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Statement of Safety Policy 

1. St Issey CofE recognises its legal and moral responsibilities to persons who may be 

adversely affected by academy activities. 

2. The school is committed to ensuring, by all reasonably practical means, the health, 

safety and welfare of its pupils, visitors, employees and contractors involved with the 

activities of the school.  The school will seek to ensure that its legal duties and policy 

objectives are complied with at all times. 

3. All foreseeable risks associated with the school’s activities will be identified and 

removed or controlled through a process of risk assessment and management. 

4. All employees will be given such information, instruction and training as may be 

necessary to enable the safe performance of their duties. 

5. The school will seek to inform pupils’ parents or guardians of any health and safety 

issues relevant to their child or children. 

6. The arrangements for health, safety and welfare are detailed in the attached 

“Organisation and Arrangements” section 

7. The school will ensure, as far as is reasonably practical, that this policy and its’ 

supporting documents is kept up-to-date.  A formal review and re-adoption of this policy 

will be carried out by no later than January 2019. 

8. The school expects staff to use common sense to inform their actions alongside agreed 

and accepted practice as laid down in this document. This is in acknowledgement that 

unplanned and unpredictable events can occur which go beyond anything that can be 

reasonably expected or planned for. 
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Responsibilities 

It is recognised that individuals and groups of individuals have responsibilities for health, safety 

and welfare in the school.  The individuals and groups identified below are expected to have 

read and understood the school’s policies and procedures for ensuring health, safety and 

welfare and to conduct their duties in accordance with them.  Named individuals with specific 

responsibilities are listed in Appendix 1. 

Governors 

The governors are responsible for ensuring that mechanisms and procedures are in place for 

health, safety and welfare of the school.  The governors will receive regular reports to enable 

them to prioritise resources for health, safety and welfare issues. 

The Governors have appointed a Safety Governor to receive information, monitor the 

implementation policies, procedures and decisions and feedback to the Governing Body on 

health, safety and welfare issues. 

The Safety Governor is identified in Appendix 1. 

The Executive Headteacher 

The Executive Headteacher has responsibility for:- 

● Day-to-day management of all health and safety matters in the school in accordance 

with the health and safety policy;  

● Ensuring regular inspections are carried out;  

● The person /s who will carry out the inspection each term is named in Appendix 1. 

● Submitting inspection reports to governors; 

● Ensuring action is taken on health, safety and welfare issues;  

● Passing on information received on health and safety matters to appropriate people;  

● Carrying out accident investigations;   

● Identifying and facilitating staff training needs;  

● Liaising with governors on policy issues and any problems in implementing the health 

and safety policy;  

● Co-operating with and providing necessary facilities for trades union safety 

representatives; 

● Providing necessary facilities for all employees to be consulted on health and safety 

matters; 

● Where contracts are negotiated directly between the school and the contractor, the 

Head of School is also expected to monitor purchasing and contracting procedures, to 

ensure that their employer's health and safety policy is complied with.  
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● Ensure that the annual medical needs/asthma audit is updated annually or when an 

in-year child is admitted and that all medical information is passed on to the following 

teacher. 

The person responsible for liaising with contractors undertaking major works in order to ensure 

that the risk due to having contractors on site is monitored and controlled is named in Appendix 

1. 

 

The person  appointed with the authority of the Executive Headteacher to request action 

from the Contractor where conditions are considered to be unsafe is named in Appendix 1. 

Whilst responsibility for the above cannot be delegated, the function of carrying out these 

tasks can be delegated to other members of staff.  In St Issey C of E School, the above 

functions have been delegated to:- The Head of School. 

Management Staff 

Management staff have responsibility for:- 

● Day-to-day management of health and safety in accordance with the health and safety 

policy;  

● Drawing up and reviewing departmental procedures regularly;  

● Carrying out regular inspections and making reports to the Executive Headteacher;  

● Ensuring action is taken on health, safety and welfare issues;  

● Arranging for staff training and information;  

● Passing on health and safety information received to appropriate people;  

● Acting on reports from staff, the Executive Headteacher or Governors.  

