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Part 1

1.

2.

3.

4.
5.
6.
7.

8.
9.

Westborough High School Health and Safety Policy Statement

This policy statement complements (and should be read in conjunction with) the Kirklees
Council, Children & Young People Service (ChYPS) Health and Safety Policy. It records the
school’s local organisation and arrangements for implementing the ChYPS Policy.
The requirement to provide a safe and healthy working environment for all employees is
acknowledged and the Governing Body and the Senior Leadership Team recognise and take
responsibility for compliance with the statutory duties under the Health and Safety at Work etc
Act 1974.
In compliance with the Health and Safety at Work etc. Act, Westborough’s Governing Body will
ensure so far as is reasonably practicable that:
 all places and premises where staff and pupils are required to work and engage in school
activities are maintained in a condition which is safe and without risk to health. (This
includes the health and safety of persons on school premises or taking part in school
activities elsewhere e.g. work experience and off-site visits);
 all plant and equipment is safe to use and that arrangements exist for the safe use,
handling and storage of articles and substances at work;
 appropriate safe systems of work exist and are maintained;
 sufficient information, instruction, training and supervision is available and provided to
ensure that staff are competent to do their tasks and pupils can avoid hazards and
contribute in a positive manner towards their own health and safety and others;
 a healthy working environment is maintained including adequate welfare facilities.
In addition to the above the school will ensure that so far as is reasonably practicable that the
health and safety of non employees is not adversely affected by its’ activities.
Employee involvement is an important part of managing safely and consultation on health and
safety with employees and employee representatives forms part of this policy.
To review and revise this policy as necessary at regular intervals. This policy statement and
the accompanying organisational arrangements supersede any previously issued.
Employees have a ‘duty of care’ responsibility for safety and health at work. To be aware of
and adhere to all policies, procedures and guidance relating to their work activity and working
environment and emergency procedures wherever they may be working.
Employees are to cease any work activity where it is believed there may be serious or
imminent danger to themselves or others.
The school has 10 core principles of health and safety. (See Appendix 14)

Jeff Moore
Chair of Governors

Jennifer Napper
Headteacher

23 January 2018

23 January 2018
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Part 2

Organisation and Responsibility

Overall responsibility for health and safety in schools rests with the employer.
Type of School

Who is the Employer?

Foundation School

The Governing Body

Comments
The school has formally adopted and
adapted this Policy where necessary.
Where LA employed staff are working
on these premises (eg: cleaning staff)
the LA has responsibility for their health
and safety.

All school governing bodies have health and safety responsibility as the occupier of the premises.
The Headteacher must make arrangements for ensuring the implementation of the health and safety
policies of their employer and/or any Governing Body arrangements arising out of their health and safety
responsibilities.
The Council’s delegation scheme includes provision to ensure that schools meet their health and safety
responsibilities and that necessary work is carried out.
Organisation and Responsibilities for Health and Safety
Duties and responsibilities for health and safety are assigned to Staff and Governors based upon the
following suggested roles.
Policy-makers

Planners

Implementers

Assisters

Employees

Devise and produce policy on health, safety and welfare at a strategic level.
Preserve, develop, promote and maintain the School’s health and safety
management system.
Ensure that health and safety matters are taken into account when
organisational decisions are made.
Develop local plans to achieve school health & safety objectives.
Develop management arrangements for the identification of hazards and
control of risks within their area.
Ensure that workplace precautions and safe systems of work are developed in
order to identify hazards and control risks. Ensure all the systems are working
effectively.
Have the authority, independence and competence to advise Headteachers,
Governors and Employees (or their representatives). They may also be
technical or specialist employees who have achieved a certain level of health
and safety competency within their specialised field.
Irrespective of their position within the school organisation everyone is regarded
as an employee and therefore the employee duties within the health and safety
policy apply to everyone.
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Who are the Policy-makers, Planners, Implementers, Assisters and Employees in schools?
Policy-makers

Planners

Headteacher

School Leadership
Team
Health and Safety
Coordinator
Team Leaders

Teachers
Managers
Premises Managers
Teaching and
Classroom
Assistants
Other Support Staff
Caretaker
Health and Safety
Policy Group
Health and Safety
Adviser
LA Officers eg:
ChYPS Staff



Occupational
Health Staff



Specialist
Technical staff



HR Adviser

Assisters

Employees
It is recognised
that some
governors are LA
employees

School Governors



Implementers
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The responsibilities of Policy Makers, Planners, Implementers, Assisters and Employees
within the Policy

2.1: Policy-makers
School Governors
Headteacher
H&S Committee
H&S Advisers
School Leadership Team

Devise and produce policy on health, safety and welfare at a strategic
level.
Preserve, develop, promote and maintain the School’s health and safety
management system.
Ensure that health and safety matters are taken into account when
organisational decisions are made.

The Policy makers;
 Will be familiar with the overall responsibilities laid down in the Health and Safety Policy;
 Must ensure that the school has a structure in place to manage health and safety which
includes; planning, implementation of these plans, monitoring, and reviewing and
auditing. This must be integrated into general day to day management;
 Will ensure that plans for continuous improvement in health and safety management are
developed and reviewed regularly;
 Must ensure that all school activities are organised and have sufficient arrangements
and resources; to ensure that health and safety can be managed effectively.
As Policy Makers the Governing Body (GB);
 Must ensure that those who have been assigned specific responsibilities in school for
H&S have been identified, this has been communicated, and adequate training or
instruction has been given;
 Must ensure that sufficient competent persons are in place to advise the school on H&S
issues;
 Will set H&S targets (with the Planner role) to improve H&S performance;
 Is required to monitor that the H&S targets are being met and the school is meeting
health and safety obligations by checking that policies and procedures are implemented
in accordance with requirements and by reviewing Key Performance Indicators (KPI) of
health and safety performance on a regular basis.
- Some annual KPIs are required by the LA, the GB can also identify other indicators
they wish to monitor.
- The H&S Coordinator may be delegated the responsibility to collate these KPI’s on the
Headteachers’ behalf (see Assisters below.)
 Seek advice from and receive reports from the Kirklees Council Group Safety Advisers
and their School Improvement Officer as appropriate and take actions as necessary;
 Ensure that the auditing of H&S takes place and that action plans are developed as a
result of audit;
 The GB will ensure that all their decisions reflect the commitment of this policy and
promote a positive culture towards health, safety and welfare issues;
 The GB will inform ChYPS of any issue which has significant health and safety
implications which cannot be resolved satisfactorily without their support and
involvement.
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2.2: Planners
Headteacher
Members of the School Leadership Team
School Governors
Governor for Health and Safety
Health and Safety Coordinator
Team Leaders
Managers
Premises Manager

