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Health and Safety Statement  

1. Heywood Prep Limited recognises and accepts their responsibility as employers for providing, 

so far as is reasonably practicable, a safe and healthy work place, work practices and working 

environment for all their employees, pupils and visitors.  Safeguarding and Child Protection 

are of the upmost importance at Heywood Prep.  This policy should be read in conjunction 

with the whole school ‘Safeguarding Policy’ and ‘Staff Code of Conduct’ which can be found 

in Folder Fortress under ‘Policies’, or on the School website. 

2. Heywood Prep Limited will take all necessary steps to meet this responsibility paying 

particular attention to the provision and maintenance of proper: 

a. Plant, equipment and systems of work 

b. Arrangements for the use, handling, storage and transport of articles and substances 

c. Information, instruction, training and supervision 

d. Places of work and safe access and egress 

e. Safe and healthy working environments and adequate welfare facilities. 

3. Without detracting from the primary responsibility of the Head and the School Business 

Manager for ensuring safe conditions of work, the Proprietor will continue to keep under 

review arrangements for providing competent technical advice on Health and Safety matters 

where necessary. 

4. The Board are committed to ensuring that the school operates in accordance with current 

legislation and where necessary additional resources will be provided to facilitate this. 

5. Heywood Prep Limited recognises the need for the involvement of both teaching and support 

staff in achieving a successful safety policy, and will co-operate with safety representatives 

(as indicated in the chain of responsibility) to provide them with such facilities and training as 

may be necessary. 

6. The Proprietor delegates authority to the Head/School Business Manager to ensure 

appropriate committee arrangements for the consideration of safety matters, with the 

expectation that any significant Health and safety matters affecting the school will be reported 

to the Board. 

7. Employees are reminded of their own duties to take care of their own safety and that of other 

employees, pupils and other persons who might be affected by their work activities and their 

duty to co-operate to enable the Head/School Business Manager to carry out their Health and 

Safety responsibilities successfully.  

8. A copy of this statement is issued to all employees. It will be reviewed annually and added to 

at other time as necessary.  

Proprietor, Heywood Prep Limited               
Mr Sam Antrobus   
 
 
Head, Heywood Prep Limited                   
Mrs Rebecca Mitchell                           
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Contents 

Heywood Prep adheres to the following Regulatory Standards: 

Regulatory Standard Description 

  Part 3  

  Paragraph 11 

The standard in this paragraph is met if the proprietor ensures that 

relevant health and safety laws are complied with by the drawing up 

and effective implementation of a written health and safety policy. 

 

Organisational Chart & Responsibilities 

Arrangements for Health and Safety  

1. Accident Records and Notification 

2. Access Equipment and Working at Height 

3. Auditing 

4. Asbestos 

5. Consultation with Staff 

6. Contractors 

7. Display Screen Equipment 

8. Electricity at Work Regulations 

9. Emergencies 

10. Fire Prevention 

11. First Aid 

12. Flammable Liquids and Petrol Checklist: Storage of Art & Technology Equipment 

13. Gas (Installation and Use) 

14. Glazing, Low Level 

15. Hazardous Material Register 

16. Information, Instruction and Training 

17. Inspections 

18. Kitchen 

19. Legionella Control 

20. Lettings 

21. Lone Working 

22. Manual Handling and Lifting 
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23. Missing Children 

24. New and Expectant Mothers at Work 

25. Off Site Visits / Activities 

26. Personal Protective Equipment (PPE) 

27. Pupil Behaviour 

28. Premises   

29. Pressure Vessels  

30. Risk Assessments  

31. Signs & Statutory Notices 

32. Slips, Trips and Falls 

33. Staff Well-being/ Stress management 

34. Security Policy 

35. Substances Hazardous to Health (COSHH) 

36. Smoking Ban 

37. Vehicles on School Property 

38. Violence to Staff 

39. Waste Disposal 

40. Window Cleaning 

41. Work Equipment 
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Organisation Chart & Responsibilities at Heywood Prep 

The management structure diagram below outlines the chain of command with regard to Health and 
Safety management within the School. The responsibilities of all levels of management and staff are 
also described.    
 
 
 

 

 

The Head is accountable for Health and Safety and as such along with the School Business 

Manager and Site Manager takes day to day responsibility for all Health and Safety matters in 

the School. The Head has specific responsibilities to:-  

• Monitor and take reasonable practicable steps to instigate, maintain and develop working 

practices, procedures and conditions which ensure the Health, Safety & Welfare of all staff, 

pupils, visitors and any other person using the premises or engaged in activities sponsored by 

the School (including visits) 

• Monitor the provisions for first aid and welfare and the effectiveness of the safety 

management communication structure in conjunction with the Proprietor. 

• Take all necessary and appropriate action to ensure that the requirements of all relevant 

legislation, codes of practice and guidelines are met in full and at all times. 

• Encourage all staff, pupils and others to promote Health and Safety and to suggest and 

implement practise and procedures which reduce risks and discipline those who consistently 

fail to consider their own Health, Safety and Welfare or that of others. 

• Ensure the periodic reviews and audits of the school policy and procedures. 

• Act on reports received from the Senior Leadership Team and safety representatives and 

agree timescales. 

Head

Deputy Head

Teaching Staff

School Business 
Manager

Site Manager Head’s PA

Assistant Site 
Manager, Catering 
Staff and Cleaners

School Secretary
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• Lead by example. 

• Assign clear safety functions to senior members of staff, academic staff and support staff.  

• Arranges for staff, pupils and others under their management receive appropriate information 

and training regarding Health, Safety and Welfare. N.B Induction training.  

 

The School Business Manager and Site Manager have specific responsibilities to:- 

• Monitor and take reasonable practicable steps to instigate, maintain and develop working 

practices, procedures and conditions which ensure the Health, Safety & Welfare of all staff, 

pupils, visitors and any other person using the premises or engaged in activities sponsored by 

the school. 

• Monitor the provisions for first aid and welfare and the effectiveness of the safety 

management communication structure in conjunction with the Head and Proprietor. 

• Take all necessary and appropriate action to ensure that the requirements of all relevant 

legislation, codes of practice and guidelines are met in full and at all times. 

• Arranging as appropriate for external consultants to advise on matters of Health and Safety 

within the school. 

• Encourage all support staff and others to promote Health and Safety and to suggest and 

implement practise and procedures which reduce risks and discipline those who consistently 

fail to consider their own Health, Safety and Welfare or that of others. 

• Ensure the periodic reviews and audits of the School policy and procedures. 

• Ensure that termly fire evacuation drills are completed for the main building. 

• Act on reports received from the Senior Leadership Team and safety representatives and 

agree timescales. 

• Lead by example. 

• Assign clear safety functions to support staff. 

• Ensure that Risk Assessments are undertaken whenever necessary in order to identify and 

eliminate potential hazards. 

• Ensure that any defects on the premises, its plant, equipment or facilities which relate to or 

may affect Health and Safety of staff and pupils and others are made safe without delay. That 

may involve authorising remedial work, taking equipment out of use, instigating new 

procedures, etc.  

• Ensure that all off site trips have suitable and sufficient risk assessments and all teaching staff 

are trained to complete these assessments.   

• Ensure that all chemicals and substances are the subject of a written risk assessment, 

correctly stored, used and labelled – especially toxic, hazardous and /or highly flammable 

substances. 

• Ensure appropriate protective clothing equipment (staff), first aid (monitored by the First Aid 

Co-ordinator) and fire appliances are present, maintained and functioning properly for their 

area of responsibility 



7 

 

Reviewed and ratified:  February 2019  Next review: February 2020  

• Arrange for staff, pupils and others under their management to receive appropriate 

information and training regarding Health, Safety and Welfare. N.B Induction training.  

 
 

The Deputy Head has specific responsibilities to:-  

• Ensure that Risk Assessments are undertaken whenever necessary in order to identify and 

eliminate potential hazards.  

• Lead by example 

• Encourage all support staff and others to promote Health and Safety and to suggest and 

implement practise and procedures which reduce risks and discipline those who consistently 

fail to consider their own Health, Safety and Welfare or that of others. 

• Take all necessary and appropriate action to ensure that the requirements of all relevant 

legislation, codes of practice and guidelines are met in full and at all times. 