● Ensuring that all necessary risk assessments are being carried out by all relevant staff 

(e.g. through standing item on staff meeting agenda) 

● Ensuring that all risk assessments are reviewed periodically (as indicated by the EEC 

software) or following incidents or significant changes in workplace or systems of work. 

All Employees 

All employees have a general responsibility, as far as reasonably practical, to ensure the 

health, safety and welfare of themselves and others who may be affected by anything they do 

or fail to do.  In particular, employees have a responsibility for:- 

● Checking classrooms/work areas are safe;  

● Checking equipment is safe before use;  

● Ensuring safe procedures are followed (e.g. not standing on chairs to reach high 

displays);  

● Ensuring that they undertake all relevant risk assessments involving their children 

support staff, themselves, and where relevant members of the public.  

● Ensuring protective equipment is used, when needed;  
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● Participating in inspections and the health and safety committee, if appropriate;  

● Bringing problems to the relevant manager's attention 

● In addition, all employees have a responsibility to co-operate with the employer on 

matters of health and safety. 

Volunteers 

Volunteers (such as parent-helpers, etc.) have a responsibility to act in accordance with the 

school’s policies and procedures for health and safety and to report any incident or defective 

equipment to a member of staff immediately. 

Volunteers are also expected to act only under the supervision of a qualified teacher. 

Volunteers are also expected to read and implement the code of practice supplied to them. 

 

Competent Health and Safety Advice 

St Issey C of E School recognises that it must have access to competent health and safety 

advice.  The [schools competent advisors are: 

The Health, Safety and Wellbeing Services Team, Cornwall Council  
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First Aid 

The school has assessed the need for first aid provision and has identified that 0 fully qualified 

first aiders hold the First Aid at Work Certificate, 3 staff hold the Emergency First Aid at Work 

Certificate, and 1 staff member holds the Paediatric First Aid Certificate (See Appendix B). 

Coordinators 

The first aid coordinators (named in Appendix 1) are responsible for overseeing the 

arrangements for first aid within the school.  Their duties include ensuring:- 

• That first aid equipment is available at strategic points in the academy:  

- First Aid stations, staffroom, kitchen and in every classroom. 
• that the correct level of first aid equipment is maintained in each first aid box 

• that a sufficient number of personnel are trained in first aid procedures 

• that first aid qualifications are, and remain, current (e.g. First Aid at Work 
Certificates are valid for 3 years) 

• undertake the annual medical needs/asthma audit 

The Head of School will also regularly check first aid logs for indications of recurrent or 

frequently reported types of injury. 

First Aiders  

The first aiders listed in Appendix B will provide first aid treatment for anyone injured on site 

during the school day.  They will also provide, as appropriate, first aid cover for  

• trips & visits 

• extra-curricular activities organised by the school (e.g. sports events, after academy clubs, 
parents evenings, academy-organised fund raising events, etc.) 

First aid cover is not provided for:- 

• contractors 

• events organised by third parties (fetes, evening clubs, etc.) 

First aiders are responsible for ensuring that First Aid Logs are completed for all treatment 

given and that the necessary details are supplied for the reporting of accidents (see Reporting 

of Accidents section) 

 

Allergies 

All staff and children who suffer from allergies will be recorded in the medical conditions annual 

audit with treatments specified. Emergency actions for severe cases will be posted on the 

notice board in the staffroom, all relevant training taken by staff, and all staff expected to be 

familiar with procedures. Parent/carers of children new into the school will have to disclose all 

relevant medical needs of their child. 

Treatment of Injuries 
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The school will rely on the knowledge and experience of its trained first aiders in order to 

administer appropriate treatment to injured persons. 

In emergency situations, the first aider will call (or will instruct another member of staff to call) 

999 and request that an ambulance and paramedics attend. 

Where there is any doubt about the appropriate course of action, the first aider will be expected 

to consult with the Health Service helpline:- 

NHS DIRECT   111 

and, in the case of pupil injuries, with the parents or legal guardians. 

Suspected Head, Neck & Spinal Injuries to Pupils 

In the event of a suspected head, neck or spinal injury to a pupil it is the policy of this school, 

in addition to the normal first aid procedures, that the pupil’s parent/guardian is contacted and 

informed of the injury. 

