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1.

GENERAL STATEMENT OF HEALTH AND SAFETY POLICY
This statement covers the activities of Spalding Grammar School. It is to be read in
conjunction with the general statement of health and safety policy issued by Lincolnshire
County Council and the Education Department's Health and Safety Policy. It should also
be noted that Academy status accords added responsibility for Health & Safety to the
Governing Body as owners of the buildings and grounds.
Spalding Grammar School recognises the importance of safety, health and welfare, in
the successful operation of all its activities. It believes in the active participation of every
person within the organisation, in order to achieve and maintain the highest practicable
standards of accident prevention. Success relies on the initiative, teamwork and the cooperation of all staff.
Appropriate health and safety standards will be applied to all activities and deviations
from these will not be tolerated. Any uncertainty regarding health and safety is to be
raised through normal managerial channels and where necessary specialist advice and
assistance will be obtained.
Signed ......................................................Chairman of Governors

Signed .......................................................Headmaster

Date

.....................................

2.

RESPONSIBILITIES OF THE GOVERNING BODY
The Governing Body is responsible for ensuring that:
 A Health and Safety policy is prepared.
 Staff H&S roles and responsibilities are set
 Staff are aware of the roles and responsibilities

3.

RESPONSIBILITIES OF THE HEADTEACHER
The Head teacher is responsible to the Governing Body for ensuring that:











4.

Hazards are identified and that the significant risks are assessed.
Relevant health and safety legislation is identified.
Arrangements are made and implemented to control the significant risks and
comply with the relevant Health and Safety legislation.
These arrangements are recorded in the Health and Safety Policy.
These arrangements are monitored to ensure they are working.
Staff are capable of dealing with the health and safety requirements of their work.
Any problems in achieving the intentions of the schools general statement of
health and safety policy are reported to the Governing body.
Specialist help and assistance are obtained where necessary.
The results of health and safety monitoring are reported to the Governing body
along with details of any major injuries to staff or pupils.
The Head teacher has delegated responsibility for implementation of safety
policies for departments to staff members designated as Heads of Department or
with specific H & S responsibilities.

RESPONSIBILITIES OF TEACHERS
Teachers are responsible to the Head teacher for:








5.

Taking reasonable care for their own health and safety and that of others who
may be affected by their acts or omissions.
Reporting immediately to the Site Team any health and safety matter they cannot
deal with themselves which represents an imminent danger having secured the
area.
Co-operating with the management of the school to implement the requirements
of health and safety legislation and the school's Health and Safety Policy.
Using all equipment and substances in accordance with training and instructions
received and following the systems of work and procedures laid down in the
school's Health and Safety Policy.
Ensuring that they and their students show due care and respect for premises,
furniture and equipment and their safe use.
Not misusing anything provided in the interests of health and safety.
Reporting to the Business Manager and Site Team any health and safety matter
they cannot deal with themselves or any perceived shortcoming in the health and
safety arrangements.

COMPETENT PERSONS
A safety professional from Personnel Services has been appointed by the Education
Department to act as a competent person, as required under the Health and Safety
Management Regulations 1999. Personnel Services are available for advice and
guidance on hazards and legislation affecting the activities of education establishments.
They will also carry out safety inspections of education establishments as directed by the
Director of Education.
A safety professional is available at County Offices in Lincoln - telephone 01522
836713/14 or 07793 187663.
The Site Team has a qualified NEBOSH H&S person who manages all competencies
on behalf of the school

6.

SPALDING GRAMMAR SCHOOL'S ARRANGEMENTS FOR COMPLYING WITH
HEALTH AND SAFETY LEGISLATION
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GENERAL SAFE WORKING PRACTICES AND PROCEDURES
Every member of staff has a duty to carry out a risk assessment whenever they enter a
work area to identify any hazards and ensure that the activities they and any other
staff/students with them intend to carry out can be carried out safely. Any dangers
must be immediately made safe or removed to a safe place where they no longer
present a hazard and reported to the Site Manager. Any faulty equipment must be
removed, made safe and reported to the person with responsibility for that equipment. If
a hazard cannot be removed because it is part of the fixtures of the room, then the
member of staff will need to decide whether the staff/students in the room can be safely
protected from the hazard or whether the room is unfit for use. In both situations the
member of staff will need to report the hazard immediately to the Site Manager and make
sure the danger is identifiable to others who may subsequently enter the room.

When leaving a work place every member of staff has a duty to make sure all the
resources and equipment are present and safe. Any faulty equipment should be
removed to an appropriate safe place and the person responsible for the equipment
notified.
On entering a work area, all staff should make sure that they are aware of the
emergency evacuation routes and the location of any fire extinguishers. The person in
charge of any work area should check that the emergency evacuation routes are
accessible including the alternative evacuation route, making sure the doors are
unlocked.
Proper access equipment is provided and should be used where necessary to reach
items on shelves and racks above eye level. Staff are not to use chairs, boxes or similar
items to reach items stored in this way, and must not climb up the face of cupboards or
storage racks. Heavy objects should be stored at a low level to reduce the risk of injury
from falling and to comply with manual handling and lifting advice.
Specific attention should be given to wires trailing from computers and other electrical
equipment, particularly in classrooms. Trailing leads should be channelled through
purpose designed equipment.
Special care should be taken when asking pupils to manoeuvre heavy objects. The
member of staff should assess the risk in asking children to perform manual handling
tasks, ie moving pianos, manoeuvring trampolines etc, any doubts should warrant a
written risk assessment and consultation with School health and safety officer.
Certain activities require their own written procedural policy and risk assessments.
These are listed below. If carrying out any of the listed activities please refer to the
procedural policy before carrying out such duties.
Caretaking
Work in Laboratories
Design and Technology
Physical Education
Information technology
School visits
Catering
Ancillary workers
Supply teachers
Backstage usage
Lettings of premises
6.2

