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Health & Safety Policy 
 
 
INTRODUCTION 
 
Orchard Hill College and Academy Trust (OHC&AT) is a family of specialist providers 
working together for mutual benefit. OHC&AT is committed to providing outstanding 
educational opportunities for all our pupils, students and apprentices and has adopted 
the ‘plan, do, check, act’ approach as advised by HSE (please see Appendix B for 
details). The purpose of this policy is to ensure a safe and healthy environment for 
pupils and students, apprentices, staff, visitors, contractors and the general public, in 
all OHC&AT settings, at all times; to provide information, training and supervision 
necessary to ensure the above as well as robust health and safety within all OHC&AT 
related activities; and to ensure full compliance with the Health and Safety at Work Act 
1974 and other relevant legislation. 
 
Statement of Policy 
 
In pursuance of our responsibility to maintain a safe and healthy environment, 
OHC&AT will, so far as is reasonably practicable: 
 

1. take steps to safeguard the health, safety and welfare of all individuals on the 
premises; 

2. provide adequate working conditions with proper facilities to safeguard the 
health and safety of personnel and to ensure that any work which is undertaken 
produces no unnecessary risk to health or safety 

3. encourage persons on the premises to co-operate with OHC&AT in all safety 
matters, in the identification of hazards which may exist and in the reporting of 
any condition which may appear dangerous or unsatisfactory 

4. provide and keep plant and equipment and systems of work that are safe and 
suitable; 

5. provide such information, instruction, training and supervision as is necessary 
to promote the health and safety of pupils/students, apprentices, staff and 
visitors, enabling individuals to avoid hazards and contribute to their own health 
& safety 

6. make suitable and sufficient assessment of the risks to the health and safety of 
employees and of persons not in the employment of OHC&AT arising out of or 
in connection with the College or Academy’s activities 

7. Provide specific information, instruction, training and supervision to personnel 
who have particular health and safety responsibilities (e.g. a Health and Safety 
Officer or Representative) 

8. Maintain safe arrangements for the use, handling, storage and transport of 
articles and substances 

 
All staff (including volunteers and agency workers), pupils/students, apprentices, 
parents/carers, governors and visitors are expected to abide by OHC&AT health and 
safety policies and practices. 
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While this policy covers many aspects of health and safety management, OHC&AT 
recognises that health and safety considerations intertwine with many other working 
practices including safeguarding/child protection, lone working, health and wellbeing, 
learning outside the classroom etc. The reader is therefore strongly advised to read 
this policy in conjunction with all those listed under Related Policies and Procedures, 
and to be aware of the regulations as listed under Additional Information (links) and in 
the individual site/centre Health & Safety Statement of Arrangements (Appendix C). 
 
It is also based on the Health and Safety at Work Act 1974, advice from the 
Department for Education and the following additional legislation to the original Health 
& Safety at Work Act 1974: 
 

 Management of Health and Safety at Work Regulations 1999: require 
employers to carry out risk assessments, make arrangements to implement 
necessary measures, appoint competent people and arrange for appropriate 
information and training. 

 Workplace (Health, Safety and Welfare) Regulations 1992: cover a wide range 
of basic health, safety and welfare issues such as ventilation, heating, lighting, 
workstations, seating and welfare facilities. 

 Health and Safety (Display Screen Equipment) Regulations 1992: set out 
requirements for work with Visual Display Units (VDUs). 

 Personal Protective Equipment at Work Regulations 1992: require employers 
to provide appropriate protective clothing and equipment for their employees. 

 Provision and Use of Work Equipment Regulations 1998: require that 
equipment provided for use at work, including machinery, is safe. 

 Manual Handling Operations Regulations 1992: cover the moving of objects by 
hand or bodily force. 

 Health and Safety (First Aid) Regulations 1981: cover requirements for first aid. 
 The Health and Safety Information for Employees Regulations 1989: require 

employers to display a poster telling employees what they need to know about 
health and safety. 

 Employers’ Liability (Compulsory Insurance) Act 1969: require employers to 
take out insurance against accidents and ill health to their employees. 

 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 
(RIDDOR): require employers to notify certain occupational injuries, diseases 
and dangerous events. 

 Noise at Work Regulations 1989: require employers to take action to protect 
employees from hearing damage. 

 Electricity at Work Regulations 1989: require people in control of electrical 
systems to ensure they are safe to use and maintained in a safe condition. 

 Control of Substances Hazardous to Health Regulations 2002 (COSHH): 
require employers to assess the risks from hazardous substances and take 
appropriate precautions. 

 
In addition, specific regulations cover particular areas, for example asbestos and lead, 
and: 
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 Chemicals (Hazard Information and Packaging for Supply) Regulations 2002: 
require suppliers to classify, label and package dangerous chemicals and 
provide safety data sheets for them. 

 Construction (Design and Management) Regulations 1994: cover safe systems 
of work on construction sites. 

 Gas Safety (Installation and Use) Regulations 1994: cover safe installation, 
maintenance and use of gas systems and appliances in domestic and 
commercial premises. 

 Control of Major Accident Hazards Regulations 1999: require those who 
manufacture, store or transport dangerous chemicals or explosives in certain 
quantities to notify the relevant authority. 

 Dangerous Substances and Explosive Atmospheres Regulations 2002: require 
employers and the self-employed to carry out a risk assessment of work 
activities involving dangerous substances. 

