducting a bi-annual risk assessment and identifying the possible causes of stress in the
workplace with reference to the HSE risk factors

 raising awareness of mental health issues and enabling school managers to take appropriate
action

 outlining mental wellbeing and stress management options for managers and individuals

 providing information on counselling services and training courses available to all employees

 fulfilling its obligations under the Health and Safety at Work Act 1974 by providing a safe and
healthy working environment

AIMS OF THIS GUIDANCE

          To  enable  Head Teachers  and employees  to  recognise  stress  and take  appropriate  action in  the
prevention and management of it.

To make employees aware of the support available to them.
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To assist schools in meeting their obligations under the Health and Safety at Work Act (1974) by
identifying  risks  to  mental  wellbeing  in  the  workplace,  using  the  Management  Standards  and
Competencies.

INTRODUCTION TO STRESS

Stress can be a positive force that promotes achievement. It is the “buzz” that people feel when faced
with a challenge. However, it is sometimes believed that not coping with challenges is a weakness,
rather than something that needs to be addressed. 

We all  experience some pressure in our lives but we need this  to be constructive,  and enabling.
External  and internal  pressures are often an unavoidable part  of  our working lives.   These same
challenges can provide us with our sense of achievement, satisfaction and motivation.  When the
pressure gets too much, ill health, both physical and emotional can result.

This policy aims to increase schools understanding of mental wellbeing and stress,  its causes and
effects,  in  order  to  help  Head  Teachers  and  employees  be  more  effective  in  their  jobs  and live
healthier lives.

Managing mental wellbeing is a continuing process requiring a positive commitment from employees
at all levels.  It is not a one-off process.  Improvements can be made in almost all work situations with
the aid of these guidelines.

RISK ASSESSMENT

Under the 1999 Management of Health & Safety at Work Regulations, all  schools have a duty to
assess the risks which could affect mental wellbeing and lead to stress and ill health.  

          A  mental  wellbeing  and stress  risk  assessment  should  be  carried  out  by  the Head Teacher.  This
generic risk assessment should:

                a)  Identify potential risk to mental wellbeing 
    b)  decide who might be harmed
    c) evaluate the risks and identify mitigation techniques that will be shared with HR and managers

accordingly. 
d) provide a template that managers can tailor in order to review the risks and mitigation needs
of their team members.

CAUSES OF STRESS IN THE WORKPLACE
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The Health and Safety Executive (HSE) Management Standards for work related stress identify 6 work
design Risk Factors (Causes) and define the characteristics or culture of an organisation where the
risks from work related stress are effectively managed and controlled.

The Factors are:

Demands –  including  issues
related  to  workload.  Work
patterns and environment

Control -   perceptions  of  how much
say the individual has in the way they
work

Support -  encouragement,
sponsorship  and  resources
provided by the organisation, line
manager and colleagues

Relationships   -  the  promotion  of
positive attitudes to avoid conflict and
unacceptable behaviours

Role  -  clarity  of  role  within  the
organisation  and  awareness  of
conflicting roles

Change  - how organisational change
is managed and communicated in the
organisation          

SIGNS OF STRESS

Working beyond individual coping levels can result in physical, emotional, and behavioural changes.
The  following  symptoms  can  be  the  warning  signs  that  someone  is  suffering  reduced  mental
wellbeing, but can have causes other than stress;

 Physiological

fatigue;  headaches;  shortness of breath; panic attacks;  nervousness;  excessive sweating;
sickness;  migraine;  back pain;  clumsiness;  coronary heart disease;  high blood pressure;
indigestion;   gastric  ulcers;  irritable  bowel  syndrome (IBS);  skin  complaints;  regular  minor
ailments

 Psychological/Emotional

irritability;   tension;   boredom  and  job  dissatisfaction;   loss  of  self-esteem;   lack  of  self-
confidence;  withdrawal;  guilt;  apathy;   lethargy;   lack of concentration;  feeling of being
overwhelmed  and  ineffective;  confusion  and  forgetfulness;   anxiety  states  (phobias,
obsessions etc.)  depression.
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 Behavioural

accidents;   absence from work;  aggression;  poor time keeping;  excessive smoking/drinking;
loss of appetite or overeating;  disturbed sleep patterns;  reduced work performance;  cynical
and negative attitudes;  withdrawal from social contact;  nervous laughter; trembling.

STRESS PREVENTION AND MANAGEMENT

The  Health  and  Safety  Executive  has  emphasised  that  work-related  stress  and  mental  wellbeing
should be managed on the same lines as other occupational health risks.  

The following warning signs may give managers some indication that everything is not well within a
particular area.

Work performance

- Reduction in output
- Poor decision making
- Deterioration in planning and control
of work

Staff attitude and behaviour

- Loss of motivation and commitment
- Erratic/poor time keeping
- Working longer hours with little return

Relationships at work

-Tensions and conflict between
colleagues
- Poor relationships with clients
- Increase in disciplinary problems

Sickness Absence

- Increase in sickness absences, especially
short frequent absences

SUPPORTING HEAD TEACHERS AND SCHOOL MANAGEMENT IN MANAGING MENTAL WELLBEING

In helping to manage mental wellbeing at work, Head Teachers should:

 Listen carefully to employees perspective of issues 

 Be aware there may be personal issues

 Discuss options to reduce pressures e.g.

o provide an employee with additional training and supervision;  

o review job duties and responsibilities;

o investigate and address employee relations difficulties;
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o be  mindful  of  sections  6  and  7  of  this  policy  outlining  signs  of  stress  and  stress

prevention
o improve communication;

o review performance management and business planning systems;

o produce an action plan in conjunction with affected staff setting out positive plans to

reduce the causes of stress in the workplace (review stress risk assessment)

SUPPORTING EMPLOYEES IN MANAGING MENTAL WELLBEING

What can I do if I believe my mental wellbeing is compromised?

 admit that there may be things at work or home causing you problems and talk with your
Head Teacher, friends or colleagues as soon as possible

 seek external counselling/GP advice if necessary;

        What can I do to promote my mental wellbeing?

 take regular exercise;

 eat well-balanced, nutritious meals;
 learn to relax and switch off from work;

 learn to share your problems with family and friends or colleagues;
 do not set yourself unrealistic targets;

 learn to say no;
 avoid harmful ways of coping - drinking, smoking, drugs and over-eating, these only mask the

problems;
 seek help from the Head Teacher, colleagues or HR;

 take holidays and short breaks
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