DISPLAY SCREEN EQUIPMENT
On request, the Office Manager will arrange to assess `users' and `workstations' under
the Display Screen Equipment Regulations 1992 (see Education Safety Manual for
information on assessment procedures). Once the assessments are complete
arrangements will be made to reduce any risks which are highlighted from the
assessments.
The relevant line manager will plan display screen equipment work with each member of
staff so there are break or changes of activity and provide information, instruction and
training for the usage of display screen equipment. (See Education Safety Manual for
guidance p82).

6.3

WORKPLACE (HEALTH SAFETY AND WELFARE)
The Governors and Head teacher will review the school in line with the Workplace
(Health Safety and Welfare) Regulations 1999. The Governors and Head teacher will
produce a rolling programme of improvements which will ensure that school meets the
standard required under these Regulations. This review is carried out on a termly basis
through the Health & Safety Committee which meets in the first Tuesday of Terms 1, 3 &
5. The meeting is to be chaired by the Business Manager.

6.4

MANUAL HANDLING
The relevant Line Manager will assess all manual handling operations (lifting loads,
lowering loads, pushing, pulling, carrying, etc). Wherever possible, manual handling
operations will be eliminated. If this is not possible then suitable arrangements will be
made to reduce the risk of injury as a result of a manual handling operation. The
significant findings from these manual handling assessments are included in the
departmental safety policies.
The Site Manager will arrange for the provision of manual handling equipment where
necessary and will arrange for appropriate training of personnel involved in manual
handling operations.

6.5

PERSONAL PROTECTIVE EQUIPMENT
The relevant Line Manager will provide personal protective equipment where risks
cannot be controlled at source. Personal protective equipment will only be used when
other methods of controlling risks to health are not reasonably practicable. All personal
protective equipment which 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.

6.6

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)
The relevant Line Manager will ensure that all work involving hazardous substances has
been assessed. This assessment must be formally recorded where there is a significant
risk to health. The Head teacher will ensure that the relevant safe systems of work,
appropriate control measures and monitoring systems are in place and working. The
individual departmental arrangements for dealing with COSHH are outlined in each
departmental policy.
The relevant Line Manager must ensure that sufficient information, instruction and
training is provided to all persons handling hazardous substances.

6.7

MACHINERY AND ELECTRICAL EQUIPMENT
The relevant Line Manager will ensure that all work equipment purchased meets the
relevant safety standard required and is suitable for the intended task. In addition
sufficient instruction, information and training will be provided to all operators of
equipment.
The relevant Line Manager will ensure that all work equipment is maintained to prevent
danger. All such maintenance inspections must be formally recorded.
The Site Manager is responsible for checking emergency stop/interlocking facilities on a
half termly basis. These inspections must be recorded.
Staff must ensure that all safety guarding is present, serviceable and utilised when
machinery is used.
Staff shall not attempt repairs or make modifications to machinery other than those
normally associated with daily operations. Any defects or malfunctions must be
immediately reported to the relevant Line Manager.
Electrical equipment and systems are subject to the Electricity at Work Regulation 1989.
The Site Manager is responsible for arranging the routine testing of the sockets to
ensure proper earth continuity and correct phase/neutral connections. This testing will
be carried out every five years.
The Site Manager is responsible for maintaining an up to date inventory of all portable
electrical equipment.

All items of portable electrical equipment (including those which do not belong to the
school i.e. pupils' personal equipment) must be visually inspected on a termly basis and
inspected and tested by a competent person on an annual basis in accordance with the
Electricity at Work Regulations.
All portable electrical equipment should be fitted with safety type plug heads BS 1363.
6.8

CONTRACTORS
All contractors must report to the School Office on arrival and departure from the school.
This is to ensure that the Head teacher can make any necessary arrangements to
ensure the safety of staff and pupils. When contractors are working at the school the Site
Manager will liaise with the contractor and his/her supervising officer to make them
aware of the school rules and to enable the completion of a Permit to Work (attached
Appendix 8) prior to its commencement.
The Head teacher in liaison with the Business Manager and Site Manager will ensure
that all temporary rules such as exclusion from the premises or parts thereof are made
known to all staff, pupils and visitors to the premises whilst contractors are working in the
school.
* (See Education Health and Safety Manual Section 9 P69)

6.9

FIRE PRECAUTIONS
Fire prevention is part of everyone's duties. In particular attention should be paid to
checking the premises before leaving at night to ensure nothing has been left which
could lead to a fire developing whilst the premises are unoccupied. All electrical
equipment that need not be left on such as word processors, photocopiers and kettles
are to be switched off. Equipment needed to be left on should be kept clear of
combustible material in case of a fault developing when unattended.
The volume of combustible rubbish must be kept to a minimum in order to reduce the
risk of fire. Arrangements must be made to have any large amounts of combustible
rubbish removed from the building.
The Head teacher is responsible for ensuring that:
regular fire evacuation practices are carried out
*fire alarms are tested on a weekly basis
*any emergency lighting system is tested on a regular basis
*These tests must be recorded and the Site Manager is responsible for recording these
inspections.