The attending first aider, in consultation with the parent/guardian, will decide the appropriate 

course of action in each case.  The first aider will ensure that treatment is not delayed by 

difficulties in contacting the parent/guardian. 

In any case where there is any doubt about the pupil’s wellbeing, the first aider is expected to 

contact NHS Direct for advice or ‘phone for an ambulance as appropriate. 

Other Significant Injuries 

Any other serious injury will be notified to the parents/legal guardian by the quickest means 

possible (normally by phone). 

In addition to the procedures above, the school will notify parents/legal guardians of any other 

significant injury by way of either: 

● a telephone call; 

● a letter; 

● or a form. 

Escorting Pupils to Hospital 

When it is necessary for a pupil to be taken to hospital, they will be accompanied by a member 

of staff – unless the pupil’s parent or guardian is in attendance. 

The member of staff will stay with the pupil until a parent or guardian arrives and responsibility 

is “handed over”. 
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Medicines 

Medicines are administered with reference to and in accordance with the Department of 

Education document ‘Supporting pupils at school with medical conditions (December 

2015).’ 

 

● A pupil may only take medication if the parent/carer has given written permission and 
that it is essential it is taken during school hours e.g four times a day or if it would be 
detrimental to a child’s health or school attendance not to do so. 

● Only prescribed medication provided by the parent/carer will be administered to the 
pupil.  Staff cannot administer non-prescribed medication unless agreed by the 
Executive Headteacher / Head of School e.g Travel Sickness Tablets.  All necessary 
written permission including times and dosage must be provided by the parent/carer.  
Prescribed medication MUST be in a secure and labelled container as originally 
dispensed.  Each item of medication must be clearly labelled with the following 
information: 

▪ Pupil’s name 
▪ Name of medication 
▪ Dosage 
▪ Frequency of administration 
▪ Date of dispensing 
▪ Storage requirements (if important) 
▪ Expiry date 

● The school will not accept items of medication in unlabelled containers or 
boxes. 

● ALL medication will be stored securely and in a fridge if appropriate. 

● Parents will deliver and collect all medication to school through reception (school 
office), who will then take responsibility of informing the relevant class teacher and 
handing the medication over.  NO medicines will be delivered or returned to pupils or 
placed in pupils’ book bags.  If a child is attending Breakfast Cub  then a supply of 
medicine will need to be kept in school for the course of the prescription. 

● Medicines MUST stay in their original containers and should be child proof.  Staff will 
check the permission slip and the medicine label to make sure they match before 
administering the medicine. 

● It is the responsibility of the parent/carer to make sure the medication is in date and 
that there is sufficient quantity in school and that it is renewed as necessary. Any 
unused medication MUST be collected by the parent/carer at the end of the course.  
Any medicine not collected within one week will be disposed of. 

● It is the parents/carers responsibility to inform school in writing of any change to the 
prescribed dosages of long term medication. 

● Children are NOT permitted to carry medication around with them with the 
exception of Asthma medication, providing the parent/carer has completed the 
‘School Asthma Care Plan’ and is listed on the School Asthma Register. 
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Medical Log 

Consent forms will be kept in the Medical Log and will be kept for the duration of the pupil’s 

attendance at the school. 

The Medical Log will also contain a log of medications dispensed which will include:- 

• name of pupil 

• name of medication 

• “use-by” date 

• dose 

• time 

• date 

• signature of dispenser 

• comments/reactions 

Medical Procedures 

The school has provided a suitable place for the dispensing/application of medicines.  Where 

necessary, arrangements have been made for pupils with particular conditions and these are 

detailed in individual care-plans. 

Off-Site Activities 

The school has a policy and procedure for off-site activities which includes the assessment of 

medical needs of all involved in the trip (named co-ordinator in appendix 1). 

 
Accidents 

Reporting Officer 

The reporting officer (see Appendix 1) is responsible for the collection of information and the 

completion of the Accident Report on Cornwall Council Online Accident Reporting system.  

In his/her absence, this role will be fulfilled by Deputy Reporting Officer (see Appendix 1). 

All accidents must be recorded in the accident book. The reporting officer will review the 

book monthly to assess incidents and any possible patterns emerging. 