• Monitor and take reasonable practicable steps to instigate, maintain and develop working 

practices, procedures and conditions which ensure the Health, Safety & Welfare of all staff, 

pupils, visitors and any other person using the premises or engaged in activities sponsored by 

the School. 

• Creates an atmosphere which encourages staff pupils and others to:- 

o Achieve the highest possible standards of Health and Safety  

o Promote Health and Safety  

o Suggest and implement practices and procedures which reduce risk 

o Discipline those who consistently fail to consider their own Health, safety and welfare 

or that of others. 

 

The Teachers have specific responsibilities to:-  

• The overall day to day responsibility for the correct implementation and operation of the 

school Health and Safety policy and other regulation, rules, procedures and code of practice 

in their specific area of responsibility. 

• Instigate, monitoring, maintaining and developing working practices, procedure and conditions 

which ensure the Health, safety and welfare of all staff and pupils, visitors and any other 

person using their area of responsibility. 

• Create an atmosphere which encourages pupils and others to: achieve the highest possible 

standards of Health and Safety; promote Health and Safety; suggest and implement practices 

and procedures which reduce risk 

• All Health and Safety information is communicated to other staff in a manner prescribed in 

this policy. 

• They report concerns relating to Health and Safety to the Head/ School Business Manager/ 

Site Manager. 
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• Ensure that all chemicals and substances are the subject of a written risk assessment, 

correctly stored, used and labelled – especially toxic, hazardous and /or highly flammable 

substances. 

• Ensure appropriate protective clothing equipment (pupils) are present, maintained and 

functioning properly for their area of responsibility.  

 

All Staff have specific responsibilities to:- 

• Take reasonable care for their own Health and Safety and that of any other persons who may 

be affected by their acts or omissions at work. 

• Practice maintain and develop working practices, procedures and conditions which ensure the 

health, safety and welfare of other staff, pupils visitors and any other person in their charge. 

• Check that the work areas and plant, machinery equipment are adequately guarded and in 

good/safe working order before during and after activities  

• Ensure that toxic, hazardous and highly flammable substances are correctly used, stored and 

labelled and that any potentially hazardous equipment is carefully counted back at the end of 

the lesson e.g. scissors 

• Ensure safe procedures are followed by all – including pupils and visitors 

• Ensure the correct equipment/tool is used for the job and protective equipment/safety devices 

are used by staff and pupils  

• Co-operate with the School in matters concerning Health and Safety. 

• Not interfere with or misuse anything provided for their health, safety and welfare. 

• Not make unauthorised or improper use of plant, machinery or equipment. 

• Report all accidents and near misses using the established accident reporting procedure. 

• Take active interest in promoting Health and Safety and suggest ways of reducing risks. 

• Report hazards or defects in the premises, plant, equipment or facilities to the School 

Business Manager/ Site Manager/Headmaster. 

 

All Pupils, in accordance with their age and aptitude, have specific responsibilities to:- 

• Take reasonable care for their own Health and Safety of themselves and others. 

• Observe the Health and Safety rules of the school and in particular the instructions of staff 

given in an emergency. 

• Not interfere with or misuse anything provided for their health, safety and welfare. 

 
All Visitors, Members of the public, Volunteers and Parents helpers have specific 

responsibilities to:- 

• Take reasonable care for their own Health and Safety of themselves and others. 
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• Co-operate with the Health and Safety arrangements put in place by the school to protect 

them while using the premises or grounds. 

• Observe the Health and Safety rules of the school and in particular the instructions of staff 

given in an emergency. 

 
Where volunteers are employed to undertake work on behalf of the school they will for all intents and 

purposes be regarded as employees. School Staff will therefore have responsibilities for undertaking, 

in particular, thorough risk assessment and implementation of control measures, together with 

ensuring that volunteers have received adequate information, instruction, training and supervision for 

the tasks they will be undertaking. 

 
Health and Safety Arrangements 

 
1. Accident Records and Notification  

There is an Accident Folder and Accident/Incident Forms in the school office for all minor injuries to 

staff and pupils. Accident Forms are completed by the member of staff supervising and the First Aid 

Co-ordinator produces a log of these records. This log is reviewed monthly by the School Business 

Manager and Site Manager and trends are assessed and remedial measures put in place. The School 

Business Manager is responsible for reporting all notifiable accidents to the Health and Safety 

Executive (HSE). 

These forms must be kept for 4 years for staff, visitors and contractors. Pupil’s accident forms must be 

kept until the child has reached the age of 21.  

Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR), the 

School will via the School Business Manager or First Aid Co-ordinator notify the HSE online at 

http://www.hse.gov.uk/riddor/report.htm 

The School Business Manager/First Aid Co-ordinator will report any accidents causing death or major 

injury, certain industry related diseases and dangerous occurrences as soon as possible, and will 

confirm such telephone calls in writing within 15 days using Report Form 2508. Incident Contact 

Centre on 0845 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm). 

Accidents to members of the public (including pupils) which arise out of or in connection with work 

which result in them being taken to hospital for treatment must be reported in the same way. In 

addition, the school will inform the HSE within 15 days, using form F2508 only, of injury resulting in 

absence from work of more than 7 days excluding the day of the injury. 

An investigation will be carried out as soon as possible after any accident occurs so that problem 

areas or procedures are identified and remedial action taken if necessary. 

Definitions of Major Injury accidents: - 

• Fracture of the skull, spine or pelvis. 

• Fracture of any bone in the arm, wrist (but not a bone in the hand) or in the leg or ankle (but 

not in a bone in the foot). 

• Amputation of a hand, foot or finger, thumb or toe, or where any part of the joint or bone is 

completely severed. 

• The loss of sight of an eye, a penetrating injury to an eye, or chemical or hot metal burns to 

an eye. 

http://www.hse.gov.uk/riddor/report.htm
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• An injury (including burns) requiring immediate medical treatment or an injury resulting in 

loss of consciousness, resulting in either case from an electrical shock from any electrical 

circuit or equipment, whether or not due to direct contact.  

• Loss of consciousness resulting from lack of oxygen. 

• Acute illness requiring medical attention, or loss of consciousness, resulting in either case 

from the absorption of any substance by inhalation, ingestion or through the skin. 

• Acute illness requiring treatment where there is a reason to believe that this resulted from 

exposure to a pathogen or infected material. 

• Any other injury which results in the person injured being admitted immediately into hospital 

for more than 24 hours. 

 
 
Accidents to Pupils and other people who are not at work within the School  

 

• An accident that happens to pupils or visitors must be reported to the HSE on  

Form 2508 if: 

o The person involved is killed or is taken from the site of the accident to hospital; AND  

o The accident arises out of or in connection with work 

• Like fatal and major injuries to employees or dangerous occurrences, these accidents must 

be notified to HSE without delay and followed up in writing within ten days on Form 2508. 

 

Accidents arising out of or in connection with work 
 

In HSE’s view an accident must be reported if it relates to: 

o Any School activity, both on or off the premises 

o The way a School activity has been organised and managed (e.g. the supervision of a 

field trip)  

o Equipment, machinery or substances 

o The design or condition of the premises 

Incident Contact Centre 

Tel: 0345 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm) 

Out of hours:  Duty Officer on 0151 922 9235. 

Online Form: http://www.hse.gov.uk/riddor/  
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2. Access Equipment and Working at Height 

Access equipment will be suitable for the work and in good condition.  

Only members of staff trained in ‘Working at Height’ to use ladders and to ensure the ladder checklist 

is followed. The Ladder Checklist Folder is stored in the School Business Manager’s office. 

Ladders and steps are to be visually inspected before use to ensure that they are in a safe condition.  

Scaffolds may only be erected by certified companies. Only trained competent persons may use the 

scaffolding.  

The equipment is to be pre-use inspected and inspected, by the caretaker, at regular intervals.  

Access to and work on some areas, e.g. roofs and windows will require specific risk assessments, 

appropriate additional training and sometimes specialised equipment. It is the policy of Heywood Prep 

that this area of work will be completed by specialist companies.  

3. Auditing of Health and Safety Arrangements 

The school’s arrangements to monitor, establish and review Health & Safety standards in accordance with 

this policy include, but are not limited to, the following activities and measures: 

• School Business Manager and Site Manager carry out a procedure of daily, monthly and annual 

checks of the school site.  These are recorded, along with actions taken in the Site Manager’s 

Maintenance Log Folders. 