6.10

The Site Manager is responsible for ensuring that all fire extinguishers and fire
blankets are in the correct place. The Site Manager must ensure that the fire
extinguishers are inspected and maintained annually.
The Site Manager is responsible for the maintenance of the battery bank for the
fire alarm and emergency lighting system.

EMERGENCY EVACUATION PROCEDURE
The emergency evacuation procedure notice and escape routes will be displayed in
every room as close as convenient to the normal entrance.
On hearing the fire alarm all pupils will stand in silence to leave the working area. The
person in charge of the pupils will instruct the pupils to leave by the nearest safe exit,
check everyone has left and close the doors behind them. The member of staff will then
escort the pupils to the fire evacuation point in silence and keeping an orderly manner.

FIRE EMERGENCY ARRANGEMENTS.
Staff should instruct students and practice with them what they should do in the event of a fire, and
ensure they are aware of the evacuation routes and procedures. In particular, if the alarm sounds,
the buildings should be evacuated in complete silence and as quickly as possible. There must be
no return to the buildings under any circumstances. Doors should be closed as you leave
wherever possible. Teachers should accompany their class to the assembly point, direct
students to their house areas as marked and then go to their Registration group.
If a fire is discovered, the nearest alarm should be activated. The alarm is a high-pitched siren or, if
the electricity has failed, continuous short blasts on whistles or continuous ringing of a hand bell.
Teachers should stay with their Registration group and check for any absentees and then report
all absentees to their HoH The HoH will inform the registration clerk who will check the absence
report, Y12 & 13 non contact lists & off site activities and senior games lists.
They will then check absentees against the central list of absences for the day held by the
registration clerk and reception.
The School Business Manager will instigate a search or further action as required.

Fire Evacuation Plan
(map attached for clarification, Appendix 6)

Zone A
Red Zone
(English, Maths, ICT & Technology, Rooms 5-15,25,26, Sports Hall & B2)










Shelley, Carter, Blake and Library use library stairs, turn right and use exit near ICT office.
ICT1, ICT2, Dickens, Shakespeare and Chaucer use classroom fire doors.
Rooms 5 & 6 use nearest exit and rooms 9 & 10 use nearest stairs and same exit.
Rooms 4, 7 & B2 use exit nearest to B2 and rooms 8 & 11 use nearest stairs and same exit.
Rooms 12, 13, 14 & 15 use stairs opposite 13, turn left and leave by exit on left.
T4 & CAD/CAM leave by fire exit in CAD/CAM.
T1 & T2 leave by fire exit near DT office.
Rooms 25 & 26 exit onto playground.
Sports hall leave by nearest exit

THIS ZONE THEN PROCEEDS ONTO HAVERFIELD RD, THROUGH CAR PARK
GATE ON PRIORY RD DIAGONALLY ACROSS THE CAR PARK THROUGH
THE DESIGNATED FIRE ROUTE TO THE FIELD ASSEMBLY POINT.
Main school hall exits at the front of the hall to the right of the stage onto Haverfield Rd
or by the main door at the back of the Hall and follows route through car pack
WHICHEVER EXIT IS CLOSER IS THE BEST CHOICE.

Zone B
Blue Zone
(Sixth Form Centre, History, Rooms 1-2,19-24, T3& EL.)





T3 leave by classroom door, turn right and together with EL leave by main front door.
Sixth form block & rooms 1& 2 leave by lobby door near iron staircase.
Rooms 23 & 24 leave by iron staircase.
Rooms 19, 21 & 22 leave by stone staircase turn left through exit.

THIS ZONE THEN PROCEEDS THROUGH MAIN CAR PARK VIA THE
DESIGNATED FIRE ROUTE TO THE FIRE ASSEMBLY POINT.

Zone C
Orange Zone
(Administration and Business Block, Canteen, S2, P1,P2,C1,B1,M1,M2, Rooms
16,17&18, Atrium, Food Tech, Staff Room & Music Mobile)









Administration & Business Block exit by nearest door.
Canteen and kitchen leave by nearest fire exit.
P1,P2 & C1 turn left down corridor and exit by door opposite S2 who also exit here.
B1, rooms 16,17&18 leave by nearest stairs turn right at the bottom and exit by door near
S2.
M1 & M2 exit by door onto field by C2 prep room.
C2 exit by fire door.
Atrium, Food Tech & Staffroom exit by outside door to passage by art blocks.
Music mobile exit onto field.