The relevant member of staff attending the incident will record all accidents in the schools 

Incident Log, including:- 

● Specified Dangerous Occurrences (refer to 

http://www.legislation.gov.uk/uksi/1995/3163/schedule/2/made for list) 

http://www.legislation.gov.uk/uksi/1995/3163/schedule/2/made
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● Specified diseases (refer to www.legislation.gov.uk/uksi/1995/3163/schedule/3/made 

for list) 

● All accidents on site to children or adults 

● All accidents to members of the public/visitors 

● Accidents to pupils which result in a major injury or death 

● Accidents to pupils which result in the injured person being taken from the scene of 

the accident directly to hospital 

● Accidents to pupils which may have resulted from a premises/equipment defect 

● Accidents to pupils during structured activities 

● Accidents to pupils where first aid treatment has been provided. 

Accident Investigation 

All accident reports will be seen by the Head of School who will decide if an investigation is 

necessary.  Major incidents will be reported to the Health and Safety Governor. 

Accidents Reportable to the Health and Safety Executive 

Reports of fatalities, major accidents and over-three-day incidents will be forwarded to the 

Health and Safety Executive (HSE) as required by the Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations (RIDDOR) www.hse.gov.uk/riddor/. 

 
Fire 

Fire Officer 

The Health and Safety Governor, the Executive Headteacher and Head of School are 

responsible for organising the schools fire precautions. 

The fire officer is responsible for: 

● Arranging a fire evacuation drill at the beginning of the academy year and at least once 

every term (once per half-term where practical) 

● Recording the significant results of the fire evacuation drills 

● Ensuring that the Fire Log is kept up-to-date (arranging for alarm tests every week, 

emergency lighting every month, fire extinguisher checks, etc.) 

All Staff 

All staff are responsible for ensuring that pupils and visitors evacuate in an orderly and timely 

fashion in the event of the alarm sounding. 

Evacuation and Registration Procedures are detailed in the appropriate areas. 

 

http://www.legislation.gov.uk/uksi/1995/3163/schedule/3/made
http://www.hse.gov.uk/riddor/
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Risk Assessment 

The school has a full fire risk assessment which is reviewed annually or in the event of a 

significant change to the building. 
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Electricity 

The school will undertake to inspect and test portable electrical appliances at least once every 

two years. 

The school has arranged for these tests to be carried out by the contractor identified in 

Appendix 1. 

All test certificates will be kept on the online portal for the duration of the life of the appliance. 

Coordinator 

The business of Lorne Stewart (see Appendix 1) is responsible for keeping an up-to-date 

inventory of all relevant electrical appliances and ensuring that all equipment is available for 

testing. 

Lorne Stewart is also responsible for liaising with contractors to arrange for a whole school 

fixed wiring inspection. 

Personal Items of Equipment 

Personal items of electrical equipment should not be brought into school for use by staff or 

pupils.  

If a personal item is required to be used in school for a one off type event then permission 

must be sought and the equipment must have a current portable appliance certificate and be 

used with a residual current device. 

Where possible rechargeable battery type pieces of electrical equipment should be used. 

All Staff 

All staff will visually inspect electrical equipment before use for obvious defects. 

Defective equipment will not be used and will be reported to equipment safety coordinator for 

repair/replacement. 

 
Work Equipment 

The Head of School will be responsible for overseeing the purchase of all work equipment. 

All work equipment must be purchased from a reputable supplier for the type of equipment 

that is required. 

Before purchase consideration must be given to  

● the installation requirements,  

● the suitability for purpose,  

● the positioning and or the storage of the equipment,  
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● maintenance requirements (contracts & repairs); 

● training and use of the equipment 

Personal items of work equipment should not be brought into academy for use by staff or 

pupils, unless appropriate permission is given by the Executive Headteacher or Head of 

School. 

 

Training 
The School has carried out an evaluation of the health and safety training needs of staff.  

The Cornwall Council Training Matrix for Schools and Other Educational Establishments has 

been used as the starting point of this evaluation. 

A prioritised plan for delivery of training will be put in place to where the evaluation identifies 

a need.   

Head of School is responsible for carrying out the evaluation of training needs and 

presenting recommendations to the Governing Body. 

 

Staff Responsibilities 

Staff must attend health and safety training provided by the school. 