• The Head and Deputy Head monitor Health & Safety on a constant basis when moving around 

the school site. 

• Site walkarounds are conducted daily by the Site Manager and logged and toilet facilities are 

checked and logged twice daily in the morning and after lunch. 

• All other staff are responsible for reporting Health & Safety concerns and completing maintenance 

requests to the Site Manager and these are prioritised by the School Business Manager. 

• Health & Safety Concerns and Updates are a standing item on the weekly teaching staff meeting 

and also at the weekly senior leadership team meeting.  Minutes are taken and points are 

actioned and signed off. 

• Accident Records (including slips and trips) are reviewed monthly by the School Business 

Manager and Site Manager and trends identified and recorded. Measures to resolve and an 

action date will also be recorded on the monthly Accident Record log. 

• The Wishford Estates Director and the School Proprietor also conduct spot checks of the school 

site on a regular basis (at least fortnightly) 

• The Health & Safety Committee meets termly.  Meetings are minuted and action points are 

tracked.  Minutes of these meetings are also circulated to the Estates Director and Proprietor. 

• Health & Safety issues are reported to the Proprietor monthly by the Head, or immediately in the 

case of a serious issue. 

• The School Health & Safety Policy is reviewed annually by the School Business Manager and the 

Head and approved by the Proprietor. 
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4. Asbestos  

The Control of Asbestos at Work Regulations 2012 state that employees, pupils and any other 

persons who might be affected by the School’s work activities should be protected from exposure to 

any asbestos fibres resulting from those work activities. 

Asbestos Records  

A central record of all the asbestos containing materials (ACM) which are known to be in the fabric of 

the School buildings etc. is maintained by the School Business Manager. The record will be amended 

when necessary. Where there is any doubt concerning the nature of materials found then 

identification by a specialist will be carried out. Work in that area will cease immediately and the area 

evacuated until the material has been identified. 

Any continued presence of asbestos in buildings, equipment (fume cupboards) etc is properly 

identified in situ using the appropriate warning signs. 

Management of Asbestos 

Heywood Prep has been certified as an asbestos free site. 

The asbestos register and site survey is kept in the School Business Manager’s Office. 
 
The last Asbestos Management Survey for Heywood Prep was carried out on 17 February 2014. 
 
All contractors who work at Heywood Prep are asked to read the register and discuss with the Site 
Manager/Estates Director any work they plan to undertake in areas of the School. 

5. Consultation with Staff 

The SLT meet weekly and Health & Safety is a standing item on the agenda at this meeting and all 

weekly staffing meetings.  All staff are encouraged to raise health and safety matters with their line 

manager, the School Business Manager or Site Manager; a maintenance log system is in place, with 

requests for minor remedial work emailed to the School Business Manager and these are dealt with in 

priority order.  

 

All staff shall be consulted in advance of any changes to their working arrangements which may have 

a health and safety impact. 

 

6. Contractors 

General 

Contractors are routinely employed to work at Heywood Prep. 

Everyone working on the premises either under the control of the school or whose work could affect 

the School, the pupils or the public, must always be aware of the Health and Safety standards they 

have to achieve. 

The Law and the Contract 

The Health Safety at Work Act 1974 places similar duties on both the employer and the contractor to 

protect the Health and Safety of employees and other people who may be affected by the work. 

When a formal contract is used it can play a useful role in defining the rights and responsibilities of 

each party and is vital when agreeing contracts that adequate time and money is allowed for properly 

addressing Health and Safety. 

Contractors will be informed of: - 
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o The School’s Health and Safety policy arrangements and any local rules so that they can 

comply as necessary 

o Items identified as necessary for Health and Safety 

o All relevant hazards known to the School (such as the extent of areas where asbestos, 

flammable liquids, chemicals are present) and, where necessary for clarification, technical 

documentation and diagrams should be provided to the contractor. 

Arrangements for matters such as site demarcation, site access, and use of permanently installed 

plant, the control of equipment and the control of exposure to hazardous substances will always be 

clarified. 

Any contract will require the contractor to produce relevant information about any sub-contractors to 

be used and the methods to be employed to control the Health and Safety performance of these sub-

contractors. 

 
Control on Site 
Heywood Prep seeks to employ contractors with DBS checks where possible.  

All contractors must report to the School Office to sign in and when leaving to sign out and where a 

visitors badge whilst on site. 

All contractors visiting site, who are not DBS checked, must be chaperoned by a member of staff. 

The school will issue a permit to work to major contractors where necessary which advises: 

o Location of activity 

o Work to be done 

o Hazards present before commencement of work 

o Precautions to be taken 

o Personal protective equipment required 

o School rules 

o Permit number 

o Issue and acceptance box. 

o Hot Work permit  

 

Contractors issued with a permit to work have to read and sign the document and sign off at the end 

of a job. 

The School will nominate a competent person (Estates Director) to liaise with the contractors and to 

monitor those working methods which have been designed to control risks which could affect the 

School employees, pupils and visitors. 

The School and contractors are expected to keep each other informed about all known hazards which 

might affect each other and relevant changes to plans or systems of work in a continual way. 

There will be regular site meetings between the contractor and the school’s representative to ensure 

that good communications are maintained. 
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The contractor will be expected to regularly monitor his / her / their own Health and Safety 

performance. 

Permit to work system to be in use and overseen by the Estates Director. 

 
Information  
The contractor should ensure that his employee’s and any sub-contractors are informed of the rules 

for safe working, the local hazards and necessary precautions. All involved should be clear about the 

delineation of the contractor’s area of work and any restricted areas. There should be no confusion 

over the School’s local rules e.g. use of 110v portable electrical tools and the procedures for 

contractor’s employees during an emergency at the school e.g. when fire alarm sounds. 

Work Sites  

• Wherever it is reasonably practicable to do so, work areas to be physically separated from 

areas used by staff, pupils and visitors and if possible should be enclosed within a boarded 

perimeter fence at least 2 metres high.  

• The contractor is to take precautions to eliminate so far as is reasonably practicable the 

dangers to staff and pupils arising from the movement of all contractors' vehicles about the 

site.  

• Parts of the site that must remain open to the School to be provided with all necessary 

footways and guardrails to ensure safe passage.  

• Fire exits are to be kept clear at all times.  

 
Access Equipment  

• When ladders, scaffolds, cradles etc., are to be in position for less than a working day a clear 

demarcation of warning tapes should be provided and maintained at least 2 metres clear of 

the equipment. During this period the equipment must not be left unattended. When such 

items of equipment are erected and positioned for more than a working day a substantial 

barrier should be provided and maintained to prevent unauthorised access.  

• Scaffolds, hoists etc, to only be erected or dismantled when the surrounding areas are clear 

of staff and pupils. Similarly, mobile scaffolds and ladders should only be moved in occupied 

or open access areas when these are clear of staff and pupils. Fixed scaffolds should be 

inspected by a competent person at 7 day intervals.  

• Ladders and ropes to be secured out of reach of children and unauthorised people.  

Overhead Working  

• When work is undertaken at height above or adjacent to occupied rooms or access areas the 

occupants / passersby must be given all necessary protection or such rooms / areas should 

be taken out of use for the duration of the work.  

Excavations  

• All excavations in open access areas must be covered while they are not in immediate use. 

All excavations more than one metre deep must be fenced and appropriate warning signs 

erected.  

Substances  

• The contractor should provide the School with relevant information on any hazardous 

substance to be used on site which might present a risk to the Health and Safety of staff and 

pupils. Matters to be considered include storage, restrictions on the use of buildings and open 

access areas by staff and pupils, restrictions in working hours by the contractor etc. The 

contractor must ensure all COSH information is provided. 
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• If any of the contractor's work involves the disturbance of asbestos, amongst other things, a 

written system of work should be agreed by all parties before the work begins. If work being 

undertaken encounters asbestos it should be left undisturbed and the School contacted 

immediately. See Asbestos Register. 

Stripping Paint  

• All paintwork which is to be stripped should be treated as containing lead unless it is proven 

to be or is known to be lead-free.  