THIS ZONE PROCEEDS BY SHORTEST ROUTE AROUND OUTSIDE OF
BUILDING TO FIRE ASSEMBLY POINT.
Anyone moving around school follow fire routes to the nearest exit and proceed to
fire assembly point located on main field.
FIRE DRILL DUTIES - Areas to be checked/supervised
1. Head of DT
2. Office staff
3. Assistant Head
4.
5.
6.
7.
8.
9.

Head of Science
PE Staff
Finance Manager
IT Team & Librarian
Head of Business
Assistant Head
Form
10. SBM
11. Office Manager

Check DT block; Hall/Stage & Green Rooms
Collect Y12 & 13 non contact lists, late list, staff in/out book,
off site activities lists.
Check main block and Blanche/Myers upstairs
and downstairs
Check Centenary Block; main boys' toilets; mobiles
Sports Hall
Check Old Block, House & House drive
Check New Block inc. Drama Studio & Lift (refer. Appendix 4)
Business Block
Atrium, Staffroom, Coffee Lounge, Food Technology & Sixth
Block.
Work with HR to locate source of alarm.
Ensure absence report is taken out to assembly point.

Finance Manager will check that all staff are present and report to SBM
There is a separate protocol for students sitting exams at the time of the alarm sounding, which is
repeated at the beginning of every exam.
No-one is to leave the Assembly point until SBM has given the all clear. Leaving the
Assembly area will be carried out in an order to be determined by Headteacher.
A review is to be carried out by School Business Manager after each drill to highlight and rectify
any problems.

6.11

FIRST AID ARRANGEMENTS
First Aid Regulations 1981 (FAR)
The responsibility for maintaining the first aid boxes lies with the department in which the
boxes are located. The suggested list of contents are listed in appendix 7. Except
during genuine emergency situations when it is the duty of every employee to care
for accident victims, first aid is normally obtainable through the School Office. For
emergency self-help a list of maintained first aid box locations is given in appendix 1.
First aid materials will be available on all school trips.
The Head teacher is responsible for ensuring that there are adequate numbers of staff
trained in first aid (see Appendix 5 for up to date list) See Education Health and Safety
Manual for further detail located in the site office Section 16 .

6.12

REPORTING OF ACCIDENTS
(Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
RIDDOR)
All accidents to pupils, staff and visitors must be recorded on the appropriate
documentation located in the School Office. It is the responsibility of the member
of staff who first dealt with the accident (not the first aider) to make sure all
sections of the accident form are completed. All major injuries (broken limbs, not
fingers and any other injury requiring hospital treatment) and dangerous occurrences
must be reported to the Health and Safety Executive and to the Governing Body by the
Head teacher. In all cases the Head teacher is responsible for ensuring that remedial
action is taken to avoid a repetition of the incident. An accident is any injury that requires
first aid treatment. If the First Aider assesses that no treatment is required then the ‘Sick
Book’ only needs to be completed. The H & S Committee will review the accident
reports to identify any patterns that indicate action is required to reduce likely
reoccurrence.

6.13

SAFETY REPRESENTATIVES
(Health and Safety Consultation with Employees Regulations 1996 HSCER)
The staff may elect one of their number to act as a Trade Union safety representative
who must be a member of, and appointed by, a recognised trade union. Any member of
staff has the right to take up an issue on health and safety with his/her safety
representative. There is a form provided by the Education Department (see Education
Health and Safety Manual). Safety representatives will be given copies of all health and
safety material and information received by the Governing body from outside agencies ie
Health and Safety Executive and County Council, or produced by the school. Safety
representatives shall be consulted by the Governing body on all health and safety
matters. The Head teacher has a duty to respond to safety initiatives put forward by
safety representatives or other employees.

6.14

INDUCTION TRAINING
All new members of staff must be given a copy of the Health and Safety Policy. Their
duties under the Policy must be discussed and understood. New members of staff
should be made aware of any special responsibilities under the Health and Safety Policy.
Induction training for general safety matters will be arranged by the Professional Tutor
but specialist safety training will be arranged by the relevant Line Manager. Supply
teachers must be fully aware of any local arrangements for emergency action, i.e. fire
evacuation, accident procedures and reporting, and any other safety arrangements
which may affect them whilst in the school. Briefing notes will be given to supply
teachers on arrival by the person responsible for arranging cover.

6.15

SNOW & ICE
In icy conditions, and especially when snow has fallen, the Site Team will endeavour
to clear, and maintain a safe environment so far as reasonably practical. Footpaths
and routes around the School will be maintained in a safe condition.
In these conditions the Site Team will commence work as early as possible so they
can begin to clear the worst areas. However, it must be remembered that the School
is a very large area and not all accessed areas can be cleared before the majority of
staff and students arrive. Also there is a possibility that the Site Team may encounter
difficulties when travelling in to work if there has been a heavy fall of snow the night
before.
Where there is a delay in gritting areas, staff should take the initiative and avoid
walking in these areas, if this is not possible, then they are requested to take
additional precautions when moving around the School (inside and outside). Where
possible avoid high risk areas i.e. steps, ramps etc., also individuals are reminded to
wear the appropriate footwear in snowy and icy conditions.
Gritting and snow clearing will take priority over all other tasks unless there is an
emergency situation.