 
 

Working Alone 

It is recognised that, from time to time, it may be necessary for school employees to work in 

situations or locations which are remote from other members of staff.  This will include 

employees working in the evenings, weekends or during the holiday in the school on their own. 

In such circumstances, the school/individual will assess the risk to using and will introduce 

suitable controls to ensure that all risks are minimised.  A copy of the procedures introduced 

to control these risks is displayed on the staff notice board in the staffroom. 

Any staff wishing to work outside normal academy hours must inform a member of the senior 

management team giving as much notice as possible. 

School Security 

The teachers are responsible for the security of the school at the end of the day by ensuring 

that doors, windows, skylights etc are secured. 

RESPONDING TO CALL OUTS 

The school pays for a managed service provided by Lorne Stuart.  

CALL OUT ARRANGEMENTS 
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The school has introduced call out arrangements that reduce the possibility of injury to staff 

and which ensures that if an incident occurs support will be provided. 

a) Police Attendance – 

In any call out situation it is preferable to meet the police on site or at a police station before 

travelling to site.  This ensures that there will be at least two people present on site and with 

a direct link to support, should it be required.   

b) Security Firm Personnel Attending – 

Having a contract with a security firm who will respond to alarm activations without recourse 

to an school key holder or who will arrange for someone to meet and stay with the key holder 

whilst they check the site. 

 

Violence 

Zero Tolerance 

Violence is not tolerated in this school.  Action and the appropriate sanctions will be 

taken against the perpetrator of any violence towards staff, students or visitors to this 

school. 

 

Violence towards Staff 

Violence towards staff from other members of staff, visitors or members of the public will 

be reported to the police. 

Violence towards staff from students will be dealt with using the school’s internal 

disciplinary procedures (which may include police involvement where appropriate). 

 

Violence towards Visitors 

Violence towards visitors will be reported to the police. 

 

Violence towards Students 

Violence between students will normally be dealt with using the school’s internal 

disciplinary procedures (which may include police involvement where appropriate). 

Violence towards students from staff, visitors or members of the public will be reported to 

the police. 

 

Responsible Person 

The Head of School is responsible for ensuring that all:- 

● Staff are aware of the policy and procedures for dealing with violent incidents 
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● Staff have received instruction in procedures/techniques for avoiding violence at 

work 

● Staff are aware of the procedures for reporting violent incidents 

● Incidents of physical and verbal abuse are recorded using the Online Accident 

Reporting System 

 

 

 

 

Positive Handling: 

As a school we operate a ‘Positive Handling Policy’ following the DfE guidance - ‘Use of 

Reasonable Force – Advice for head teachers, staff and governing bodies’. If a pupil is 

in immediate risk of harming either themselves, someone else, or damaging property, 

physical contact maybe used to make the situation safe. Where physical restraint is 

necessary, the incident will be recorded and parents informed.  

 

Arrangements for Supervision of Pupils 

The school will be open from 8.45 am to 3.15 pm (after school clubs extend supervision for 

those pupils attending) other than on Bank holidays.  Between these times supervision will 

be provided.  Pupils will not be allowed on site outside these times other than when 

attending breakfast club or an after school clubs.  There is before school care provision 

which is available daily from 8:00am – 8:45am (chargeable). 

 
Risk Assessment 

The school will seek to identify all activities and situations where there is a likelihood of 

significant risk.  Significant risks will be assessed and controls will be introduced to remove or 

reduce those risks. 

The school will carry out risk assessments using EECLIVE Risk Management Software. 

Copies of risk assessments are available from the school receptionist. 
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Staff Responsibilities 

All staff are required to support the risk assessment process.   

Staff identified with responsibility for activities are required to carry out or lead the risk 

assessment process for those activities. 

Curriculum Leads/Coordinators are responsible for ensuring that risk assessments have been 

completed for all activities where there is a significant risk. 

The Head of School is responsible for assessing risks associated with the grounds and 

building. 

The Education Visits Coordinator (EVC), is responsible for over-seeing and co-signing the 

safety of Educational Visits out of schools, individual teachers in charge will clear their RAs 

with the EVC. 

The EVC will have RAs checked and signed by the Head of School. 