Racks and Storage Units  

• Racks and storage units should be positioned for ease of access and should not reduce or 

obstruct circulation space. High-level storage units should not be used for heavy equipment or 

materials. They may be used for other items if this cannot be avoided and if a safe means of 

access is provided. Metals, plastics and wood should be stored tidily in racks, the ends of 

which should be protected. Items, which stick out from the ends of racks, present a hazard to 

any person walking by.  

 

7. Display Screen Equipment Regulations 1992 
 

These Regulations only apply to employers whose workers regularly use DSE as a significant part of 

their normal work (daily, for continuous periods of an hour or more). These workers are known as 

DSE users. 

For DSE users, Heywood Prep will: 

o Analyse workstations to assess and reduce risks 

o Make sure controls are in place 

o Provide information and training 

o Provide eye and eyesight tests on request by a registered Ophthalmic Optician  

o Review the assessment when the user or DSE changes. 

Assessment of User's Workstations  
A display screen assessment will be carried out for users. The assessment will not only cover the 

workstation itself (DSE plus furniture), but the environment (lighting, space, noise, humidity etc) and 

the interface between the computer and user. Assessments are to be carried out by the School 

Business Manager. 

Where any assessment indicates the need for remedial action this will be taken.  

 

8. Electricity at Work Regulations 1989  

Heywood Prep recognises these Regulations, as listed on the HSE website - 

http://www.hse.gov.uk/pubns/priced/hsr25.pdf and undertakes to comply with them in all respects.  

Additional Internal Requirements  

• Contractors employed to carry out additions, alterations and tests to the distribution system, 

must be registered with one of several providers given Government approval to offer 

Competent Person Schemes to oversee electrical work within the electrical industry 

http://www.hse.gov.uk/pubns/priced/hsr25.pdf
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• In addition to normal employee vigilance, there is an adequate maintenance scheme for all 

school owned portable electrical items, to ensure that they are safe and suitable for use. The 

inspection and, where appropriate, test is carried out by a trained person. Inspection includes 

a visual examination for defects and a check on the suitability of any fuse fitted. Tests are for 

earth continuity and insulation resistance.  

• Portable electrical items are clearly and uniquely identified i.e. by marking or labelling with an 

identifying number. The date of the last inspection / test is kept in a register or indicated on 

the appliance label.  

• Employees are instructed never to use defective equipment or allow it to be used. Such 

equipment will be removed from general circulation for repair, which must be carried out 

before the equipment is allowed back into use.  

• All portable electric tools used (including those belonging to and used by contractors) will, 

wherever practicable, be operated at 110 volts.  

• Residual Current Devices will be provided and fitted progressively and are to be tested in 

accordance with the manufacturer's instructions.  

9. Emergencies 

In the event of an emergency: 
 
1. Dial 999 and be ready to give the following information:  
 Address:  Heywood Prep  
                    Priory Street 
  Corsham 
  SN130AP 
 
2. Give the exact location in the school  
 
3. Give your name  
 
4. Give a brief description of the situation  
 
5. Inform the emergency services of the best entrance to the area of the school.  
 
Notify a member of the senior leadership team and the School Office of the situation and the action 
taken.  
 
10. Fire Prevention 

Refer to Fire Risk Assessments and Fire Safety Policy & Procedure 
 

11. First Aid  

Refer to Separate First Aid Policy 
 

12.  Flammable Liquids and Petrol  

The amount of flammable liquids kept outside proper storage and in any classroom or working area is 

to be kept as small as is reasonably practicable. Containers, when not in use, are to be stored in 

metal cupboards manufactured to an appropriate standard e.g. BS 476. In each classroom or working 

area the total quantity stored in any such bin or cupboard will never exceed 50 litres. All vessels 

(whether full or empty) and cupboards containing flammable liquids to be kept closed when not in use. 

The metal container is marked 'Flammable Liquids'.  
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13. Gas (Installation and Use) Regulations 1998  

The Regulations address all dangers arising from the transmission, distribution, supply or use of gas 

and apply equally to natural gas distributed by UK gas companies and to privately-owned systems 

where LPG is supplied via a storage vessel.  

Heywood Prep does not have any gas storage vessels.  

Heywood Prep will ensure that all gas installations, pipe-work and appliances, which are located on 

the premises are maintained in a safe condition.  

Heywood Prep will keep records in respect of these appliances of the dates of inspection, the defects 

identified and any remedial action taken.  

 

14. Glazing - Low Level  

All areas where low level glazing is to be found in Heywood Prep have been identified. All low level 

glazing where there is both a significant risk of injury and non-safety glass is present has a safety film 

installed.  

All new buildings, extensions and repairs to existing buildings involving low level glazing are to use 

glazing to standards recommended in the current edition of the Building regulations and British 

Standard BS 6206.  

 

15. Hazardous Materials Register  

Heywood Prep will maintain a hazardous materials register to indicate the whereabouts (if any) of 

asbestos, lead paintwork, store(s) for flammable liquid gases, etc.  

The Site Manager will ensure that the contents of this register are made known to relevant employees 

and contractors before they commence any work which might foreseeably affect the hazardous 

materials and create risks to the contractors themselves or to pupils, employees or others. Where the 

latter is the case a specific written risk assessment will be prepared.  

 

16. Information, Instruction and Training  

The provision of Health and Safety information, instruction and training (followed by appropriate 

supervision) is essential to any safe system of work. Heywood Prep provides staff with the following 

information, instruction and training: 

Induction – our induction training for new staff (including supply and peripatetic staff) 

includes:  

Fire Procedure Briefing – including location of fire exits, assembly point and explanation of 

employee’s responsibilities in the event of a fire. 

Health & Safety Briefing – including identification of know hazards, the school’s health & safety 

procedures, risk assessment procedures and explanation of the employee’s responsibilities. 

Safeguarding Briefing – refer to School’s Safeguarding Policy and Procedure. 

First Aid Briefing – refer to School’s First Aid Policy 
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Site Tour  

Staff Inset Days – minimum 4 days per annum – to include whole staff on, but not limited to, 

the following areas, usually by an external professional provider, on a rolling process of 

annual or bi-annual ‘refreshers’: 

Fire Training  

First Aid  

Safeguarding 

Risk Assessing on Site and on Educational Visits 

 

Weekly Staff Meeting – A rolling programme of ‘in house’ Health & Safety briefings to include 

information and updates in the following areas pertinent to the working environment: 

Manual Handling 

Working At Height 

Lone Working 

Risk Assessing 

COSH Awareness 

Specific Training and Instruction – provided to key staff according to job role and task. This includes: 

School Business Manager – Health & Safety for School Business Managers. NASBM 2 Day Course. 

External Catering Staff – Holroyd Howe training programme to include: Manual Handling, COSH, 

Operating kitchen machinery, use of PPE. 

External Cleaning Staff – Direct Cleaning Services training programme to include: basic health & 

safety, manual handling, COSH awareness and the use of PPE. 

Site Manager – COSH Awareness Training by Chemicals Supplier Zenith, Legionella Control Training 

by Thames Valley Water Where the need for specific training and instruction is identified it will be 

provided.  

Workplace Health & Safety Information is displayed in the School staff. 

Training Logs are to be maintained by the School Business Manager. 

Staff should also take responsibility for identifying additional training needs, discuss this with their line 

manager and complete training request paperwork. 

17. Inspections  

Competent persons must inspect and examine the following plant and equipment at appropriate 

intervals. Copies of reports are to be kept by the Site Manager and stored in the School Business 

Managers office for information or action. Copies of reports are to be kept for future reference 

purposes.  

• Electrical installations, fire alarm systems, emergency lights (including batteries and battery 

charging systems) and fire detectors: Examinations are arranged by the Site Manager. 

Records are kept by the Site Manager, in the School Business Manager’s office. 
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• Portable electrical appliances: Inspections and examinations are arranged by the Site 

Manager. Records are kept by Site Manager, in the School Business Manager’s office. New 

portable equipment bought from an approved supplier already fitted with a moulded three pin 

plug should not need to be tested before being put into use for the first time; however, it is 

important that it is visually checked. 

• As well as tests carried out by a competent person, staff should check equipment before use 

apart from fairly static equipment such as PC’s, photocopiers etc. Personal electrical 

equipment should not be brought into school unless it has been tested by a competent person 

before use. 