6.15

MONITORING AND REVIEW OF PERFORMANCE
Regular monitoring of these arrangements is the responsibility of the Governors.
Regular monitoring of the safety within the school will be carried out by the Business
Manager through the normal managerial arrangements within the school, and through
the Health & Safety Committee meetings held at the beginning of Terms 1, 3 & 5. This
Committee consists of the Business Manager (Premises), the Lead Governors for Health
& Safety, Health and Safety Advisor, any Trade Union Safety Representatives, the
Office Manager, the Site Manager and staff volunteers.
The Business Manager (Premises) will carry out a safety inspection of the premises
annually with the Site Manager and with a representative of the Governors and with the
safety representative where present.
The policies and practices will be reviewed annually taking into account the findings of
any safety inspections and changes in Health and Safety legislation and amended where
necessary.

6.16

GRIEVANCE AND DISCIPLINARY
All matters concerning Health and Safety matters will be dealt with under the procedures
laid down in the appropriate terms and conditions of employment and in accordance with
School staffing policies.

DEPARTMENTAL HEALTH AND SAFETY POLICIES
6.17

SITE MANAGEMENT
The following list indicates the guidance and legislation that should be taken into account
when drafting departmental safety policies. See appendix 2.
The Control of Substances Hazardous to Health Regulations 2002 (COSHH) state
arrangements for complying with COSHH in this work area.
The Manual Handling Operations Regulations 1992 - it is necessary to record any
manual handling assessments which have been carried out within this section of the
Safety Policy.
Working at Heights - identify rules and safe working practices (NAMOS).
General Duties and Responsibilities.

COSHH REGULATIONS
The Assistant Site Manager is responsible for using all cleaning chemicals in accordance
with the manufacturers' instructions. It is necessary to ensure that information,
instruction and training including safe working methods and COSHH assessments for
hazardous substances are provided for all cleaning products used within the school. The
Assistant Site Manager must use these chemicals in accordance with this information,
instruction and training. Full product information, safe working methods and COSHH
assessments have been provided for all cleaning chemicals used within the school.
These safe working methods and COSHH assessments are concluded to be a suitable
assessment to the risk to health if used in accordance with the instruction and training
provided.
The Assistant Site Manager is responsible for storing cleaning materials in a safe
manner and ensuring that they are locked away out of children's reach. Cleaning
materials will NOT be left in classroom or toilet areas.

MANUAL HANDLING - SAFE WORKING METHODS
When moving chairs the chair trolley will be used where practicable. The chair trolley will
be loaded with a maximum of eight chairs at any one time.
When moving dining tables only one table will be moved at a time. A minimum of two
persons will be involved in this manual handling operation.
WORKING AT HEIGHTS - (Working At Height 2005 WAH)
The caretakers will ensure that the following safe working practices are carried out when
working at heights:
Only specially designed access equipment will be used i.e. ladders, steps and scaffolds.
Regular checks MUST be carried out on all access equipment to ensure its safety.
These checks are to be recorded by the Site Manager.
Access equipment must be long enough to reach the place of work without the user
having to over-reach in any direction. Only appropriate access equipment will be used ie
steps must never be used unless the legs can be opened to their widest extent.
Only authorised persons should erect scaffolds. It is recommended that personnel
should be trained in the safe erection and use of tower scaffolds and any other type of
scaffold that may be used in a school.
If the site staff does not have the correct equipment to carry out the required task then he
must inform the Site Manager immediately, who in turn will make adequate arrangements
for the work to be carried out safely (this will require a risk assessment to be done,
recorded and kept for reference/inspection).
GENERAL DUTIES AND RESPONSIBILITIES
The Site Team is responsible for the maintenance of floor surfaces to ensure that there
are no tripping hazards or slippery surfaces. In the event of a floor surface becoming
dangerous it must be reported to the Site Team immediately.
The Site Team is also responsible for the maintenance of fixtures and fittings, ie
replacing light bulbs, and broken door handles etc. When working with electrical
systems ie replacing light bulbs, it is necessary to ensure that the electrical supply is
isolated before carrying out any work. If there is doubt over any task, expert advice
should be sought.
The Site Manager is responsible for the maintenance of the battery bank for the fire
alarm and emergency lighting system.

The Site Manager is responsible for the boiler house. The plant rooms must be clean
and tidy and free of all flammable and combustible materials. The air ventilators must be
open and never obstructed. Cleaning and servicing of electrical or moving parts must
never be carried out without isolating first. A warning sign must be attached to the
switches and equipment that are isolated and if repairs are being carried out the warning
signs must remain until all repairs are complete.
All instructions issued for boiler or plant must be displayed on a wall adjacent to the
system to which it refers.
6.18

SCIENCE AND WORK IN LABORATORIES
The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental safety policy.
See also appendix 2.

