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This policy should be considered in conjunction with the following policies and 

protocols: 

 

 Accident Reporting 

 Advanced Care Planning  

 Car Park 

 Emergency Plan – Flu Pandemic 

 Evacuation Plan 

 Eye and Eyesight Tests 

 Food Hygiene 

 Hydrotherapy Pool Guidelines 

 Hygiene 

 Lone Working 

 Major Incident Emergency Closure 

 Managing Complex Health Needs 

 Medication Administration 

 Moving and Handling 

 Safeguarding and Child Protection 

 Smoking 

 Staff Risk Assessments 
 
and policies and protocols from the Rose Road Association, for the parts of the 
premises that are shared or overseen by them. 

 
(All policies and protocols are available in the Staff Room and in Reception and 
under “core polices” on the school’s website.) 
 
There is information pertinent to contractors on the Contractors Information 
Sheet which is given to all contractors before they start work. 
 
Introduction 
Rosewood free School believes that the prevention of incidents, accidents, injury 
or loss is essential to the efficient organisation of the school and takes all such 
steps as are reasonably practicable to meet its responsibility for providing a safe 
and healthy working and learning environment for staff, leaners and visitors. 
 
Health & Safety is everybody's responsibility and we must all be continuously 
aware of our own safety and the safety of others in everything we do. It is the 
responsibility of all the staff to notify the Headteacher, Deputy Headteacher or 
Business Manager of any Health & Safety issues and to remain vigilant while on 
the school premises. 
 
Purpose 
The purpose of this policy is to provide all Governors, staff, and visitors with the 
necessary guidance to ensure Rosewood free School remains a safe and healthy 
working and learning environment. All staff have a personal responsibility to 
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ensure their own health and safety at work and the health and safety of others 
who may be affected by their acts or omissions, including leaners, visitors and 
contractors.  
 
Procedures 
It is important that all unnecessary risks are avoided and that reasonable 
measures should always be taken to minimise risks. 
 
Organisation and Persons responsible 

 
The Governors will:  
 

 Ensure that health & safety responsibilities are met 

 Ensure identification of all risks relating to 
- The premises 
- School activities 
- School events 

 Nominate a governor to coordinate the responsibility for Health & 
Safety 

 Receive regular reports on the school’s Health & Safety performance 

 Receive and review an annual Health & Safety audit  
 
The Headteacher in conjunction with the Business Manager and 
Maintenance Person has responsibility for the day-to-day maintenance and 
development of safe working practices and conditions for all staff, learners 
and visitors. This should ensure the all risks are properly assessed and 
controlled. Effective systems of risk assessment will ensure prompt 
identification of potential hazards and appropriate action taken. 

 
Day-to-day responsibilities 
The Headteacher in conjunction with the Business Manager will ensure: 
 

- Safe methods of working exist and are implemented throughout 
the school. 

- All staff are aware of this policy and safe working practices. 
- All staff undertake Health & Safety training as part of the 

induction process. This will include a personal briefing with the 
Business Manager ideally on the first day (or as soon as 
practical thereafter) and completion of the Educare modules on 
Health and Safety in Education and Fire safety in Education. 

- Regular safety inspections, maintenance and servicing of 
premises and equipment are made. 

- Prompt identification of potential hazards, followed by risk 
assessments where necessary. Appropriate corrective action will 
then be taken ( see Risk assessments below) 

- Accident and incident information is collated and, where 
necessary, carry out further investigations.  
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- Appropriate First Aid facilities and trained staff, protective 
clothing and equipment and fire appliances are provided and 
readily available. 

- Hazardous substances are correctly stored and labelled. 
- Compliance with the school’s policies and the control measures 

identified through risk assessments.  
- Appropriate arrangements are made to evacuate the school in 

an emergency. 
 
Many of the responsibilities of the Headteacher, and their day-to-day 
implementations, will be delegated to the Business Manager. 
 
Manual Handling Leads 
Many aspects of school life involve manual handling. This important area is 
overseen by the school’s Manual Handling Leads, who undertake formal Risk 
Assessments as appropriate.  
 
 
All Staff are expected to familiarise themselves with the Health & Safety 
aspects of their work, and are given Health & Safety, including fire 
evacuation, training as part of their induction. They have a responsibility 
to:  
- Take reasonable care of their own health and safety and that 

of any other persons who may be affected by their acts or 
omissions. 

- Follow agreed working practices and safety procedures. 
- Report any accident, near miss or incidents of violence. 
- Ensure Health & Safety equipment is not misused or interfered 

with. 
- Instruct learners, as appropriate, in the safe working practices 

and risks associated with their particular task at the outset, 
such as those involving tools, machinery or hazardous 
substances. 

- Supervise learner groups whilst they are away from school on 
external visits.  

- Check that classrooms / work areas and equipment are safe 
and properly maintained before, during and after use. 

 
Any relevant Risk Assessment already in existence should be consulted before 
using any equipment or undertaking an activity. 
 
While Risk Assessments are already in place to cover many things, it is important 
for all staff to consider “risk” in everything they do. The school’s procedures and 
formal Risk Assessments should be adhered to, but situations may develop 
which are not explicitly covered. In these circumstances, appropriate risk 
assessments should be carried out to manage any risk by the individual. 
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COSHH Co-ordinator will: 
- Maintain an inventory of substances covered by the 

regulations 
- Carry out risk assessments, determine control measures 

required and review, as appropriate. 
 