Develop the local plans to achieve school health &
safety objectives.
Develop management arrangements for the
identification of hazards and control of risks within their
area

The Planners will;
 Be familiar with the overall responsibilities laid down in the Health and Safety Policy;
 Take overall responsibility for the day to day health and safety management of the school
and school activities taking place outside school premises;
 Determine the resources and arrangements needed to manage health and safety effectively
as part of the school planning process;
 Delegate duties to other members of staff any or all of the duties associated with the
management of health and safety. It is clearly understood by everyone concerned that the
delegation of certain duties will not relieve the Headteacher from the overall day to day
responsibilities for health and safety within the establishment.
 As part of their management of health and safety.
- appoint a Premises Manager (see Implementers below);
- identify a member of staff who can act as a Health and Safety Coordinator (see Assisters
below.)
 Ensure that these staff receive appropriate H&S training;
 Ensure that all staff within the school are aware of their responsibilities with regard to health
and safety issues. Where staff have specific duties in health and safety matters (eg: First
Aid / Fire Marshal), this should be identified clearly to everyone in the premises;
 Keep up to date with changes or updates in health and safety management by using the
Council, other resources and communications;
 Ensure that suitable and sufficient training, instruction and information is provided when
required;
 Set health and safety objectives as part of the school planning process;
 Include health and safety in staff objectives where appropriate and assess their
performance against these objectives regularly;
 Advise governors of the resources and arrangements needed to manage health and safety
effectively as part of the school planning process;
 Communicate any health and safety actions outlined in the school planning process to
relevant staff and governors;
 Develop management arrangements for the identification of hazards and control of risks
(risk assessments), ensure these take place and that results are communicated to staff;
 Develop local policies and procedures as necessary for health and safety and ensure they
reflect the overall ChYPS Policy;
 Seek help from the Group Safety Adviser or other specialist to ensure that H&S Policy can
be implemented effectively and advise the GB and/or the Kirklees Council (as necessary)
where issues arise which cannot be managed at a local level, need additional resources or
require external support;
 Ensure that an annual Premises H&S Inspection of the premises is carried out, in line with
the Kirklees Council Audit arrangements. (This duty may be delegated to other members of
school staff);
 Ensure that an Annual Self Audit of the management of H&S is carried out, in line with the
Kirklees Council Audit arrangements. (This duty may be shared with other staff such as
SLT);
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 Draw up any Action Plans required from the results of the Premises H&S Evaluation and
Annual Self Audit and monitor these regularly;
 Take part in and co-operate with any Internal Health and Safety Audit which may be
carried out by the Council’s H&S Team;
 Advise the GB and others of the results of any H&S monitoring (including KPI information)
which takes place and of any actions required as a result of this;
 Consult with staff as necessary on matters of health and safety which may affect them at
work.
Health and Safety Committee
The school may chose to establish a Health and Safety Committee which should meet regularly to
consider health and safety planning and organisation, the implementation of policies and to review
and monitor performance.
An annual report to the Governing Body outlining achievements against the H&S plan and annual
KPI’s should be considered by Planners and Implementers, the school’s Health and Safety
Coordinator is responsible for collating this information (see Assisters) for their consideration. As
a minimum, the report will contain a summary of accident and ill health statistics for the current
year and will suggest health and safety targets and priorities for the forthcoming year.

2.3: Implementers
Headteacher (also Policy maker, Planner)
School Leadership Team (also planners)
Team Leaders (who may also be planners)
Teaching Staff [Including supply teachers]
Managers
Premises Managers
Curriculum Support Assistants
Other Support Staff
Caretaker

Ensure that workplace precautions and safe
systems of work are developed in order to
identify hazards and control risks. Ensure all
the systems are working effectively