The Control of Substances Hazardous to Health Regulations 2002 (COSHH).
Where substances hazardous to health are involved the Headteacher will ensure that the
CLEAPSS documentation is available and that the safe systems of work outlined are
implemented. CLEAPSS is considered to be sufficient to act as the risk assessments
required under COSHH providing that only the chemicals covered by CLEAPSS are used
in accordance with the work methods outlined in CLEAPSS. In cases where the
substances hazardous to health are not covered by the CLEAPSS documentation the
Head of Science shall ensure that an assessment of the risk to health is carried
out and that the appropriate control and monitoring measures are in place.
Radioactive Materials - Guidance is available through CLEAPSS on Administrative
Memorandum 1/92 - Procedures for Dealing with Radioactive Materials.
Safety in laboratories (DFE publication)
Model Science Safety Policy available through CLEAPSS
6.19

DESIGN AND TECHNOLOGY
The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental safety policy. See also appendix 2.
The Control of Substances Hazardous to Health Regulations 2002 (COSHH)
Where substances hazardous to health are involved the Head teacher will ensure that
the CLEAPSS documentation is available and that the safe systems of work outlined are
implemented. CLEAPSS is considered to be sufficient to act as the risk assessments
required under COSHH providing that only the chemicals covered by CLEAPSS are used
in accordance with the work methods outlined in CLEAPSS. In cases where the
substances hazardous to health are not covered by the CLEAPSS documentation the
Head of Technology shall ensure that an assessment of the risk to health is
carried out and that the appropriate control and monitoring measures are in place.
The Noise at Work Regulations 2005 - certain pieces of machinery require the provision
of hearing protection. it is recommended that such machinery and working practices be
outlined in this section. In some workshops it may be necessary to take noise
measurements. If you need any further advice please do not hesitate to contact
Personnel Services.
BS 4163 Code of Practice for Health and Safety in Workshops of Schools and Similar
Establishments.
Safety in Practical Studies (DCSF publication).

6.20

PHYSICAL EDUCATION
The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental safety policy. See also appendix 2.
Safe Practices in Physical Education (DCSF publication)
Safe Practice in Physical Education (BAALPE publication)

6.21

INFORMATION TECHNOLOGY/OFFICES
The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental safety policy. See also appendix 2.
The Health and Safety (Display Screen Equipment) Regulations 1992 - workstation
assessments should be carried out (see Education Safety Manual for advice Section).
The Control of Substances Hazardous to Health Regulations 2002 (COSHH). An
inventory of substances used should be provided and COSHH assessments should be
carried out on hazardous chemicals with a significant risk to health.
General Office Standards and Safe Working Practices.

6.22

SCHOOL VISITS
The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental Safety Policy. See also appendix 2.
First Aid Requirements and Medical Requirements.
Risk Assessments for the activities and accommodation.
Supervision/Qualification Required.
Safe Practice in Physical Education (BAALPE publication)
County Council guidelines on school trips.
Insurance cover.

6.23

CATERING

The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental safety policy. See also appendix 2.
The Food Hygiene Regulations 2005 Seek advice from the Client Services Group or
Environmental Health Officer on Food Hygiene matters.
The Electricity at Work Regulations 1989. Ensure that electrical equipment is inspected and
tested as necessary under the Regulations.
The Control of Substances Hazardous to Health Regulations 2002 (COSHH). Need to have
inventory of substances used and ensure that COSHH assessments are carried out on any
hazardous chemicals with a significant risk to health. Full COSHH assessments should
already be available within the kitchen area. It is the responsibility of the Catering Manager
to provide this information, instruction and training.
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Fire Risks
First Aid Arrangements
General Duties and responsibilities

ANCILLARY WORKERS

The Manual Handling Operations Regulations 1992. Additional training and manual
handling assessments may be required for ancillary staff. See also appendix 2.
The Control of Substances Hazardous to Health Regulations 2002 (COSHH). Need to have
inventory of substances used and ensure that COSHH assessments are chemicals with a
significant risk to health. A card index system is kept within the Science Department.
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BACKSTAGE WORK/SPORTS HALL
Backstage Guidelines
A copy of these guidelines is posted in all backstage areas and should be followed by all
members of school and outside organisations who hire the stage.
Backstage consists of stage, left and right greenrooms, drama store and under stage.
1.

Backstage is out of bounds to all pupils at all times with the following exceptions.

(a) Anyone taking part in authorised school activities requiring the use of the stage and
under the direction of a member of staff or his authorised replacement who must be
present.
(b) Anyone working in a back stage capacity in properly authorised work as requested
and under the guidance of the head of a back stage team or designated responsible
person.

2.

The overall responsibility for all backstage operations is in the hands of a member of
staff (please fill in book kept in reception) who should be consulted and whose
advice should be acted on in the case of any difficulties.

3.

Fire regulations must be respected at all times.
Smoking is absolutely forbidden at all times.

4.

Backstage equipment and scenery should always be stored in a safe place clear of
doorways and not in gangways. The area should be kept tidy.

5.

Equipment for back stage work should always be returned immediately and should
never be borrowed without permission.

6.

Trapdoors should be kept closed and padlocked when not in use.

7.

Emergency lighting equipment should only be operated designated responsible
person. It must be turned on for all public functions and at all performances EXIT
lights must be on throughout the evening.

8.

All backstage crews should ensure that cleaning up is completed as soon as
possible after any activity and that the Hall is ready for regular daily school use.