The Maintenance Person will assume the responsibilities of the COSHH 
Co-ordinator. 
 
Contractors and Others:  

- The school will seek to ensure that hirers, contractors and others who use 
the school premises will conduct themselves and carry out their operations 
in such a manner that all statutory and advisory safety requirements are met. 
All contractors are given a Health & Safety induction before starting work. 

 
 
 
Accidents / First Aid  
All accidents, incidents and near-misses must be correctly recorded and reported 
to the Headteacher in the first instance or the most senior member of staff on the 
school premises at the time of the incident.   
 
First Aid boxes are located in the Reception office, Staff Room, and all teaching 
rooms, and are correctly stocked by a member of the Admin Team. 
 
Computers / Display Screen Equipment (DSE) 
All staff that are classified as “Users” of Display Screen Equipment will be given 
information and training on its correct use. They are entitled to eye or eyesight 
tests and if spectacles are necessary for DSE work exclusively, a basic pair will 
be supplied free of charge. Users are encouraged to take regular breaks away 
from a screen when undertaking prolonged keyboard work.  
 
Work stations should be reviewed regularly to ensure correct seating and 
lighting. Work station assessments should be completed regularly. 
 
Electrical Equipment 
All electrical equipment and services are regularly checked by competent 
electrical contractors.  
Electrical items from home may only be used in school following specific approval 
from the IT Manager. 
Staff should report any concerns regarding the condition of leads, plugs, sockets 
etc. to the Business Manager immediately. If there is any doubt as to the 
condition of a piece of electrical equipment, it should be taken out use 
immediately and clearly marked. Particular care should be taken to minimise the 
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use of trailing wires and cables. Power sockets must not be overloaded. 
Extension cables on a reel must be completely unwound before use. 
The use of “multi-sensory’ and ‘light stimulation’ equipment and areas should be 
monitored carefully with regard to responses of individual learners. 
 
Emergency Procedures 
 
Fire Safety 

Fire Risk Assessments are reviewed annually by a competent person. 
 
In the event of an emergency the alarm must be raised using the nearest 
fire alarm call point. 
 
There are fire notices in each room in the school. It is important that all staff 
familiarise themselves with the fire notices and designated areas to 
assemble. 
 
For further information, see the latest “Evacuation Plan” in School Policies. 
 
ALL ROOMS HAVE THEIR OWN EVACULATION PLAN AND A CLEALRY 
DISPLAYED POSTER IDENTIFYING THE SCHOOLS FIRE WARDENS.  
  
There is a fire safety logbook in the office where records are kept of alarm 
tests, fire drills and risk assessments. 
 
Fire evacuations will take place at least three times a year. 
Fire equipment is regularly checked and serviced by a contractor. 
 
Other emergency (e.g. a gas leak or a bomb alert). The fire alarm will be 
sounded by a senior member of staff. Staff should follow the same 
evacuation process as for Fire. 

 
Equipment (e.g. Positioning / Sports) 
A wide range of equipment - wheelchairs, standing frames, hoists etc. - is used 
throughout the school. It is important that staff familiarise themselves with 
approved procedures, risk assessments and individual features of this 
equipment. Always ask Physio or Occupational therapy colleagues if you are in 
any doubt about correct usage of equipment. Particular attention should be given 
to any relevant risk assessments: in particular, ensure the correct use of safety 
straps, harnesses and brakes at all times. 
 
Any damage to equipment must be reported to the therapy team and senior 
leadership team as soon as possible. Damaged or faulty hoists must be reported 
to the Manual Handling Leads, who will assess the problem and ensure it is dealt 
with correctly.  
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Hazardous Substances 
Every precaution must be taken to avoid the use of hazardous substances. 
Cleaning materials, hydrotherapy pool chemicals, medicines, etc. must be kept in 
locked cupboards and appropriate storage regulations followed. All substances 
must be kept in appropriate and clearly marked containers.  
 
Minibuses 
All staff driving the school buses must have both the correct DVLA licence 
section (D1) and passed the MIDAS assessment.  
Any defects with the buses must be reported to the Business Manager or 
Maintenance Person immediately.  
 
Staff should record all journeys using the sheets provided. Relevant medical 
equipment, depending on the individuals travelling, should be taken and 
checked: if this includes oxygen, the relevant sign should be placed in the back 
of the minibus and then removed at the end of the journey. 
 
New and Expectant Mothers 
On notification of pregnancy or return to work after giving birth, appropriate risk 
assessments must be carried out and appropriate action taken to protect the 
mother and baby. 
 
Repairs and Maintenance 
Buildings, services and plant will be inspected and tested regularly according to 
agreed schedules. These will be maintained and reviewed by the Business 
Manager in conjunction with the Maintenance Person. 
 
Staff Protection / Personal Protective Equipment (PPE) 
Appropriate PPE is provided for all situations expected to occur. This should 
always be used according to the relevant guidelines. Should any PPE be 
damaged or missing, this should be reported immediately to a relevant person. 
 
Sun Protection 
Exposure to ultraviolet radiation from the sun can be very harmful. Protective 
clothing should be worn when outside, with special care taken to ensure learners 
are properly protected. 
 
Training 
All staff have access to training through the induction process and ongoing staff 
development. As well as the induction process detailed above, staff will be 
informed of updates to relevant policies and be expected to read them. 
 
Specialist training will be provided to meet staff needs where appropriate. 
 