The Implementers will;
 Maintain an understanding of the Health and Safety Policies of Kirklees Council and
ChYPS and those developed within school;
 Demonstrate commitment to the management of health and safety by:
- Setting a good example to others
- Promoting good practice
- Identifying H&S problems and rectifying them if possible
- Challenging poor H&S performance or attitudes
- Communicating regularly about H&S
 Be responsible for and take the lead on implementation of health and safety policies and
any arrangements which have been developed by the Policy makers and Planners;
 Understand and own the plans in place for H&S as part of the overall school planning
process monitor progress in these areas and advise planners of the results or any
deficiencies;
 Ensure than any personal targets set by Planners are achieved, feedback any issues
identified in this process;
 If necessary ensure that individuals have health and safety objectives as part of their
annual review process (these may reflect the overall H&S plans);
 Encourage participation in H&S and ensure that communication about H&S issues takes
place;
 Assess new and existing work activities for hazards, ensuring that risk assessments are
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in place, control measures implemented (safe methods of work/Personal Protective
Equipment etc) and the results of risk assessments communicated;
Ensure that, where responsibilities for health and safety have been delegated to staff
members, these roles are properly assigned and understood by employees in their
teams/areas;
Ensure that staff in these roles have received appropriate training;
Ensure that there is sufficient information, instruction and training and resources
available for staff in order for them to do their job;
Consult with staff as necessary on matters of health and safety which may affect them at
work and receive health and safety reports from Health and Safety Representatives,
responding as necessary;
Supervise work adequately to ensure that good health and safety standards are
maintained;
Ensure that adequate monitoring of H&S takes place eg: by taking part on Premises
H&S Inspections and carrying out own inspection of work areas;
Carry out any reactive monitoring required such as investigation of accidents, near
misses and occupational illness and ensure the information gained is used to improve
H&S in the future;
Avoid allocating “blame” to individuals who report illness, accidents, or near misses, and
ensure that all reports of this nature are managed effectively;
Monitor H&S standards at local level by retaining statistics to identify patterns and trends
in events;
Seek advice from the Kirklees Council H&S Adviser or other specialist as required.
Make use of other resources provided by the Kirklees Council to promote H&S at work
(eg: intranet/Newsletters);
In addition to the above, Teaching staff are responsible for the health and safety of all
pupils under their control whilst involved in organised work activities both on site eg:
classrooms, laboratories, workshops etc and off site eg: school trips.

Premises Managers
In addition to the responsibilities above Premises Managers have specific duties laid down in the
ChYPS Health and Safety Policy. These are reproduced here;
1.

To maintain an understanding of ChYPS Health and Safety Policy arrangements and
the premises manager responsibilities detailed within them and an awareness of
relevant premises related health and safety legislation, issues and procedures and
operating within these requirements;
2. To control contractors working on the premises and ensure that hazard information
has been exchanged and suitable risk control measures implemented;
3. Ensuring adequate security arrangements are maintained;
4. Ensuring the general cleanliness of the premises and that adequate welfare facilities
are provided;
5. Arranging for regular inspection of the areas of the premises for which they are
responsible to monitor that workplace health and safety standards are in effective
working order and that a safe means of access and egress is maintained;
6. Ensuring that adequate fire safety arrangements and emergency procedures are
implemented and maintained;
7. Ensuring that plant and equipment is adequately maintained;
8. Arranging for the regular testing and maintenance of electrical equipment;
9. Maintaining records of plant and equipment maintenance, tests, fire evacuation drills,
fire officer inspections and fire extinguisher maintenance;
10. Ensuring that all premises related hazards are adequately identified, assessed and
suitable and sufficient control measures implemented and monitored;
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11. Ensuring the adequate provision of health and safety notices and warning signs are

12.
13.

14.

15.

prominently displayed and comply with the Health and Safety (Safety Signs and
Signals) Regulations;
Ensuring that a copy of the Health and Safety Law Poster is displayed in an accessible
location and the information on the poster kept up to date;
Maintaining a health and safety file on the premises in relation to any construction work
covered by the Construction (Design and Maintenance) Regulations and make this
available to contractors upon requests;
Ensuring that adequate systems are in place for the management of asbestos through
the ‘Premises Asbestos Management Plan’ (PAMP) and control of legionella and
excessive water temperatures;
To respond promptly to ‘D1 Notifications’ that is notification of a defect that could affect
the health and safety of building occupants/visitors, informed to them by Kirklees
Design and Property Services as a result of a maintenance contact visit.

2.4: Assisters
Health and Safety Coordinators
Health and Safety Advisors
Occupational Health Professionals
Specialist Technical Staff

Have the authority, independence and competence to
advise Directors, Managers and Employees (or their
representatives).
They may also be technical or specialist employees who
have achieved a certain level of health and safety
competency within their specialised field

Assisters act in a supportive role to managers and may use their authority, independence and
competence to advise when required to do so
The Health and Safety Coordinator;
 Is familiar with the responsibilities laid down in the Health and Safety Policy;
 Has the core duty to ensure that there is a system established for the management of health
and safety – this planning and organisation must take place with the Planner(s) and Policy
makers as necessary;
 Will keep up to date with Health and Safety issues and changes by making use of resources
provided by ChYPS to promote H&S at work (eg: intranet/Newsletters);
 May take on certain functions such as communication, collation of statistics, coordination of
H&S Inspections/Audits as directed, but the overall responsibility rests with the Head of
Establishment;
 May collate and produce an annual report on Health and Safety performance including
essential KPIs (see Part 4) for Governing Bodies to view as part of their monitoring
process.

2.5: Employees (including temporary and volunteers)
Employees

Irrespective of their position everyone is regarded as an
employee and therefore the employee duties within the
H&S Policy apply to everyone.

Employees irrespective of their position within the structure, all staff are employees and therefore
all the employee responsibilities within the Health and Safety Policy apply to everyone. All
employees in the establishment are aware of the responsibilities of Employees laid down in the
Health and Safety Policy.
All employees have general health and safety responsibilities both under criminal and civil law.
Staff must be aware that they are obliged to take care of their own safety and health whilst at work
along with that of others who may be affected by their actions.
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Employees must also co-operate with the governing body and senior management of the school
so that they may fulfil any legal requirements placed on them as employers and/or persons in
control of premises.
Pupils/students (This section should be drawn to attention of all pupils)
All pupils must be encouraged to follow all safe working practices and observe all school
safety rules. Also see the Behaviour and Exclusion Policy.
All pupils will:
 follow all instructions issued by any member of staff at any time but especially in the
case of an emergency;
 ensure that they do not intentionally or recklessly interfere with equipment provided for
safety purposes eg: fire extinguishers etc.
 inform a member of staff as soon as possible of any situation which may affect their
safety.
Staff Safety Representatives
Health and safety at work law provides for the appointment of trade union appointed safety
representatives from amongst the employees. Where the governing body is notified in writing
of such an appointment, the safety representative shall have the following functions:
 to investigate potential hazards and to examine the causes of accidents in the
workplace;
 to investigate complaints by any employee they represent relating to that employees
health and safety or welfare at work;
 to make representations to the Headteacher via the Health and Safety Coordinator (if
applicable) on general matters affecting the health, safety and welfare of employees;
 to carry out workplace health, safety and welfare inspections;
 to attend any safety committee meetings;
 to co-operate with employers in promoting health and safety at work.
None of the above functions given to a safety representative impose any legal duty or liability
whatsoever on that person. A safety representative is in no way obliged to carry out any or all
of the above functions.
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Part 3