 

 

Safe Working Procedures 

Where appropriate risk assessments will be used to develop safe working procedures.  These 

safe working procedures will form the basis of the school’’s normal operating procedures.  

Copies of safe working procedures are kept in H&S Files in the school office. 

 

 

The Control of Hazardous Substances 

All substances which may be considered hazardous to health have been assessed using the 

Cornwall Council Sypol CMS system.    

COSHH Coordinator 

The Head of School (Appendix 1) is responsible for ensuring that, before any new 

substance/chemical is used, a COSHH assessment has been obtained from the Council. 

The Head of School is responsible for ensuring that COSHH assessments are seen and 

understood by those staff that are exposed to the product/substance. 

The Head of School is also responsible for ensuring that any updated COSHH assessments 

received are seen and understood by those who are exposed to the product/substance and 

that the COSHH file is kept up-to-date. 

The Head of School is responsible for ensuring that COSHH assessments are also obtained 

from contractors on site (both regular contracts such as cleaners and caterers and from 

builders, decorators, flooring specialists, etc) where persons may be affected by their use on 

site or the storage of such substances / materials may need to be controlled. 
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In addition, any hazardous substances / materials being used by artists, crafters, etc. must 

have appropriate COSHH assessments before being used in the school. 

All Staff 

All staff must ensure that they do not use any potentially hazardous substance without first 

familiarising themselves with the requirements of the COSHH assessment. 

 

Display Screen Equipment 
 

Relevant staff will be issued with a DSE self-assessment form to be completed when starting 

employment at St Issey C of E School, together with DSE guidance. The assessment will be 

followed up by the Head of School note actions planned and taken. 

Assessments will be reviewed following significant changes, incidents or cases of DSE-related 

ill health. 

As a part of the DSE self-assessment, all staff will be issued with DSE guidance (included in 

the appendix 3). This guidance is also applicable for staff working at home and should be 

followed when setting up the workstation. 

Appropriate DSE equipment will be provided as identified by workstation assessments. 

 

Manual Handling 

Avoidance of risk 
The School will eliminate, as far as is reasonably, practicable, the need for its employees to 

carry out any manual handling tasks that involve a risk of injury. 

Assessment of risk 

The risk to staff has been assessed and documented where manual handling operations 

cannot be avoided. The risk assessments for regular tasks are available on the EEC system 

or from the office receptionist. Safe working procedure for manual handling has been prepared 

and placed in staff HS file.  

Reduction of risk 
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The risk assessment will document any remedial action to reduce the risk to the lowest 

possible level and will say when and by whom this should be implemented. The risk 

assessment will be reviewed annually or sooner if any significant changes have occurred to 

ensure effective control and monitoring of the risk. 

Responsibility for assessment 

Head of School and senior leaders have the responsibility to ensure that there are suitable 

and sufficient assessments of manual handling tasks within the school which are regularly 

reviewed. 

A safe working environment will be provided that allows manual handling procedures to be 

carried out with minimal risks to employees “as it is reasonably practicable”. Manual handling 

issues will be considered at the design stage of every refurbishment or new building. 

Ergonomics advice will be sought if necessary. 

Equipment will be provided to prevent manual handling wherever possible. Where manual 

handling cannot be prevented, equipment will be provided to reduce the risk. 

The School will ensure all employees receive information and training in manual handling. The 

purpose of this is to: 

● Inform employees of legislation, policies and procedures they must follow to reduce 

the risk of injury. 

● Inform employees of their responsibility to look after their health and safety and that of 

those who may be affected by their actions. 

● Provide practical advice and training on best practice in manual handling. 

 

Working at height 

GENERAL REQUIREMENTS:  

Within the school and its grounds, work at height should always be avoided whenever 

possible. Sometimes, this may not be practical and for particular low risk light work at height 

of short duration (i.e. work that last for minutes not hours) a step stool, stepladder or ladder 

may be considered as the most appropriate method of access.  

Stepstools in the school must be at one of the minimum standards or class: 

● BS 7377  

● EN 14183  

● GS Approved  
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● Have a maximum capacity rating of 150kgs.  