• Fire extinguishers and other emergency fire fighting equipment: Examinations are arranged 

and records are kept by the Site Manager. 

• Legionella prevention: Testing, monitoring (ELRM) and reporting is undertaken by the Site 

Manager and records are kept by Site Manager, in the School Business Manager’s office. 

• Trees: Examinations are arranged by the Estates Director and records are kept by the Site 

Manager in the School Business Manager’s office. 

• Gymnasium equipment: Examinations are arranged by the Heads of Sport/Nursery Staff and 

Site Manager. Records are kept by the Site Manager. 

Teachers and support staff are expected to review risk assessments and carry out an inspection of 

their own areas of responsibility/classrooms at least once per year. The written record of this work will 

be forwarded during the appropriate terms to the School Business Manager. 

Heywood Prep will arrange for additional inspections and risk assessments to be carried out as and 

when required. 

18. Kitchen 

Catering is contracted out to Holroyd Howe, a specialist caterer committed to the safeguarding and 

wellbeing of children with food hygiene management and health and safety systems in place. 

Holroyd Howe accepts its legal duty to comply with the provisions of Regulations (EC) 852/2004, the 

Food Safety Act 1990, and all subsequent or relevant legislation made under the Act. The company 

has designed and put in place a comprehensive risk based quality management procedure based on 

the principles of Hazard Analysis Critical Control Point (HACCP) to ensure all practicable due 

diligence and the maintenance of high standards. These procedures include procurement, delivery, 

storage, preparation, service and distribution. 

Heywood Prep has responsibility for the maintenance of all equipment and the fabric of the building. 

 
19. Legionella Prevention  
 

Heywood Prep is aware of and has assessed the risks associated with water systems and potential 

legionella proliferation and the following general precautionary measures must be taken to minimise 

the risk of exposure to legionella.  

• Routine inspection and maintenance operations on all hot and cold water systems must 

include the following:  

o Header tanks must be cleaned out annually.  
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o Conditions of calorifiers must be inspected at least biennially (but depending on 

circumstances) for organic materials and heavy build up of scale, and must be cleaned as 

appropriate to the conditions found.  

o Showerheads of other designs, along with spray taps, must be cleaned and disinfected 

regularly.  

• Wherever it is reasonably practicable anti-scaling chemicals should be used.  

• Wherever it is reasonably practicable calorifiers in Heywood Prep will be operated at 60°C, 

and designed to ensure that no layering takes place within (as there is a risk of scalding 

above 50°C, mixer valves will be installed), and hot water distribution will take place at 50°C 

within one minute of running the tap.  

• When new water systems or plant are to be installed, or when the old is to be modified, the 

designers, manufacturers, importers, suppliers and installers have a duty to avoid, as far as it 

reasonably practicable, the risk of legionellosis arising from their work and to provide 

information on safe operating conditions and on potential risk. This information should always 

be obtained in writing and instructions contained in the information must form part of 

Heywood Prep regular maintenance programme.  

 
20. Lettings  
 

The School Business Manager must inform the hirer of the procedure to evacuate the building in the 

event of an emergency. 

Persons attending the event are restricted to the areas of the school hired and do not gain access to 

any other parts of the building. 

 
21. Lone working  
 

Refer to separate Lone Working Policy.  

 

22. Manual Handling Operations Regulations 1992 (MHOR) 

Manual Handling operations can be defined as the transporting or supporting of a load (a discrete 

moveable object) by hand or bodily force, including pushing and pulling.  

The regulations require Heywood Prep, as the employer, to manage the risks to their employees and 

as such it will: 

o Avoid hazardous manual handling operations so far as is reasonably practicable, by 

redesigning the task to avoid moving the load or by automating or mechanising the process. 

o Make a suitable and sufficient assessment of the risk of injury from any hazardous manual 

handling operations that cannot be avoided. 

o Reduce the risk of injury from those operations so far as is reasonably practicable. Where 

possible, provide mechanical assistance, for example, a sack trolley or hoist. Where this is not 
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reasonably practicable then explore changes to the task, the load and the working 

environment. 

Medical and scientific knowledge stress the importance of an ergonomic approach to look at manual 

handling as a whole, taking into account the nature of the task, the load and the working environment, 

and requiring worker participation. 

The School’s employees have duties too. They should:  

o Follow systems of work in place for their safety 

o Use equipment provided for their safety properly 

o Cooperate with their employer on health and safety matters 

o Inform their employer if they identify hazardous handling activities 
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o Take care to make sure their activities do not put others at risk.
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23. Missing Children 

Refer to Heywood Prep’s Mssing Child Policy 

24. New and Expectant Mothers at Work  

Management of Health and Safety at Work Regulations 1999 (MHSW) 

Workplace (Health, Safety and Welfare) Regulations 1992 (the Workplace Regulations) and Equality 

Act 2010. 

These Regulations specifically require Heywood Prep to take particular account of risks to new and 

expectant mothers when assessing the risks in the work activities.  

A "new or expectant mother" is an employee who is pregnant, who has given birth within the previous 

six months, or who is breast-feeding. The employee must have notified Heywood Prep in writing that 

this is the case (but there is no statutory obligation for her to do so). Risks include those to the unborn 

child or child of a woman, who is still breast-feeding, not just risks to the mother herself.  

If a significant risk to the Health and Safety of a new or expectant mother is identified, the following 

actions will be considered in the order given:  

o Removal of the hazard  

o Prevention of exposure to the risk  

o Control of exposure to the risk.  

In the unlikely event within this school of a significant risk still remaining then the following steps to 

remove the employee from the risk will be taken:  

Step 1- temporarily adjust her working conditions and / or hours of work; if it is not unreasonable to do 

so and if this would avoid the risk,  

Step 2 - offer her suitable alternative work if any is available; or, if that is not feasible,  

Step 3 - suspend her from work (with paid leave) for as long as necessary to protect her safety or 

health or that of her child.  

These actions will only be necessary where the result of a risk assessment there is genuine concern. 

Before offering alternative employment or paid leave, or if there is doubt, professional advice will be 

sought on what the risks are and whether they arise from work.  

The risks will be kept under review as they may change, for example, as pregnancy progresses.  

Additional Action  
Heywood Prep requests any new or expectant mother, in order that her own safety or health, or that 

of her child may be protected, to inform the Headmaster if or when she becomes a new or expectant 

mother.  

25. Off Site Visits / Activities  

Refer to Heywood Prep’s Educational Trips and Visits Policy 

26. Personal Protective Equipment (PPE) at Work Regulations 1992 
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PPE should be used as a last resort. Wherever there are risks to health and safety that cannot be 

adequately controlled in other ways, the Personal Protective Equipment at Work Regulations 1992 

require PPE to be supplied.  

This School will:  

• provide PPE to employees (free of charge) and to pupils whenever Health and Safety risks 

are not adequately controlled by other means  

• select PPE suitable for the risks, the employee, the pupils and the work environment  

• maintain the PPE and provide suitable accommodation for it  

• Provide instructions on how to use it safely.  

PPE covers items such as eye protection, head protection, foot protection, hand, leg and arm 

protection and protective clothing for the body.  

The School will ensure that any PPE purchased is ‘CE’ marked and complies with the requirements of 

the Personal Protective Equipment Regulations 2002. The CE marking signifies that the PPE satisfies 

certain basic safety requirements and in some cases will have been tested and certified by an 

independent body. 

A systematic approach to training will be taken and training records kept. Users of PPE are to be 

instructed in the following:  

• The risk which the PPE protects against  

• How to use the PPE  

• The way in which the PPE is to be maintained and stored.  

Employees have duties to use PPE in accordance with the training instructions, to take reasonable 

care of PPE and to report any loss or obvious defect in the PPE.  

27. Pupil Behaviour 

Refer to Heywood Prep’s Behaviour, Rewards, Sanctions Policy and Heywood Prep’s Supervision 

Policy 

28. Premises  

The Workplace Health, Safety and Welfare Regulations 1992 came into force on 1 January 1993, and 

concern basic workplace conditions. Heywood Prep recognises that the Regulations apply to all new 

places of work, both permanent and temporary, immediately and all existing places of work from 1 

January 1996. These Regulations should be observed and include the following requirements:  

• Ventilation - workplaces to be sufficiently well ventilated with air which is, as far as possible, 

free of impurity.  