Detailed Arrangements and Procedures at
Westborough High School

The following procedures and arrangements have been established within our school to
eliminate or reduce health and safety risks to an acceptable level and to comply with minimum
legal requirements in the Kirklees Council Corporate Health and Safety Policy and the
Children and Young People’s Service Health and Safety Policy:
3.1

Accident Reporting, Recording & Investigation
Any concern or near miss (where damage to any person or property might occur)
should be reported to the Premises Team as soon as possible via email to
caretaker@w-h-s.org.uk.
Any accident has to be reported to a first aider. The first aider completes an incident
form and the health and safety coordinator is notified once the form is returned.
Where incidents involving students involve violence, bullying and/or harassment staff
should follow the instructions in the Behaviour and Exclusion policy.
Concerns regarding pupils have to be reported as instructed in the Child Protection
and Safeguarding policy.
Where incidents relate to members of the public, the incident should be reported
immediately to the Headteacher and a first aider should complete the relevant first aid
form, ensuring a contact number is included.

3.2

Asbestos
The Premises Asbestos Management Plan (PAMP) is located in the premises office
and is maintained by the premises team.
A full level 2 survey and relevant site plans are contained within the file. All contractors
are required to read the PAMP and sign a permit to work.
A pre-asbestos check (available from the premises team) should be completed prior to
any work taking place on site so that the area can be checked for asbestos. Staff
should consult with the premises manager before fixing anything to walls which do not
have a notice board.
The premises staff carryout regular monitoring of known asbestos locations.
In the event of any asbestos being disturbed the affected area will be evacuated,
sealed and Kirklees Scientific Services will be called immediately by the premises
team.

3.3

Bikes
At Westborough we recognise both the environmental and health benefits of cycling to
school. A separate bicycle policy is available on request. As the school has limited
cycle bays, a permit will have to be obtained from the finance office prior to any bikes
accessing the premises.
All cyclists are expected to:
 Complete a bicycle permit for school.
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Wear a helmet.
Wear clothes that are visible to other road users.
Ensure their bike is in a roadworthy condition including lighting.
Be courteous to road users and cycle in accordance with the Highway Code.
Dismount on arrival at the school gate, no cycling is allowed on the school
premises.
Provide a bicycle and lock.
Ensure the bicycle is securely locked to a cycle rack.

The school cannot be held responsible for any loss or damage that occurs on site.
3.4

Catering and Food Hygiene
Our catering contractor Chartwells, have a food hygiene management system and train
their staff on health and safety.
All training COSHH, fire or health and safety issues for the kitchen are dealt with by
Chartwells.
Any other school staff who are in contact with food have an up to date food hygiene
certificate.

3.5

Cleaning
The cleaning at Westborough High School is contracted to CSG. A cleaning schedule
is in place and monitored by the premises team. All waste is disposed of according to
appropriate health and safety guidelines. Deep cleaning is undertaken during holiday
periods.
Any training COSHH, fire or health and safety issues for cleaners are dealt with by
CSG.

3.6

Contractors
All contractors working on site must have received clearance from the premises
manager who will ensure that contractors have received specific instructions regarding
hazards and fire evacuation procedures.
Contractors should provide their own risk assessments for the job and insurance
liability up to £5million, copies are kept by the premises team. All contractors are
required to have a DBS and this information is kept on the Single Central Record.
The premises team regularly monitors contractors working on site to ensure they are
adhering to safe working practises.
If any access routes or fire escapes are affected by works then, where possible prior
notice will be given and signage identifying an alternative route will be displayed.
All major projects will have a pre-contract meeting where any issues relating to health
and safety will be discussed and procedures agreed.

3.7

COSHH – Hazardous Substances
All cleaning substances are kept in locked sluice rooms or in the cleaning supervisor’s
storeroom. These rooms have COSHH signage displayed on the outside of the door
along with authorised access only signage. COSHH data sheets are kept by the
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cleaning supervisor and the premises team.
The Science and ADT departments have their own COSHH assessment files and also
have CLEAPSS documentation relevant to their individual area.
There are no radioactive materials on site.
Any staff who are concerned about hazardous substances, should raise the issue with
their Team Leader or the Business Manager.
3.8

Curriculum Safety (including out of school learning activity/study support)
Teaching staff undertake suitable written risk assessments prior to commencing
hazardous activities or when using specific equipment for curriculum purposes eg.
cooking or science equipment.
PE, Performing Arts, Science and ADT have their own risk assessments. Science and
ADT also use CLEAPSS guidance and have their own department health and safety
policy used in conjunction with the whole school policy.
Out of school learning activities are managed using Kirklees educational visits
guidance.
Staff who organise out of school activities have to ensure that a first aider is on duty.

3.9

Disabled Person
The school recognises its obligation towards employees, pupils and the community at
large to ensure that people with disabilities are afforded equal opportunities. The
school will therefore ensure where possible, that reasonable adjustments are recorded
into a risk assessment and are made in line with the provisions of the Equality Action
2010.