 

Stepladders and ladders in the school must be at one of the minimum standards or class: 

● BS 1129 / Class 1 (wood) 

● BS 2037 / Class 1 (metal) 

● BS EN 131 (wood, metal & glass fibre) 

● GS Approved (wherever this marking/standard is used)  

Standing on tables, chairs or other furniture for any reason is strictly prohibited.  

Roofs of classroom cupboards must not be used for storage. 

For anything other than low risk, short duration work at height, the work is to be contracted to 

a company using a mobile tower. 

 

 

 

 

 

TRAINING:  

It is a legal requirement that all persons must be appropriately trained before they use any 

access equipment. Refresher training is required at least every three years.  

Where a member of staff finds that they are required to use an item of access equipment on 

which they have not had training, or where they are unsure of correct or safe use, then they 

are to contact the Head of School prior to use.  

The following sets out the minimum instructional training and/or training course requirements 

for access equipment used in the school: 

Step Stools - A simple instructional training brief is to be given by Head of School to all users.   

Step Ladders - Where low risk work at height may be required to be undertaken using 

stepladders, staff members must be trained first by Site Manager; alternatively, this training 

may be provided by any external competent training course provider. This training will cover: 

1. The school’s work at height policy requirements. 

2. HSE Working at heights guidance information 

3. Specific safe working procedures and risk assessment  

4. School safe working procedures for work at height.  
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Ladders and step ladders (high risk) – for accessing roofs, Head of School must attend a 

formal stepladder and ladder safety training course. 

In addition, all staff are expected to be familiar with school safe working procedures for using 

stepladders and putting up displays. 

Head of School will maintain a record of all instruction and training given to members of staff.  

MAINTENANCE & INSPECTIONS:  

A register of all access equipment held by the school is to be maintained by Lorne Stewart. 

The register is to include the equipment unique serial number and a record of all inspections 

and maintenance to ensure that it is maintained in a safe condition and fit for use by staff 

members who are trained in its use.  

At no time are any items of access equipment (including stepladders and ladders) to be loaned 

(even for a short period), borrowed or hired out to non-employees.  

Termly inspections of all stepladders and ladders are to be carried out by Head of School 

using prepared checklist. Inspections are to be recorded in the register of access equipment. 

All access equipment needs also be checked by the user before use. 

Any maintenance carried out is to be recorded in the register of access equipment.  

 

Where any access equipment fails a periodic formal inspection or user’s pre-use check, it 

should be clearly marked or tagged as defective and removed from service.  
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Appendix 1 – Named individuals  

Responsibility Named 
Individual 

Health & Safety Trustee Natalie Moore 

Executive Headteacher Sean Powers 

Assistant Headteacher 

Head of School (maternity cover) 

Mel Wells 

Chris Parham 

The person /s who will carry out the inspection each term Natalie  Moore 

The person responsible for liaising with contractors undertaking major works 
in order to ensure that the risk due to having contractors on site is monitored 
and controlled 

Sean Powers 

The person appointed with the authority of the Executive Headteacher to 
request action from the Contractor where conditions are considered to be 
unsafe 

Sean Powers 

Fire Officer Sean Powers 

First aid coordinator Sarah Sole 

Reporting Officer (Accidents) Mel Wells  

Deputy Reporting Officer (Accidents) Sean Powers 

Electrical Test Contractor (PAT) Lorne Stewart 

Equipment Safety Coordinator Sean Powers 

Site Manager Sean Powers 

COSSH Coordinator Sean Powers 

DSE Assessor Sean Powers 

Fire Warden Paul Stevenson 

 

  
Appendix 2 – First Aid Qualifications 

First Aid at Work (3 Days)     Date of training 

(Advised by H&S auditor not a requirement) 
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First Aid in the Outdoors (2 day) 

Sarah Sole    October 2017 

Emergency First Aid at Work (1 day)     

Mandy Simmonds   10/10/17 
Paul Stevenson     20/10/17 
Lou Roseveare    20/10/17 
 

Staff with Paediatric First Aid    Date of training 

Sarah Sole     24/11/17 

 

Appendix 3 – DSE guidance 
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Display Screen Equipment Safety Information Sheet 
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Increased use of Display Screen Equipment (DSE) has been associated with a range of 
symptoms linked to workstation set-up and posture.  This information sheet is designed to 
provide you with advice and information to avoid potentially adverse health effects such as 
musculoskeletal disorders and fatigue. 