• Temperature – during working hours the temperature should be “reasonable” (normally to be 

at least 16 degrees Celsius). One or two thermometers are available in Heywood Prep to 

enable the temperature to be taken by any employees who wish to do so.  

• Lighting - to be suitable and sufficient to enable people to work without risks to Health and 

Safety.  

• Cleanliness - floors and indoor traffic routes to be cleaned at least once per week.  
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• Room Dimensions and Space - a minimum workspace of 11 cubic metres per person is 

specified, but this does not apply to rooms used for classes and meetings.  

• Workstations and Seating - to be suitable, safe and comfortable. (The requirements for users 

of display screens are covered separately).  

• Conditions of Floors and Traffic Routes - these to be kept in a safe condition and have non-

slip qualities. There is a requirement to keep floors and traffic routes free of obstructions 

which may present a hazard or impede access. Account shall be taken of any handrail 

provided in connection with any slopes. 

• Windows, doors, gates and walls – to be of a safety material or protected against breakage. 

To be appropriately marked or incorporate features to make it appropriate. 

• Provision of Fencing - this is required at any place where a person might fall 2 metres or 

more.  

• Maintenance of the Workplace and of Equipment, Devices and Systems - there is a statutory 

requirement to maintain these in an efficient state, in efficient working order and in good 

repair.  

• There is a programme to provide easily identifiable and signed gas shut-off valves and 

electric isolation switches on the incoming mains in the various areas and departments in 

Heywood Prep. 

• A high standard of housekeeping must be maintained throughout Heywood Prep premises.  

• Sanitary Provisions – suitable and sufficient sanitary conveniences shall be provided at 

readily accessible places. This regulation does not apply to the pupils, as they are not 

covered by the legislation.  

• Facilities - the regulations require that accommodation for employees' clothing is provided 

and that facilities for rest and eating meals should be provided.  

 

29.  Pressure Equipment Regulations 1999 

These Regulations apply to compressed air and steam systems, including steam equipment found in 

kitchens. 

Heywood Prep recognises the importance of the Regulations, and will: 

• Provide safe and suitable equipment 

• Know the operating conditions 

• Fit suitable protective devices and ensure they function properly 

• Carry out suitable maintenance 

• Make provision for appropriate training 

• Have the equipment examined by a competent person. 

The School will minimise the risk as far as reasonably practicable. 
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30. Risk Assessments 

Also refer to separate Risk Assessment Policy. 

Risks of all shapes and sizes evolve and emerge on a daily basis driven by a range of factors such as 

electrical failures, contractors on site, loose carpets etc. The School has developed a culture in which 

everyone understands the importance of risk management and everyone takes an active role in 

spotting and reporting issues of concern.   

HSE guidance makes clear that only significant findings need to be recorded and emphasises the 

importance of controlling the risks identified.  However, employees of Heywood Prep will undertake 

appropriate risk assessments to identify the hazards, think about who might be harmed, evaluate the 

risks, record significant findings and review the risk assessment. 

Heywood Prep will: 

• ensure that risks are systematically identified and managed to promoting children's welfare. 

• ensure that suitable and sufficient risk assessments are undertaken for activities where there 
is likely to be significant risk including school trips. 

• identify control measures are implemented to control risk so far as reasonably practicable. 

• Offer suitable information on what to do to those affected by school activities 

•  Ensure that the risk management strategy and risk assessments are recorded and reviewed 
when appropriate. 

• identify those in the school responsible for conducting risk assessment and monitoring its 
implementation. 

 
 

The following have responsibilities for risk assessment: 

• The Head will be responsible for the implementation of risk assessing as part of the Health and 
Safety policy.  

• The Head of EYFS will be responsible for the EYFS risk assessment and the regular checks 
required as a result of the assessment. 

• Curriculum leads will be responsible for completing risk assessment for their subject areas. 

• The Site Manager will complete risk assessments for the site. 

• Teachers will complete HSE classroom checklists for their classrooms 

• Trip leaders will complete risk assessments for educational trips and visits.  

• The Catering Contractors will complete an annual risk assessment for the Kitchen and food 
storage and service areas. 

• The School Business Manager will be responsible for completing risk assessments for events 
and other generic school risk assessments and requesting risk assessments from external 
providers and contractors. 

• The Head and School Business Manager will be responsible for checking risk assessments. 

• The School Business Manager will be responsible for keeping risk assessment records. 
 
 
Staff will receive guidance on risk assessment as part of their induction. This will be refreshed on an 
annual basis. Risk assessment training will be provided on specific areas where identified by the Head 
or School Business Manager. 
 
The following is a non-exhaustive list of circumstances which are likely to require a risk assessment to 
be produced. If in doubt, staff should seek guidance from the Head or School Business Manager. 
 
Educational 

• Science experiments 

• Use of hazardous materials in design technology or art 

• Sport & PE  

• Drama/Dance/School Plays 

• School Trips 

• Local Off Site Visits 

• Playground Supervision 
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Support 

• Catering and cleaning 

• Security 

• Site and equipment maintenance 

• Visitors on School Site 

• Fire & emergencies 

• Transport 
 
 
A template risk assessment form is included at Appendix 2. 
 
Risk assessments should consider: 

• hazard - something with the potential to cause harm 

• risk - an evaluation of the likelihood of the hazard causing harm 

• risk rating - assessment of the severity of the outcome of an event 

• control measures - physical measures and procedures put in place to mitigate the risk 
 
Completing a Risk Assessment will require answering the following six questions: 

• what could go wrong? 

• who might be harmed? 

• how likely is it to go wrong? 

• how serious would it be if it did? 

• what are you going to do to stop it? 

• how are you going to check that your plans are working? 
 
 
Risk assessments will be reviewed: 

• when there are changes to the activity 

• after a near miss or accident 

• when there are changes to the type of people involved in the activity 

• when there are changes in good practice 

• when there are legislative changes 

• annually if for no other reason 
 
 

31. Signs - The Health and Safety (Safety Signs and Signals) Regulations 1996. 

Heywood Prep will ensure that safety signs are provided (or are in place) and maintained in 

circumstances where there is a significant risk to health and safety that has not been removed or 

controlled by other methods. This is only appropriate where use of a sign can further reduce the risk. 

Signs must be clear and legible, and should be used to identify actions that are prohibited (e.g. no 

access), safeguards that must be followed (e.g. ear protection must be worn), warning of a hazard 

(e.g. corrosive material) and to direct towards fire exits/equipment or first-aid equipment. Too many 

signs may cause confusion.  

 

32. Slips/Trips/Falls 

Heywood Prep recognises the main cause of accidents is slips, trips and falls and will ensure, so far 

as is reasonably practicable, that slip and trip risks are controlled to ensure pupils, staff and visitors to 

the school do not slip, trip or fall.  It is the responsibility of the teacher to ensure that their classroom 

has clear traffic routes and that exit routes are kept clear. The Site Manager will ensure regular 

inspection of communal areas ensuring that floors are suitable, kept in good condition and free from 

obstructions allowing everyone to move around safely.  

All hazards, obstructions, spillages, defects or maintenance requirements must be reported to the Site 

Manager/School Business Manager via the recognised reporting process.  
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33. Staff Well-being/Stress management 

It is recognised that stress is a significant component of sickness and absence rates within schools 

and it can arise from home or work related circumstances or a combination of the two. The School will 

endeavour to promote a culture of co-operation, trust and mutual respect and ensure good 

management practices are in place and staff have access to competent advice. 

The Head will consider the HSE management standards when looking at workplace management, 

these are: 

o Demands, including workload, work patterns and the work environment 

o Control, regarding how much say the individual has in the way they do their work 

o Support, including encouragement and resources provided by the organisation 

o Relationships, and the promotion of positive working together with dealing with        

unacceptable behaviour 

o Role, so that people understand their place and purpose within the school 

o Change, and the way in which communication is undertaken 

o In practical terms, the Headmaster will: 

o Give constructive feedback to people 

o Consult with staff during periods of change 

o Ensure staff have trained to enable them to do their job 

o Monitor workloads and working hours. 