3.10

Display Screen Equipment (DSE)
Any member of staff who is defined as a ‘user’ by the Display Screen Equipment (DSE)
regulations, must complete a ‘user audit’ for the workstation(s) where they work.
DSE assessments are conducted annually by the Business Manager for all those who
use VDUs for more than 5 hours per day.
All users are supplied with good quality adjustable chairs and any other equipment they
need to meet DSE specifications. Any defective equipment must be noted in the
assessment.
Staff can access a workplace assessment with the occupational health department if
the execution of their duties results in them suffering health problems. For further
information contact the Business Manager or the Heads PA.

3.11

Drugs & Medications
The school adopts Kirklees guidance with regard to medical needs. Parents have
prime responsibility for their child’s medical condition. Prescription medication can
only be administered once the appropriate permission has been obtained from parents.
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Information is collated from parents regarding all medical conditions and consent to
administer medication is obtained if required. A separate medical needs policy is
available at the school.
All medication has to be given to the finance team who will ensure the relevant
paperwork has been completed. Most medication is kept in the main office. Medicine
to be administered on a daily basis is kept in the finance office or Acorn House. Pupils
will be informed where to go to access their medication.
Any additional training for the use of epi-pens and asthma inhalers is organised by the
health and safety coordinator and is carried out by the school nurse.
3.12

Fire Precautions & Procedures (and other emergencies including bomb threats)
Fire drills are conducted twice a year, one is carried out at the beginning of the year to
familiarise new staff and the new intake of pupils with the procedures. All records are
kept in the fire file along with details of all testing and false alarms.
Staff should familiarise themselves with the evacuation instructions, routes and
assembly points. These are displayed in all classrooms and communal areas as well
as the staff handbook. The fire safety policy and evacuation plan is sent out to all staff
separately.
In the event of a fire the priority is to raise the alarm and evacuate the building. Fire
extinguishers are provided to aid escape from the building.
Fire extinguishers are maintained annually by Kirklees Council’s nominated contractor.
In case of a bomb threat the session bell will ring constantly to alert staff, the building
should be evacuated quickly and calmly. All staff, pupils and visitors should assemble
at the far side of the football pitches in tutor group order and await further instructions.
Cleaning and catering contractors undertake training from their respective employers.
Fire notices are displayed for all out of hours events.

3.13

Fire Risk Assessment
The fire risk assessment is prepared and reviewed annually by the premises manager
or following any major changes to the buildings or working practises. The risk
assessment is located in the premises office.

3.14

First Aid
The school has a number of first aiders available via radio from student services or
reception. First aiders are on duty from 7.30am to 5pm daily during term time. Staff
organising events are asked to make appropriate arrangements for first aid outside of
the normal school day, this includes parent’s evenings, after school clubs and holiday
revision sessions. A first aider has to be available during all events.
First aiders complete an Incident Report form which is returned to the health and safety
coordinator along with any information regarding any hazard on the site which could
have contributed to the event. A copy of the Incident Report form is available at
Appendix 1.
Anyone who receives a bump to the head should be kept under observation for 24
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hours.
The Year Leader should be informed of any pupil being referred home and will make
the final decision.
Staff dealing with bleeding injuries should use latex free gloves provided in all first aid
kits and also ensure they have sufficient pairs with them at all times.
Numerous first aid boxes are located around the school site (a plan of the first aid
boxes, burns kits and hands free telephones on site has been given to all first aiders –
see Appendix 2); these are restocked every half term or sooner if necessary by the first
aider who has been assigned to the area.
The first aider calls the ambulance, informs reception as soon as possible and a
member of SLT will attend the incident, see Appendix 3. Staff will accompany the pupil
to hospital if parents have not arrived in school. The school has a defibrillator for use
under the direction of the emergency services.
All first aiders carry a mobile kit of emergency equipment, incident report forms, a blue
ambulance form, a key for the first aid cabinets and a radio so that they can respond to
any emergency quickly. First aiders should carry this equipment with them at all times.
A first aid duty rota is in place during term time. Any first aider who has notice that they
are going to be absent from school or are in a meeting during their duty, has to
organise to swap their duty with another first aider. A general callout will only be used
as a last resort but will be used to cover periods of sickness.
3.15

Gas Safety
Gas safety checks are carried out annually by Kirklees Council on the school boilers
and radiant heating in the sports hall.
The gas cookers in the food technology rooms have an annual safety check as part of
the current rental agreement.
The school kitchen and Acorn House also have an annual safety check carried out by
Kirklees.

3.16

Glass & Glazing
A whole school glazing survey has been carried out in line with guidance and all
glazing deemed to be high risk has a protective film applied or is safety glass. Any
damaged glazing is replaced with safety glass.

3.17

Health and Safety Advice
Health and safety is currently coordinated by the Business Manager and Premises
Managers. Any inquiries should be referred to them in the first instance.
Additional support is obtained from:
 Kirklees Council Group Safety Advisor, Patrick McCann
 CHYPS Asset Management Team Advisor, Richard Miles

3.18

Housekeeping – Storage, cleaning & waste disposal
All rooms are cleaned daily and rubbish is removed to the skip. Deep cleaning is
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undertaken during school holiday periods.
Cleaning staff are trained in wet floor cleaning procedures to minimise risks and ensure
quick drying. Wet floor signs are always used.
The science department have separate bins specifically for broken glass disposal
otherwise it is wrapped in paper and put directly into the skip.
The ADT department are in the process of procuring a sharps bin for broken blades.
At times of heavy snow a contractor is called to remove snow and make
pathways/driveways safe for pedestrians and vehicles, light snow and ice is dealt with
by the premises staff using a supply of grit that is held on site.
Refuse and recycling skips are located well away from the building and are emptied
weekly or on request.
All electrical appliances are recycled in accordance with WEEE regulations and are
PAT tested annually.
3.19

Infectious Diseases
The school follows the National Guidance produced by the Health Protection Agency,
which is summarised on the poster, ‘Guidance on Infection Control in Schools and
other Child Care Settings’. A copy is kept by all Year Leaders Year and first aiders.