 

  

◆ When you are sitting, adjust your backrest so that its curve 
supports your lower back.   Sit upright or recline slightly. 

 
◆ As a general guide your eyes should be the same height as 

the top of your monitor. Think about moving your base unit if 

the screen is too high, or too low for you. 

 
◆ Avoid leaning to one side when copying from written work.  

If you regularly do copy typing, a document holder may be 

appropriate. 

 
◆ If the height of your armrests means you can’t get close 

enough to the desk, think about removing them. 

 
◆ If you can’t put your feet flat on the floor after adjusting your 

chair to the right height you probably need a footrest. 

 

Hands, Arms and Shoulders 

 
◆ Ensure that your forearms are roughly horizontal and elbows 

close to your body.   Avoid typing with your wrists up or down, 

e.g. resting them on the desk when typing. 

 
◆ Position the mouse close to the keyboard so that you don’t 

have to stretch your arm out to reach it. 

 
◆ Flattening a tilted keyboard can straighten your wrists. 

 
◆ Use the keyboard shortcuts instead of the mouse (look at 

Microsoft Help file, select Contents and Index then search for 
shortcut keys, contact S. Cole for list of keyboard shortcuts). 

 

 

     General Information 
Try to organise your day to avoid long uninterrupted periods of 
DSE use and ensure you move around. Writing and using the 
telephone provide natural breaks. 

 
◆ If you have long uninterrupted periods of DSE use ensure you 

take a 1 – 2 minute break to do other work for every 15 – 20 

minutes of keyboard work. 
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YOUR HEALTH 

Display Screen Equipment has been blamed, often incorrectly, for a wide range of health 

problems.  Only a small percentage of “Users” actually suffer problems as a result of their 

work.  Problems are generally caused by the way DSE is used, or the way a workstation 

has been set up, rather than the equipment itself. 

Are aches and pains in arms, hands and shoulders caused by using visual 

display units? 

Some people may experience temporary discomfort in their upper body, especially after 

long periods of uninterrupted display screen work.  In a very few cases aches and pains 

may become more persistent.  Good workstation layout and good working practices can 

prevent most problems of this kind. 

What can be done to combat tiredness, pain and headaches? 

Repetitive head and trunk movement is a major cause of pain.  If you regularly copy type 

use a document holder to reduce the repetitive head movement that causes pain in the 

neck and shoulders.  Many things can be put right once the cause has been found.  This 

might include poor screen image, poor posture, screen glare, a change in the pace of work 

or a combination of these. 
 

Common Problems Common Solutions 

Tingling, pain or numbness in 

fingers of thumbs? 

Are you working with your wrists bent?  You might be 

sitting too high or too low. 

Stiff or aching neck Check the height of your monitor.  Your eyes should be 

roughly level with the top of the casing. 

Pain, swelling, tenderness and 

redness of hand, wrist and or 

forearm 

Are you carrying out repetitive tasks for long, 

uninterrupted periods? Take short and frequent breaks 

form repetitive tasks to do different work. 

Are pregnant women at risk from display screens? 

Although this is a frequently expressed fear, there is no risk of miscarriage or foetal 

damage as the radiation levels from display screens are so small as to be totally 

harmless.  However, since anxiety can represent a danger in itself, pregnant women 

should discuss their concerns with their manager in the first instance. 

Who is a Display Screen Equipment 'User'? 

The Display Screen Equipment Regulations define the term DSE 'User' as an employee 

who habitually uses display screen equipment as a significant part of their work. 

Entitlement to Eye Tests 

If you are identified as a DSE 'User' then you are entitled to an eye test and, where 

prescribed, spectacles.  Your line manager can provide you with further details about 

this. 

DSE 'User' Assessment and Information 

For further details of DSE assessment and more detailed information on 

workstation setup, multiple screens, portable devices and health risks 

available for DSE 'Users' contact your line manager or H&S coordinator. 

Further Information and Reporting 

If you experience any ill-health symptoms (aches, pains) please report them to your 

manager.   Persistent symptoms should be recorded on an Incident Report Form.  If 

you need any further advice or information contact your line manager or H&S 

coordinator. 

 