9. Persons in charge of backstage crews should ensure that those in the crew are made
aware of the regulations and the responsibilities. Any breach of regulations would
result in dismissal.
10. The lighting tower must be used only under the supervision of a properly qualified
adult (i.e. has knowledge of the tower and appropriate Health & Safety).

Use of the Sports Hall
Bookings: Requests for use should be made either in writing or e-mail to the Site Manager
at school. Please book well in advance to avoid disappointment.
Equipment: When booking please state what essential equipment you wish to use (i.e.
cricket matting) as there will be no access to any of the storage areas. The school staff will
be responsible for making that equipment accessible, but users are responsible for setting it
out, dismantling it and returning to appropriate storage. Bats/balls etc will be the
responsibility of the users.
Please switch off lights/heaters/ showers after use.
Risk Assessment: It is the responsibility of the hirer to make sure all activities are properly
risk assessed and all relevant H & S regulations are complied with. All hirers are to ensure
that they have been fully briefed by the Site Team and that they are aware of their
responsibilities
Entry: Keys should be collected from the School Office during normal school hours, prior to
use (ie Friday afternoon for weekend use) and should be returned to the School Office
during the day, after use.
Changing Rooms: For all outside sports please use the changing rooms nearest to the
fields and use the entrance/exit directly on to the fields.
Fitness Room: Users should have attended an induction session at the school.
Food and drink: Please do not bring or consume any food on the premises unless by prior
arrangement (ie cricket teams) or by direction of persons in charge.
Smoking: Users are reminded that the whole complex is a no smoking area.
Clothing: Clean and appropriate footwear and clothing to be worn at all times.
Insurance: Clubs/user groups are responsible for ensuring that their members are
comprehensively insured. The school will not accept any liability for loss, damage, or third
party claims. All damage to school property or possessions will be reclaimed from the hirer.
Emergency: It is the responsibility of the hirer to make sure all users are aware of
emergency procedures and evacuation routes and that adequate First Aid and contact
with emergency services is available. The hirer is to ensure that they have been
adequately briefed by the Site Team.
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LETTINGS OF PREMISES
The School hires out various buildings and grounds to outside organisations. Any
requests for hire should be addressed in writing to the Site Manager. Appropriate
booking forms will then be sent to the hirer.
Staff may book areas for internal (school-based) use. They should check availability with
the Site Manager and Finance Manager. Rules for the use of some areas are in force
(Hall, Stage, Sports Hall) and they should be followed at all times. When the Site
Team’s services are required it is the responsibility of the teacher in charge of the
booking to liaise with those personnel.
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VISITORS
There are occasions when visitors are invited into school. Whilst extending the expected
courtesies, it is important that security is maintained and that sensitive or confidential
information is not compromised.
The following procedure should be adopted for pre-arranged visitors:
1. Names, dates and times of visits should be entered into the events diary, together
with the name of the member of staff being visited. This will ensure that the
information goes into the bulletin and everyone is aware of visitors being in school.
2. Ask visitors to report to the Office Reception in the first instance.
3. For visits in school time the Office staff will contact the appropriate member of staff
and the visitors can be collected from the Office. Visitors should not be encouraged
to go into the Staff room unaccompanied.
4. For visitors arriving outside school time the accepted courtesy is for the appropriate
person to be available to meet, greet and look after the visitor.
5. Visitors or parents should be discouraged from wandering around the corridors
unaccompanied.
6. Three groups of people fall outside these arrangements:
Contractors - who should report to the Office and are escorted to their place of work and
Casual visitors ( personal friends, family etc) - who should be chaperoned at all times
Supply teachers - who should report to the Office on their first occasion but go directly to
the SCR on subsequent visits. Their professional judgement and empathy should
preclude any problems from them but any misgivings should be reported to the Assistant
Head for Cover.
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SUPPLY STAFF POLICY
The following list indicates the guidance and legislation that should be taken into account
when drafting the departmental safety policy. See also appendix 2.
General duties and responsibilities
First aid arrangements
Fire arrangements
Induction into teaching area ie location of isolation points such as gas and electricity.

APPENDIX 1
Fixed First Aid boxes are maintained at the following locations:1. Main Hall Stage.
2. Crush Hall Kitchen.
3. T1.
4. T2.
5. T2 Workshop.
6. T3.
7. T4.
8. First Aid Room.
9. Atrium Kitchen.
10. Food Tech.
11. S2.
12. Canteen.
13. PE.
14. ICT Atrium.
15. Library.
16. Business Centre.
17. B1 Prep Room.
18. B2 Prep Room.
19. C1 Lab.
20. C2 Prep Room.
21. Physics Prep Room.
22. EL.
23. Atrium.

APPENDIX 2
E C REGULATIONS ADVICE BOOKLETS
For purposes of consultation, copies of EC Regulations relating to areas of Health and Safety
are kept with the Health and Safety Manual, in the School Office. The Office Manager is
responsible for the maintenance of this information.
The booklets available are:
Health and Safety (Display Screen Equipment) Regulations 1992

Below is a link to a site which will provide links to all current regulations for Health &
Safety http://www.hse.gov.uk if this does not answer all your questions please refer these to
the nominated H&S representative in the Site Team.