3.20

Injury Pupil / Staff (including the use of crutches)
Any injury to staff or pupils which require a risk assessment has to be carried out
before they undertake their duties or return to site.
A risk assessment will be undertaken for a pupil who is returning to school if the pupil
has a letter from the hospital regarding adjustments or the parents have been advised
of the adjustment. In most cases adjustments to a pupil’s timetable can be agreed
with a Year Leader who has a generic risk assessment template.
Staff will need to meet with the health and safety co-ordinator before starting work.
Please see the Business Manager for further information.

3.21

Lettings/shared use of premises
The school has a separate Lettings Policy to cover the hire of the premises.

3.22

Lockdown
The lockdown procedures form part of the emergency plan. This is a dynamic process
which will change according to the situation.

3.23

Lone Working
A number of staff will on occasion be in a situation where they are at risk from working
alone.
The cleaning supervisor should be aware at all times of the location of the cleaners.
Cleaners should leave the premises in groups particularly in the winter months.
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Premises staff will carry a mobile phone when locking up alone.
Premises staff will only use scaffolding or ladders in the presence of at least one other
member of their team.
Staff should never work alone without firstly consulting the Business Manager /
Premises Managers and informing them of their intentions. They should also inform
their line manager and arrangements should be made to check in with them at
prearranged times. Any staff working alone must sign in and out noting the area of the
school that they are working in.
Students in school outside of normal school times must be accompanied by and
remain with a member of staff at all times. The staff member should maintain a list for
use in the event of an evacuation and a copy should be given to reception.
3.24

Maintenance / Inspection of Work Equipment
There is a lengthy list of equipment and systems that require periodic inspections, eg.
sewing machines, cookers, kilns, laser cutters, lightening conductors etc. Some of
these are carried out in house and others are carried out by external contractors.
Access equipment is checked at every use and annually.
Fume cupboards, pressure vessels, PE equipment, dining room seating and folding
doors are serviced annually by various contractors.
Fire safety equipment is checked annually by a contractor appointed by KMC fire safety
officers.
The fire alarm is checked every six months by a KMC fire safety officer and weekly by
the Premises Team.
There are many other checks carried out and a full list detailing the items and
contractors is maintained by the premises managers.

3.25

Manual Handling
Manual handling legislation requires that any manual handling operation that is likely to
cause a significant injury needs to be assessed. All staff will undertake an element of
manual handling but any frequent operations and any involving even occasional
movement of awkward or heavy items ie. those over 10kgs must be covered by a
written manual handling assessment.
All staff should ask themselves the question when contemplating undertaking any
manual handling operations “can I move the object where I need to safely and without
a risk to my health?” See Appendix 10.
All relevant staff are trained in manual handling. Relevant staff are identified by their
role/job description and are offered training accordingly. Any staff who feel they may
need this training should contact the Business Manager as soon as possible.

3.26

Mechanical and Electrical Equipment (fixed & portable)
Portable electrical equipment is tested annually by a NEIC contractor, major fixed
electrical testing is carried out every 3 or 5 years dependant on the area by Kirklees
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council.
Records of the tests and associated findings are available to view online.
Any items brought from home must be tested before they can be used (see the
premises team). All faulty equipment should be reported to the premises staff who will
arrange for repair or disposal.
The school organises the portable testing for the kitchen and the equipment used by
the cleaning staff is tested by their nominated PAT testers.
3.27

Minibus
The school has two minibuses and these are managed by the Business Manager.
Staff have to check the availability with the Business Manager and reserve the vehicles
accordingly. A list of minibus drivers is also available from the Business Manager and
staff need to arrange for a qualified drivers to go on their trip.
The vehicles are insured through Kirklees Council Insurers and only authorised drivers
are allowed to drive the vehicles. There is a safety check sheet with the vehicle which
all drivers need to complete prior to and after each journey.
All major safety checks, servicing and MOT tests are carried out by Kirklees Council
transport services as part of the SLA.
A minibus guidance document is available for all drivers of the school minibus and
includes contact information in case of an emergency. The licences of all minibus
drivers are checked on an annual basis.

3.28

Monitoring the Policy and results
Health and safety checks are carried out annually by the Business Manager and
Premises Managers. This is followed up with an action plan to address any issues
identified during the inspection.
Accident and incident reports are monitored and reviewed by the Business Manager
with any findings being reported back to the Resources Committee. Any patterns
within the incidents are referred to the school nurse and Year Leader.

3.29

New & Expectant Mothers
Once informed of a pregnancy, the Business Manager meets with the expectant
mother and carries out an individual risk assessment.

3.30

Noise
The ADT department have ear defenders available for staff or pupils to use when they
are operating noisy machinery within the department.
Premises staff are provided with ear defenders to use when operating noisy equipment
as part of their PPE.

3.31

Posters on Health and Safety Law
Health and Safety posters are on display in the main school reception area, design,
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science, the staffroom and Acorn house.
A copy has been included in this policy, see Appendix 13.
3.32

Personal Protective Equipment (PPE)
Premises staff are provided with safety boots, trousers, polo tops, wet weather jackets
and wellington boots are also provided for use during inclement weather. All necessary
PPE to carry out the job in hand is available to use.
Staff who carry out first aid duties have a supply of protective gloves and equipment.
Students doing food technology, science and technology lessons are provided with
aprons and goggles to wear as stated within their departmental policies.
Students taking part in sporting activities are required to wear the correct PE kit and
shin pads as directed within the PE department’s document and also in the pupils
planners.
All staff doing duties before, during and after school are provided with high vis vests or
waterproof jackets to wear during inclement weather.