Where issues of stress are identified, the school will: 

o Raise awareness of support mechanisms available 

o Put an action plan in place to address any issues identified 

o For return to work instances, monitor any phased return and allow the individual to provide 

feedback 

o Records relating to any identified stress issues will be retained by the School Business 

Manager and treated as confidential. 

Employees should report any issues of concern to their Line Manager in the first instance and should 

co-operate with any remedial issues that are put into place. 

34. Statutory Notices 

"Health and Safety Information for Employees" posters are displayed in the staff room. A current 

certificate of Employers' liability insurance is displayed in the main school office/nursery building/ main 

school building and staff room.  

35. Security  

Heywood Prep recognises the need for proper security arrangements for the protection of pupils, 
staff, visitors and property during and out of school hours:   
 



29 

 

Reviewed and ratified:  February 2019  Next review: February 2020  

The following general security measures are in place: 

• The Proprietor lives close to site and monitors the building regularly. 

• Direct Cleaning Service cleaners lock-up after cleaning. 

• The Site Manager undertakes a security walk round every morning and at the end of the day. 

• Teachers and cleaners close windows and doors to classrooms at the end of the day. 

• An electric gate with keypad entry is fitted to the entrance to the school site. 

• All visitors are required to “sign in” at the Reception office on arrival where their attendance 

on site is controlled by a visitor badge system. 

• Unidentified visitors, not wearing a badge, should be challenged and accompanied to 

Reception in the school office. Anyone not complying with this request should be reported to 

the police immediately by dialling 999. 

• Any breeches in security will be investigated by the Headmaster and School Business 

Manager, documented and action taken on these issues. 

• The Site Manager will report any security issues to the School Business Manager. 

36. Substances Hazardous to Health (COSHH) Regulations 2002 (amended in 2014)  

These Regulations set out the measures that must be taken to control hazardous substances and to 

protect people exposed to them.  

The Regulations are very comprehensive and apply to all activities where hazardous substances are 

used such as in science, art, school cleaning, office work and work carried out by the caretaker. The 

Regulations also apply to hazardous substances produced by any activity. 

The Regulations require an assessment of the risks to health associated with all Heywood Prep work 

activities involving hazardous substances before employees and others (including pupils) are 

exposed.  

Heywood Prep has in terms of COSHH a low risk rating. All cleaning chemicals and any potentially 

hazardous substances used are stored in appropriate containers in locked cupboards or facilities. 

Petrol used for strimming and mowing are kept to an absolute minimum and are stored in a locked 

metal cabinet in the Site Manager’s shed with locked, gated access. Any employee bringing 

hazardous substances on to the school site must gain permission from the Headmaster and/or School 

Business Manager. 

Assessment of Risk  
There is a requirement for Heywood Prep to make suitable and sufficient assessments of the risks 

created by the particular work with substances hazardous to health and of the steps that need to be 

taken to meet the requirements of the Regulations. In addition, the assessments will be reviewed 

regularly (at least every five years) or when it is suspected that previous assessments are no longer 

valid for some reason e.g. after there have been significant changes in the work.  

Technical data sheets are available from the suppliers of the substances identified as harmful and 

these must have been obtained for all the hazardous substances used.  

Folders located as follows: Data Sheets for Main School and Nursery supplies is stored in the School 

Business Manager’s office.  Data Sheets for Cleaning Chemicals provided by Direct Cleaning 

Services are stored in the Cleaning Cupboard in the Boot Room.  Data Sheets for chemicals used by 

Holroyd Howe Catering team are stored in the School Kitchen. Data Sheets for chemicals and 

substances used by the site maintenance team are stored in the Site Manager’s Shed. 



30 

 

Reviewed and ratified:  February 2019  Next review: February 2020  

When preparing the assessments any appropriate maximum exposure limits (MELs) or occupational 

exposure standards (OESs) must be identified and taken into account (as an indicator of risk) as 

should the other identified hazards shown on the technical data sheets. Assessments must also 

consider:  

• Whether it is possible to avoid using a hazardous substance or use a safer process – 

preventing exposure, eg using water-based rather than solvent-based products, applying by 

brush rather than spraying? 

• The risks of using the substance in the particular activities under consideration. This means 

taking into account the procedure, the quantities used, the dilutions and where the 

substances are used e.g. in a confined area or in open air;  

• Risks associated with spills of substances which can be as important as those associated 

with normal usage. It is essential that comprehensive spill kits be provided where appropriate.  

Control of Exposure  
It is necessary, so far as is reasonably practicable, to prevent or adequately control exposure to 

hazardous substances by measures other than personal protective equipment. This usually means 

the provision of control measures like fume cupboards and local exhaust ventilation (LEV) e.g. for 

woodworking machines, for brazing processes etc.  

Control measures must be properly designed, work effectively and must be properly used. (For 

example, the LEV should be designed so that fumes are drawn away from the breathing zone).  

Respiratory protective equipment (RPE), which is provided, will be suitable for the wearers and the 

exposure, and be HSE approved or manufactured to an approved standard. RPE is to be stored in a 

clean, dry place when not in use. Employees have a legal duty to use the RPE provided by the 

school.  

Information, Instruction and Training  

Staff (and pupils) working with any substance hazardous to health are to be provided with information, 

instruction and training sufficient for them to know the nature of any risks created by the exposure, the 

precautions which need to be taken.  

Carrying out the necessary assessment work is a vital part of compliance with the Regulations. The 

purpose of carrying out assessments is to ensure that sensible decisions are reached about how to 

work with hazardous substances. The precautions, which are to be taken, are determined by the 

nature and the degree of risk in the circumstances of each case.  

Control is adequate when the risk of harm is ‘as low as is reasonably practicable'.   

This means: 

• All control measures are in good working order. 

• Exposures are below the Workplace Exposure Limit, where one exists. 

• Exposure to substances that cause cancer, asthma or genetic damage is reduced to as low a 

level as possible. 

 

37. Vehicles on Schools Property  

Only School Minibuses regularly come on site and park at the front of the school building. 
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In exceptional circumstances, when other staff or contractor vehicles may enter school site with 

permission from the school office. 

When manoeuvring and reversing it is essential that drivers, whilst taking the normal care needed for 

such an operation, keep in mind the fact that pupils are the main users of the premises. The office 

staff, Site Manager or School Business Manager should act as ‘banksmen’ when vehicles are 

manoeuvring. At no time shall any vehicle block any fire exits. 

 

38. Violence to Staff  

Heywood Prep recognises that all staff have a right to expect that their school is a safe place in which 

to work and that prompt and appropriate action will be taken on their behalf if they are subjected to 

abuse, threats or violence by parents and other adults on school premises.  

Staff must report any incident of aggression or violence directed to themselves to the Headmaster 

immediately. All reported incidents must be recorded and reasonable and appropriate taken to 

support the member of staff. 

 

39. Waste Disposal  

From the 1st April 1992, all persons who dispose of waste (other than true domestic waste) must 

comply with the Duty of Care imposed by the Environmental Protection Act 1990. Heywood Prep will:  

• Ensure that the waste is always placed in a suitable container. If it is bagged, the bags are to 

be of good quality, since it is a breach of the Duty of Care to allow waste to escape (e.g. when 

a bag splits). 

• Ensure that the waste is transferred only to an authorised person. If waste is collected by, or 

delivered to a third party, they must be registered under the Act and will be required to 

produce their Registration Certificate to Heywood Prep.  

• Ensure that all waste is described in writing and that all parties involved in its handling are 

identified. Where a service is used regularly, this will be done on an annual basis by 

completion of an Annual Waste Transfer Note.  

• Ensure that where an Annual Waste Transfer Note does NOT cover the disposal of waste, all 

disposals of waste will be accompanied by suitable identification. Authorised persons should 

be able to supply an appropriate Transfer Note for completion. If the nature of the waste 

changes during the operation of an Annual Waste Transfer Note, the carrier will be notified. 

Local authorities will give guidance on which types of refuse must be disposed of to specialist-

registered carriers. Local authorities are not permitted to collect clinical waste and in such 

cases, specialist carriers (e.g. PHS) are to be engaged for the purpose. Members of the 

school cleaning staff must not handle such controlled waste and the waste must be deposited 

direct in containers supplied by the registered carrier.  

