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 General 

The Fellowship recognises the importance of health, safety and welfare in 

the successful operation of all its activities. It believes in the active 

participation of every person within the school in order to achieve and 

maintain the highest practicable standard of accident prevention. Success 

in this relies on the initiative, teamwork and cooperation of all staff, 

pupils, visitors and contractors.  

  

Within the Fellowship, responsibility for Health and Safety lies with the 

Headteacher of each school and the Governing Body.   

 

Responsibilities of the Governing Body  

The Governing Body is responsible for ensuring that:  

  

• A Health and Safety Policy is in place and reviewed   

• The responsibilities to fulfil this policy are delegated to the Headteacher  

• The Headteacher has carried out their responsibilities  

 

Responsibilities of the Headteacher  

The Headteacher is responsible for: 

• Overseeing the day-to-day Health and Safety within school   

• All relevant Health and Safety legislation is identified and acted on if 
appropriate and correct working practices are put into place  

• Arrangements are monitored to ensure they are effective  

• These arrangements are recorded in the Health & Safety policy  

• Any problems in achieving the intentions of the school's general  

statement of the Health & Safety Policy are reported to the Governing 

Body  

• Specialist help and assistance is obtained where necessary  
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Responsibilities of Staff  

 

All staff are expected:  

• To exercise effective supervision of pupils  

• To understand and adhere to the fire evacuation procedure   

• To have a thorough knowledge of the specific safety measures to be 

adopted in their own working area, and to ensure that they are correctly 

and effectively applied  

• To adhere to risk assessments   

• To make recommendations to the Headteacher on matters which could 

improve the safety and well-being of others  

• To ensure that they are familiar with the Health and Safety policy  

  

Responsibilities of Pupils*  

*due to the nature of the pupils in the fellowship, some will require 

support to meet the expectations listed in this policy.  

Pupils are expected:  

• To exercise personal responsibility for the safety of themselves, their 

fellow pupils and all other persons on site   

• To observe standards of dress consistent with safety and/or hygiene  

• To observe all school rules in relation to safety including evacuation 

procedures    

• To use and not wilfully misuse, neglect or interfere with items provided 

for safety purposes   

• To report to the nearest member of staff any accident, dangerous 

occurrence or potential hazard   

  

Responsibilities of Visitors  

All visitors must report to reception and sign-in using the signing-in book. 

School safety procedures must be explained to visitors including any 

planned fire drills and where the fire assembly point is located. Visitors 

must be given a lanyard to identify themselves as a visitor on site. In 

regards to any works being carried out on site by external contractors, 
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permission must be obtained by the Site Manager or a member of the 

SLT.     

Specific Arrangements Workplace (Health, Safety and Welfare)  

The Governing Body and Headteacher will review this policy in line with 

the Workplace (Health, Safety and Welfare) Regulations 1992. The 

Governing Body and Headteacher will produce a rolling programme of 

improvements that will ensure the school meets the standards required 

under these regulations.  

 

Manual Handling  

The Headteacher will arrange for the provision of manual handling 

equipment where necessary and will arrange for appropriate training of 

staff involved in manual handling operations. These will be recorded on 
the training records.  

  

Manual handling involving pupils should only be carried out by staff who 

have had the relevant training.  

  

Personal Protective Equipment  

The Headteacher will provide equipment where risk cannot be controlled 

at source. PPE will only be used when other methods of controlling risks 

to health are not reasonably practicable. All PPE that is provided will be 

to the relevant safety standard. Instructions on the use, maintenance and 
cleaning of the equipment will be issued to the staff responsible.   

  

Machinery and Electrical Equipment  

Any machinery purchased or used by the school must be serviced as 

standard and maintained appropriately. The use of machinery requires 

prior permission from the Headteacher. In the event of any defects to 

machinery, the Headteacher must be notified and the equipment 

disabled until repair.   