3.33

Reporting Defects
Any defects have to be reported to the premises manager using the email system
(caretaker@w-h-s.org.uk). Premises staff prioritise these requests and attend to them
accordingly, any issues beyond the remit of the site staff are passed on to an
appropriate contractor. Issues that arise throughout the day that cannot be repaired
immediately will be made safe and where possible isolated until a permanent repair
can be carried out.
Any hazards or repairs that are likely to incur large financial costs are passed to the
Business Manager for authorisation before being dealt with.

3.34

Risk Assessments
The Science, PE, Performing Arts and ADT departments have their own curriculum risk
assessments held with the respective departments.
There is a comprehensive list of other risk assessments located within the health and
safety section of the school shared area. The VLE will be updated in due course.
Staff arranging trips/visits should carry out their own risk assessments based on the
nature of the proposed activity. These are undertaken using the EVOLVE system.
A risk assessment will be undertaken for a pupil who is returning to school if the pupil
has a letter from the hospital regarding adjustments or the parents have been advised
of the adjustment. In most cases adjustments to a pupil’s timetable can be agreed
with a Year Leader who has a generic risk assessment template. Also see section
3.20 Injury Pupil / Staff.
Staff will need to meet with the health and safety co-ordinator before starting work.
For more information on the risk management process see Appendix 9.
Please contact the Business Manager or premises team for further information.
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3.35

School Emergency Management Team (SEMT)
The school emergency management team (SEMT) is in place to assist in the reduction
of the consequences of major hazards and risks and to action a recovery plan in the
event of a serious accident. The team acts as a decision making influence for the
management of the incident.
Procedures and practices are in place for handling emergency situations and
communicating these to all staff. The emergency plan is reviewed on an annual basis
and after any practice, if deficiencies are found immediate corrections are made.

3.36

Security and safety of the Site
Grounds maintenance works are carried out on behalf of the school by a private
contractor. Some minor works are done by the premises team.
The school site is surrounded by a security fence. The grounds and the buildings are
covered by a number of CCTV cameras. The main school and Acorn House have a
monitored security system in operation when the buildings are vacant and if the alarm
is activated.
Staff access the site using a swipe card that logs the details of the user. Once inside
staff sign in using the inventory system (in reception), pupils and visitors all gain entry
via the front gate, visitors are required to sign in and are issued with a visitors badge
including photograph for the duration of their stay, all staff have to wear their ID badges
and anyone not wearing one should be challenged. Visitors with a green lanyard have
been DBS checked and can walk around the site unaccompanied. Visitors with a red
lanyard must be accompanied at all times.
Gates are locked once the school day begins and access is then controlled by the
receptionist or individual access cards.
Internal classroom doors should be kept locked when not in use; students are not
permitted to remain in classrooms unattended.
The school gates are reopened and manned by duty staff just before the school day
finishes, entry/exit then reverts back to the main school gate once the pupils have
vacated the site.
The premises are secured and alarmed each evening by a member of the premises
team.

3.37

Signs and Signals
All correct signage is located in the relevant places, this is checked regularly by the
premises staff and replaced if damaged or missing.

3.38

School Trips/ Off-Site Activities
The school has an appointed educational visits coordinator and follow the guidance set
out by Kirklees Council for off site visits. Copies of risk assessments are required from
venues that are to be attended.
The staff organising the trip is responsible for ensuring that risk assessments are
completed for all trips and that they have first aid cover.
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3.39

Slips, Trips and Falls
The school recognises the main cause of accidents is slips, trips and falls. It is the
responsibility of the teacher to ensure that their classroom has clear traffic routes and
that exit routes are kept clear. The school ensures regular inspection of communal
areas. All hazards, obstructions, spillages, defects or maintenance requirements are
reported to the Premises team (caretaker@w-h-s.org.uk). All users of the site are
expected to be vigilant and aware of possible hazards.

3.40

School Buildings
The school consists of the main site and Acorn House.
Acorn House is covered by the same policies and procedures as the rest of the school
site.

3.41

Smoking
The school is a non-smoking establishment and smoking is not permitted on the site.
This includes the grounds and car parking areas. The appropriate signage alerting
people to this fact is displayed at the entrance to the building.

3.42

Staff Consultation and Communication
The Resources Committee meets half termly and health and safety is a statutory part
of this committee.
Staff are able to report issues directly to the Business Manager or the Premises Team.
Communication is via email or briefing notes.
Health and Safety files including policies, Risk Assessments, Guidance and PAMP are
located in the Business Managers or the Premises Office.
Advice on specific issues can be obtained from hse.gov.uk or CLEAPSS

3.43

Supervision
The Child Protection and Safeguarding policy is retained on the website. Duty rotas are
prepared to ensure supervision at breaks and lunchtimes.
Lunchtime supervisors are also employed.
Pupils are not allowed to leave the premises during the school day unless they have
been signed out.
All visitors including contractors are asked for their DBS information.

3.44

Temporary Staff
Temporary staff are provided with information and guidance which includes relevant
health and safety policy information, fire and emergency, safeguarding procedures etc.
All temporary staff are subject to a satisfactory DBS check which is recorded on the
single central record.
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3.45

Training and Development
All new staff are directed to the Health and Safety Policy, Risk Assessments and the
guidance in the health and safety section on the staff shared area of the school’s VLE,
during their initial induction. Please note the VLE is currently being updated.
New staff requiring specific training which they would need to carry out their job ie.
manual handling are trained as soon as possible after commencement, any other staff
requiring training have to be identified by their Manager.
The Business Manager and Premises Managers have been IOSH trained.
All First Aiders are trained by St Johns Ambulance.