APPENDIX 3
SGS VISIT RISK ASSESSMENT
Visit details: ………………………………….. Assessed by ……………… and ………….
The management of Health and Safety at work regulations required us to have a written risk
assessment for all occasions when pupils are off site on visits arranged by school. It is to help
plan for a safer visit and should try to include all foreseeable hazards. It is often best done as a
shared activity by people who have knowledge of the visit.
Please keep a copy and hand one in to the Assistant Head.
Identify the hazard

Evaluate the
10 is high)
Severity of
possible
injury

What, where, when

risk (Where 1 is low and
Likelihood
of
occurrence

1.

2.

3.

4.

(Plus put further hazards on a separate sheet)
Can you remove any of the hazards. Nos…………..
What control measures for each hazard can you introduce to reduce the risk
1.

2.

3.

4.

(Please put further control measures on a separate sheet)

Numbers
exposed to
risk

Evaluate and review measures for future visits

Risk assessment checked. Name …………………………………… Date …………………..

APPENDIX 4

FIRE EVACUATION ARRANGEMENT
FOR THE AUTOMATIC LIFT
IF STUDENTS OR STAFF ARE TRAPPED IN THE ENGLISH BLOCK
LIFT, THE FIRE MARSHAL OR DESIGNATED PERSONS (DV & KG)
ARE TO FOLLOW THE INSTRUCTIONS BELOW:
1. THE EMERGENCY LIFT KEY IS LOCATED IN THE ICT OFFICE IN A
CLEAR PLASTIC BAG ON THE WALL ABOVE THE FILING
CABINET. SPARE KEY IS ORANGE NO.5 LOCATED IN THE SITE
OFFICE.
2. THE LIFT EMERGENCY VALVE IS LOCATED IN ICT2 IN THE RIGHT
HAND SIDE CORNER CABINET.
3. REMOVE THE METAL COVERING USING THE EMERGENCY LIFT
KEY AND PULL THE RED VALVE BUTTON TO EXPEL
COMPRESSED AIR.
4. STAFF TO ENSURE STUDENTS HAVE EVACUATED THE LIFT
SAFELY.
STAFF SHOULD ACCOMPANY ANY PERSON TRAPPED
IN THE LIFT TO THE ASSEMBLY POINT LOCATED ON
THE SCHOOL FIELD.

FIRST AIDERS CURRENTLY
AVAILABLE 18/01/17
DAVE ENDERSBEE
CHRIS THOMPSON
DION JONES
GARY TROUGHTON
JANE LUTTON
ELA DONNELLY
NICHOLAS BOWLZER
LUCY SMITH
GLENYS DAWKINS
ANNE-MARIE DURNO
ALISON McKAY
JAYNE MAYNE
AMANDA JOHNSON
JENNY THOMPSON
DEFIBRILLATOR TRAINED STAFF
DION JONES

FIGURE 1 APPENDIX 6

FIGURE 2 APPENDIX 6

APPENDIX 7
Leaflet giving general on first aid e.g. HSE leaflet- Basic advice on first aid at work.
Twenty individually wrapped sterile adhesive dressings (assorted sizes).
Two sterile eye pads.
Four individually wrapped triangular bandages (preferably sterile).
Six safety pins.
Six medium sized (approx 12cmx12cm) individually wrapped sterile un-medicated
wound dressings.
Two large (approx 18cmx18cm) individually wrapped sterile un-medicated wound
dressings.
One pair of disposable gloves.

Appendix 8
PERMIT TO WORK – SPALDING GRAMMAR SCHOOL
1. Area

2. Date

3. Work to be done

4. Valid From
5. Valid To

6. Company

7. Man in charge

8. No. of men

9. Safety precautions

10. Safety Planning Certificate (cancelled if alarm sounds)
I have inspected the above job which has been safely prepared in accordance to requirements of a safety planning
certificate.
Signed ………………………………………….
11. Approval of Permit to Work
I am satisfied that this permit is properly authorised, that safe access is provided, and that all persons affected by this job
have been informed.
Signed …………………………………………. Authorised Person
12. Electrical Equipment
All power has been isolated/locked/tagged/tried*
Circuits are live for troubleshooting only.
Signed …………………………………………. Contractor
13. Acceptance of Permit to Work
I/we* have read and understood the above precautions and will observe them. All equipment complies with relevant
standards. I understand the site emergency plan.
Signed ………………………………………….. Contractor
14. Completion of Permit to Work
I/we* certify that this job is complete/incomplete*, all guards have been replaced and secured and all equipment has been
removed. The job site has been left clean and tidy.
Signed …………………………………………… Contractor
15. Renewal of Permit to Work (same day only)
Approved until ………………………………… Signed …………………………………..
Approved until ………………………………… Signed …………………………………

* delete as applicable
If the alarm sounds

If you discover a fire

1.
2.
3.
4.

1. Break fire point if available.
2. If no fire point shout ‘Fire, Fire, Fire’
3. Leave the building and go the Fire Assembly Point

Stop work
Make equipment safe
Leave the building by the nearest exit.
Make your way to the Fire Assembly Point

DO NOT RE-ENTER ANY BUILDING UNTIL YOU ARE TOLD IT IS SAFE