  

The Headteacher must ensure that the school holds a 5-year fixed 

electrical certificate with a reviewing system in place to re-test before the 

expiry of the existing certification.   
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Fire  

Anyone discovering a fire should raise the alarm by activating the nearest 

fire alarm call point. On hearing the alarm, all pupils, staff and visitors 

should follow the school fire procedure. Leave the classroom or other 

working area in an orderly manner. The person in charge of the pupils will 

supervise their exit, direct them to the nearest available safe external 

exit, close all doors and windows, and switch off any electrical equipment 

where possible. The pupils must go to the fire evacuation area quickly, 

but in an orderly manner and line up in tutor groups. The Headteacher is 

responsible for ensuring that termly (x3 per year) fire drills are carried 

out, fire alarms are tested on a weekly basis, emergency lighting tested 

on a monthly basis and records are kept by the Site Manager. The 

Headteacher is responsible for ensuring that all the necessary fire-

fighting equipment is in place and that it is maintained as standard. Fire 

training is to be carried out throughout the year as part of staff training.  

  

First Aid  

It is the responsibility of the Headteacher to ensure that the school site 

has first aid equipment readily available at all times. It is the 

responsibility of the Governing Body and Headteacher to ensure that the 

school site has trained first aiders in paediatric, first aid at work and 

emergency first aid at work.   

  

In the event of an accident occurring in school, an accident form should 

be completed by the staff member who gave first aid. The accident 

should be recorded on SchoolPod and parents/carers notified by an 

accident letter being sent home or a phone-call. Head injuries are to be 

reported home as soon as possible.  

  

The Administering of Medications  

Should it be necessary for a child to bring a form of medication into 

school, only medicines prescribed by a registered medical practitioner 

and labelled by a chemist with the child's name and the 

amount/frequency of dosage will be accepted. All medicines (except 

pupil's primary inhalers) must be handed to a member of staff to be 

noted on the medication sheet and locked in the medical cabinet until 

they are required. Staff will administer the appropriate medication 



5 
Grantham Additional Needs Fellowship  

Health & Safety Policy 

Published: June 2020 

Review Date: June 2022 
 

  
providing that written consent is received from a parent/carer. All 

medication administered is noted in the medication book in the medical 

cabinet. Parents or carers who request to administer medication to their 

own children should be allowed to do so. No pupils should be allowed to 

carry any form of medication (except primary inhalers) with them in 

school or leave medication unattended. Medication should be locked 

away where possible. Bottles of oxygen, if required in school, must be 

pre-approved and verified by our external consultants.   

  

Medication Checking Procedure  

The assigned member of staff responsible for medication will conduct 

medication checks to ensure that the correct procedures are being 

followed and adhered to. This will be verified by a member of the SLT and 

signed to confirm. This check is daily. If there is an error on the daily 

check, a full medication check will be carried out by 2 members of staff (1 

of which will be part of the SLT).    

  

Accident Procedures  

In the case of minor injuries such as cuts and bruises pupils should be 

treated in school by a first aider. For any accident a qualified first aider 

should be contacted. For more serious accidents the pupil should be 

taken to the nearest A&E department. A basic written record of 

treatment should be kept. If the injury is from heavy impact to the facial 

or head area, then the use of an ambulance is to be strongly considered, 

depending on the situation and circumstance. If in doubt an ambulance 

should always be called. Pupils taken to hospital in cases requiring less 

urgent treatment are to be accompanied by a parent/carer if possible or 

a member of staff. Parents/carers will be phoned to inform them of the 

accident so that they may accompany a child to hospital, or to meet the 

child at hospital.  

  

If a staff member takes a pupil to hospital or calls the EMS, be prepared 

with relevant information including full name, address, DOB and next of 

kin 

 

All accidents must be reported (both pupil and staff) using SchoolPod.  
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Near Miss Procedure  

A near miss is deemed to have happened when a serious 

accident/incident has been narrowly avoided. Valuable lessons can be 

learnt following a near miss and steps can be taken to prevent a 

reoccurrence, subsequently making the workplace safer. It is very 

important to generate a no blame culture within the organisation so staff 

feel they can openly report on things that have gone wrong.  