3.46

Vehicles on Site
There are separate gated entrances for pedestrians and vehicles. The pedestrian gate
is operated by a swipe card or via an intercom linked to reception.
Deliveries are not permitted during busy periods ie. break and lunch.
All vehicle movement at the front gate is restricted from 14.45 hours to 15.10 hours to
enable the pupils to exit safely. The rear pedestrian gate at Park Croft is opened from
14.50pm to 15.00pm to ease the congestion on Stockhill Street.
Staff are on duty at both exit points and wear high visibility clothing and carry radios.
The speed on entry and leaving the premises is clearly marked at 5mph.

3.47

Vibration
If it is felt that the use of certain tools by a member of staff would expose them to
excessive vibration, then an alternative method would be considered or an external
contractor with access to safer equipment would be considered.

3.48

Violence to Staff
The school adopts Kirklees guidance with regard to violence.
Staff are encouraged to complete incident reports for more serious violent incidents
even if they do not involve injury.

3.49

Visitors
Visitors are required to sign in and out at the school office.
Staff challenge anyone on the school site without a badge. Visitors who have a green
lanyard are DBS checked and can be left unattended. Visitors with a red lanyard have
to be escorted by a member of staff at all times.

3.50

Volunteers
Volunteers are provided with information and guidance which includes the health and
safety policy information, fire and emergency, safeguarding procedures etc. All
temporary staff are subject to satisfactory DBS check which is recorded on the single
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central record.
3.51

Waste Management
Refuse is collected weekly by Kirklees Council. A skip for paper recycling is also
emptied by them on request. Cardboard is collected on a fortnightly basis on the same
collection cycle as the residents recycling bins.
Cathedral Hygiene dispose of any hazardous waste. There is a sharps bin on site.
Old light tubes are collected and disposed when necessary by the provider as part of
the Government levy charged on purchasing the lighting equipment.

3.52

Water Quality/Temperature/Hygiene
Measures are in place to guard against the risk of legionella, water quality checks are
carried out by a Kirklees appointed contractor monthly, quarterly and bi-annually.
Annual checks are outlined in the manual and a file is kept in the main office.

3.53

Weather
At times of heavy snow a contractor is called to remove snow and make
pathways/driveways safe for pedestrians and vehicles, light snow and ice is dealt with
by the premises staff using a supply of grit that is held on site.
Staff are informed of any closure by their line manager or text message from the
school. All staff have to ensure that their manager has an up to date contact number.

3.54

Welfare
To ensure that minimum welfare standards are met for temperature, ventilation,
lighting, water supply, washing facilities, toilets etc all building refurbishment works are
completed to the current recommended health and safety requirements.
Heating and ventilation is monitored by TREND and is adjusted accordingly on site on
a daily basis to suit the needs of the school. Water safety and quality is monitored by a
Kirklees appointed contractor.
Lighting is being improved to incorporate more LED panels on a rolling programme as
budgets allow.
Toilet and washing facilities are sufficient and are refurbished when the need arises.

3.55

Wellbeing
The school acknowledges the issues surrounding wellbeing and work life balance and
buy back annually into Kirklees Council’s Occupational Health Services.
Excessive levels of stress can lead to mental and physical ill health including
depression. The school would like to minimise work related stress so far as is
reasonably practicable. Staff who are suffering from work related stress resulting from
pressure of work or following a traumatic experience at work should speak to their
manager as soon as possible.

25 of 47

Any one requiring a stress risk assessment or workplace assessment should contact
the Business Manager or the PA to the Head.
3.56

Work Experience
All Work Experience is managed by the Widening Participation Team in school who
conduct or organise for an outside provider to complete the relevant checks and risk
assessments for all Work Placement.

3.57

Working at Height
Premises staff and other regular equipment users are trained in the use of access
equipment and ladder safety. Other staff who have not been trained can use small
steps or elephant’s feet which are available within most departments.
Staff are actively stopped from using tables or chairs to put up displays etc. Pupils
should not use any “working at height equipment”. A health and safety noticeboard is
available in the staff room which shows examples of the correct equipment to use.
See Appendix 11.
A small speedy access scaffold tower is available for premises staff use as they have
been trained to use this.
All access equipment should be checked prior to use and have a thorough service
annually. The records are kept in a file in the premises office.
All staff should be aware that even with relevant training, suitable clothing and footwear
should also be worn. Care needs to be taken to not overstretch when using a ladder.
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Part 4

Key Performance Indicators

It is important that managers can monitor the health and safety performance of their premises
in order to determine where progress is being made and where further actions and resources
may be required.
Essentially these are the annual targets/objectives that the governing body and the school set
themselves in relation to their own health and safety policy and the subsequent organisation
arrangements in place to meet that policy.
The areas Westborough High School will be prioritising are:


Health and Safety Policy reviewed and updated.



Review and update the Emergency Plan including Lockdown.



All Risk Assessments reviewed (including those for specific departments).



Reports of first aid incidents (pupils and staff) - analysed for trends.



Report of staff ill health cases (broken down by type).



Organising Safety Committee Meetings.



Reports from internal inspections.



Number of fire alarms (tests and false alarms).



Number of safety training courses identified/completed /recorded (who/when).



Governors Health and Safety Report Completed (Spring Term).



Results of any Corporate Safety Audit/Inspection (used for new targets).
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Appendix 1
(To be completed by a first aider)
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Appendix 2
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Appendix 3
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Appendix 4

Flowchart – Staff
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Appendix 5

Flowchart – Student Services
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Appendix 6

Flowchart – Reception
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Appendix 7

Flowchart – First Aiders
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Appendix 8

Flowchart – SLT
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Appendix 9

Managing Risk
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Appendix 10

Manual Handling
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Appendix 11

Working at Height
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Appendix 12

Fire Alarm Test
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Appendix 13

Health and Safety Law
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Appendix 14

Core Principles of Health and Safety
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