40. Window Cleaning  

Heywood Prep will only appoint competent window cleaners and will specify to the contractor that the 

techniques to be followed on School windows are those specified in Health and Safety Executive 

Information Sheets - "Safety in Window Cleaning".  

Section 4 of the “Health and Safety and Work etc 1974” places duties on persons in control of 

premises for the safety of others. In relation to window cleaning, Heywood Prep recognises that it has 

duties to ensure safe access and egress to the windows to be cleaned and this may involve changes 
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to or additions to the premises; to ensure contractors' employees are not affected by the environment 

they are working in, e.g. by adjacent chemicals or machines; to ensure, if anchorage points etc are 

provided, that these are tested at regular intervals and are properly maintained.  

 

41. Work Equipment (Provision and Use of Work Equipment Regulations 1998)  

The regulations simplify and make more explicit a duty, which has existed for many years, to provide 

safe plant and equipment. The Regulations consolidate older requirements and practices, and apply 

them to all employers and workplaces.  

Equipment purchased second-hand is regarded as 'new' and new equipment should meet the new 

requirements forthwith.  

'Work equipment' includes items such as Site Managers tools, lawn mowers, overhead projectors, 

ladders, laboratory apparatus, portable drills, soldering irons, catering equipment etc. Work equipment 

also covers any equipment provided by employees themselves for use at work.  

Heywood Prep recognises that the main requirements are to:  

o Ensure that equipment is suitable for the job it has to do  

o Take into account the working conditions and hazards in the workplace when assessing the 

suitability of and selecting the equipment  

o Ensure equipment is used only for operations for which, and under conditions for which, it is 

suitable  

o Ensure that equipment is maintained in an efficient state, in efficient working order and in 

good repair. (In addition to the records of the inspection of safeguards called for above, 

maintenance log books should be maintained by those in control of work equipment:  

o Give adequate information, instruction and training to users  

o Provide equipment new to the workplace that conforms to the relevant EC product safety 

directives  

o Provide protection against dangerous parts of the machinery  

o Provide protection against specified hazards, e.g. falling and ejected articles and substances, 

ruptures or disintegration of work equipment parts, equipment catching fire or overheating, 

unintentional or premature discharge of articles and substances, explosions  

o Provide protection on parts and substances at high or very low temperatures  

o Control systems and control devices  

o Provide a means of isolation on equipment  

o Provide good lighting, maintenance operations and warning markings.  

Those in control of work equipment are required to assess the risks posed by the use of their present 

work equipment. (The risks associated with machinery are best assessed in line with PD5304:2005 

"Safe use of Machinery"). Appendix 2 is a checklist for dangerous machines. 

New equipment must comply with an appropriate British or CEN Standard and safe-operating 

procedures must be provided to ensure that the equipment can be used safely.  
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This policy is to be read in conjunction with the following policies: 

• Safeguarding 

• Fire Safety 

• First Aid 

• Educational Visits 

• Lone Worker 

• Minibus Driver’s Handbook   

• Staff Handbook 

• Staff Code of Conduct 

• Missing Child 

 

The Head and School Business Manager will ensure: 

• The effective implementation of the Health & Safety Policy within the school. 

• A regular review of the contents of the Health & Safety Policy. 

• The planning and organisation of Health & Safety training. 

• The Health & Safety consequences of new technology, equipment or working practices. 

• Monitoring Health & Safety records within the school. 

• Any other measures which may substantially affect the Health and Safety of staff, pupils and 

visitors to the school. 

 
This policy was reviewed in November 2017 and approved by the Chairman on behalf of the Board of 
Directors of Heywood Prep Limited. It will be reviewed on an annual basis, or when regulatory changes 
require.  
 

Signed:   
 Sam Antrobus 

Executive Chairman, Heywood Prep Limited 
 

 



HEYWOOD PREP 
HEALTH & SAFETY POLICY  

 

 
 

Appendix 1 

Prescribed Dangerous Machine Checklist.  

Machinery 

You must never use a machine unless you are authorised and trained to do so. 

Never attempt to clean a machine in motion - switch it off and unplug it. 

Never use a machine or appliance which has a danger sign or tag attached.  Danger signs should be 

removed only by an authorised person who is satisfied that the machine or process is safe. 

Never wear dangling chains, loose clothing or rings which could get caught-up in moving parts.  Long hair 

must be tied back.  

Never distract people who are using machines. 

Machine Guarding 

Heywood Prep ensures that: 

o Sufficient machine guarding is provided and any other necessary precautions are implemented at 

all times. 

o Guards and other safety devices are regularly checked and maintained in effective working order. 

They are only removed by authorised personnel. If authorised personnel need to remove machine 

guarding or other safety devices Heywood Prep will ensure that all necessary precautions are 

taken. 

o Machines used by employees are positioned well away from visitors. 

o Control switches are clearly marked to enable employees to operate machinery safely. 

o There are regular checks that emergency cut-off switches are within easy reach and are clearly 

marked. 

o Any modification made to safety guarding are thoroughly checked before use by a competent 

person. 

Operators Checklist 

o Ensure before use that: - 

o You know how to stop the machine before you start it. 

o Ensure that all fixed guards are in place.  

o All fixed guards are fitted correctly and all mechanical guards are working. 

o All materials to be used are clear of working parts of the machine. 

o The area around the machine is clean, tidy and free from obstructions. 

o You are wearing appropriate protective clothing and equipment such as safety glasses or safety 

shoes. 

o Whilst the machine is in operation your immediate superior must be informed of any malfunctions 

that may occur 
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Appendix 2 

Risk Assessment Form:  
 

Date:  Ref. No: Review Date:  Assessor/s   Assessors Signature: 

     

Description of task to be assessed: Area or Dept: Persons Exposed (e.g. 

employee, contractor, public etc) 

 

 

 

 

 

  

Guidance for completion. 

Section A - Hazard Identification and Initial and Risk Assessment 

Review how the task is, or is going to be, undertaken. Consider each step in the task. If possible, observe how the task is undertaken. When conducting this review, 
ensure you consult personnel who are involved and consider any existing documentation that may have a bearing on your assessment (e.g. documented procedures 
and policies, equipment used for task, chemicals, substances employed, services used (electricity, gas, compressed air etc.) or maintenance procedures. 

Section B - Additional Risk Control Measures  

Identify any hazard which has a risk rating greater than five (5). If no hazards are rated greater than five (5) then the risk assessment is complete.  If there are 
hazards with a risk rating of greater than five (5) then additional risk control measures need to be considered. For each hazard identified as requiring an additional 
risk control measure, review the hazard and decide what additional controls can be introduced to sufficiently reduce the risk to an acceptable level. Re-calculate the 
revised risk rating taking into account the proposed additional controls. 
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SECTION A SECTION B 

Ref Hazard Potential Harm Existing Risk 

Control Measures 

Level of Risk Additional control 
measures 

Residual risk Person 
responsible 

Target 
completion 

date 
Prob-
ability 

Severity 
Risk 

Score 
Prob-
ability 

Severity 
Risk 

Score 

1             

2             

3             

4             

5             

6             
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Section C - Additional Comments 
Add any other comments that are relevant to the risk assessment. 

 

 
 
 

 
 

 

 
Severity 

 
 

Nil 
1 

Minor 
2 

3-day 
3 

Major 
4 

Fatal 
5 

P
ro

b
a
b

il
it

y
 

Very likely 5 5 10 15 20 25 

Probably 4 4 8 12 16 20 

Possible 3 3 6 9 12 15 

Remote 2 2 4 6 8 10 

Improbable 1 1 2 3 4 5 

Level of risk Action and timescale  

High 

You should not start work until the risk has been 
reduced. You may have to set aside considerable 
resources to reduce the risk. If the risk involves work in 
progress, you should take urgent action. If it is not 
possible to reduce the risk even with unlimited resources, 
you must stop all work. 

Medium 

You must try to reduce the risk, but should carefully 
measure the cost of prevention. You should use 
measures to reduce the risk within a defined time period. 
If the medium risk is associated with extremely harmful 
consequences, you may need to carry out another 
assessment to identify more precisely the likelihood of 
harm. This will help you decide whether you need to use 
improved control measures. 

Low 

You don’t need to take action or keep documentary 
records. Monitoring is necessary to make sure that the 
controls are still effective. 
 