  

A near miss is an unplanned event that could have resulted in personal 

injury or property damage, but fortunately did not.  

After a near miss incident, it is important that the following steps are 
taken:  

  

• A meeting is held with all staff involved with a member of the SLT  

• A near miss form is completed, signed and placed on file for future 

reference  

• All staff are fully aware of the action plan implemented to prevent a 
reoccurrence  

• The action plan is monitored by the SLT 

 

VDUs and RSI  

The Headteacher will arrange to assess 'users' and 'workstations' under 

the Display Screen Equipment Regulations 1992. Once the assessments 

are complete arrangements will be made to reduce any risks which are 

highlighted from the assessments.  

  

RIDDOR  

It is the Headteachers responsibility to ensure that RIDDOR procedures 

are followed. The fellowship will seek advice from external consultants in 

regard to any incident leading to RIDDOR if they deem it necessary to do 

so.   

  

Types of Reportable Injury  

The death of any person:  
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All deaths to workers and non-workers, with the exception of suicides, 

must be reported if they arise from a work-related accident, including an 

act of physical violence to a worker.  

  

Specified injuries to workers:  

• Fractures, other than to fingers, thumbs and toes  

• Any injury likely to lead to permanent loss of sight or reduction in sight  

• Any crush injury to the head or torso causing damage to the brain or 
internal organs  

• Serious burns (including scalding) which covers more than 10% of the 

body  

• Significant damage to the eyes, respiratory system or other vital organs  

• Any scalping requiring hospital treatment 

• Any loss of consciousness caused by head injury or asphyxia  

• Any other injury arising from working in an enclosed space which leads to 

hypothermia or heat-induced illness  

• Requires resuscitation or admittance to hospital for more than 24 hours  

  

 

 

Over-seven-day incapacitation of a worker:  

Accidents must be reported where they result in an employee or self- 

employed person being away from work, or unable to perform their 

normal work duties, for more than seven consecutive days as the result 

of their injury. This seven day period does not include the day of the 

accident, but does include weekends and rest days. The report must be 

made within 15 days of the accident.  

 

 

Over-three-day incapacitation:  

Accidents must be recorded, but not reported where they result in a 

worker being incapacitated for more than three consecutive days. If you 

are an employer, who must keep an accident book under the Social 
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Security (Claims and Payments) Regulations 1979, that record will be 

enough.  

Non-fatal accidents to non-workers (e.g. members of the public):  

Accidents to members of the public or others who are not at work must 

be reported if they result in an injury and the person is taken directly 

from the scene of the accident to hospital for treatment to that injury. 

Examinations and diagnostic tests do not constitute ‘treatment’ in such 

circumstances. There is no need to report incidents where people are 

taken to hospital purely as a precaution when no injury is apparent.  

Occupational diseases  

Employers and self-employed people must report diagnoses of certain 

occupational diseases, where these are likely to have been caused or 

made worse by their work. These diseases include:  

• Carpal tunnel syndrome  

• Severe cramp of the hand or forearm  

• Occupational dermatitis 

• Hand-arm vibration syndrome  

• Occupational asthma  

• Tendonitis or tenosynovitis of the hand or forearm  

• Any occupational cancer  

• Any disease attributed to an occupational exposure to a biological agent  

  

Infections from animals:  

• Anthrax  

• Brucellosis  

• Leptospirosis  

• Lyme disease  

• Q Fever  

• Rabies  

• Streptoccus suis  

• Tetanus  

• Tuberculosis  
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• Hepatitis from work involving contact with human blood products or any 

viral hepatitis  

• Legionellosis from exposure to contaminated water supplies  

  

The Swine Flu condition is not included in these conditions and is not 

reportable under RIDDOR 

 

Reference COVID-19 – see separate policy  