 
OHC&AT follows national guidance published by Public Health England when 
responding to infection control issues. 
 
Statement of Intent 
 
The following document will be displayed on all central noticeboards in each of the 
OHC&AT provisions.  
 
The OHC&AT Board of Directors recognise its duties under the Health and Safety at 
Work Act etc. 1974 and other statutory and common law duties, and accepts its 
responsibilities for the health, safety and welfare of its employees, pupils and students, 
apprentices, and those who may be affected by the operations of Orchard Hill College 
and Orchard Hill College Academy Trust. It regards the management of health and 
safety as an integral part of its business and as a management priority. 
  
The OHC&AT Board of Directors undertakes to ensure, through its management 
structure, as far as is reasonably practicable, to provide safe places of work, safe 
equipment, safe systems of work, information, training and supervision as may be 
needed to create and maintain a safe and healthy professional and educational 
working environment. 
 
The OHC&AT target is for zero accidents and zero work-related ill health to be 
achieved by applying current best practice in health and safety management. 
Compliance with current health and safety legislation is therefore regarded as the 
absolute minimum standard acceptable. 
 
Proper management of health and safety issues is seen as an integral part of the 
efficient management of OHC&AT’s activities, and critical to developing the 
educational and professional culture of the schools and College centres, establishing 
and maintaining a solid reputation with all stakeholders. 
 
All staff, volunteers, pupils, students and apprentices are expected and encouraged 
to be proactive on health and safety issues as part of the continued development of 
the health and safety culture of OHC&AT. 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
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All employees are expected to read the relevant sections of the Health & Safety 
Arrangements and Procedure document, familiarise themselves with its provisions 
and carry out their defined responsibilities. A copy of the Health & Safety 
Arrangements and Procedure document will be held in a suitable location (e.g. staff 
room, school office) at each OHC&AT provision and will be made available to all 
employees. 
 
All employees, contractors and sub-contractors are required to cooperate with 
OHC&AT and their colleagues in implementing the Health and Safety Policy and shall 
ensure that their own work is without risks to themselves and others as far as is 
reasonably practicable. 
 
OHC&AT will provide appropriate training and make available competent health and 
safety advice and adequate resources including time and money so that legal 
obligations may be met. 
 
 
RESPONSIBILITIES 
 
Within OHC&AT 
 
The OHC&AT Board of Directors will: 

 Ensure that this policy is reviewed annually. 
 Ensure that health and safety remains a key consideration in any strategic 

planning across OHC&AT. 
 Monitor organisational health and safety performance via Health and Safety 

reports, Incident & Accident reports and feedback to the Board from the Health 
& Safety, Child Protection and Safeguarding Portfolio Directors. 

 
The Executive Senior Leadership Team (ESLT) will: 

 Ensure that comprehensive health and safety procedures are in place 
throughout the organisation, and that procedures are regularly updated in 
response to new and emerging information around health and safety. 

 Ensure that all relevant policies, procedures and information are communicated 
to senior leadership teams at each OHC&AT provision for dissemination to 
staff. 

 Ensure that adequate resources are made available to meet new and emerging 
risks. 

 Monitor health and safety performance at each OHC&AT provision through the 
monthly monitoring system. 

 Regularly report to the Board of Directors on health and safety performance 
across OHC&AT. 

 Receive and act upon information relating to health and safety from Principals, 
portfolio governors, the OHC&AT Health and Safety Committee and other 
relevant OHC&AT stakeholders. 
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The Health & Safety Committee will: 

 Work closely with the ESLT and with staff at each OHC&AT provision to ensure 
that: 

o all maintenance and minor work arrangements are suitable and minimise 
the risk of accidents or ill health; 

o contractors are suitably monitored and have access to relevant 
information; 

o regular health and safety works e.g. inspection of play equipment or fire 
alarm tests are carried out and recorded adequately. 

 Have a broad overview of health and safety matters 
 Keep OHC&AT’s Health & Safety Policy and Health & Safety Statement of 

Arrangements under review. 
 Take such action as may be required to ensure that OHC&AT fulfils its 

responsibilities for health and safety. 
 Report regularly to the ESLT on their performance of these responsibilities. 
 Ensure a safety tour of each OHC&AT site/centre is carried out at least annually 

and reported to the next meeting of the Health and Safety Committee. The tour 
shall include an inspection of any first aid or accident log. 

 
Within each OHC&AT provision 
 
Governors will: 

 Monitor health and safety performance within the College or Academy via 
Health and Safety reports, Incident and Accident reports and feedback from the 
designated Health & Safety, Child Protection and Safeguarding 
Representatives. 

 
Principals/Directors will: 

 Regularly assess the risks to health and safety of staff, pupils, students, 
apprentices, volunteers and visitors, ensuring workplaces remain safe and 
healthy environments, paying particular attention to the needs of young persons 
(under 18 years of age). 

 Make arrangements for implementing the health and safety measures identified 
as necessary by this risk assessment. 

 Prevent or adequately control exposure to substances that may damage health. 
 Ensure that the induction and training of all staff is comprehensive and up to 

date. 
 Ensure that appropriate equipment is in place and in good working order. 
 Regularly report to Governors and the Health & Safety Committee on health 

and safety within the College or Academy. 
 Ensure that staff are kept informed of health and safety matters through regular 

internal communication such as briefings, bulletins and training. 
 Ensure the safety and care of visitors whilst on the premises. 
 Ensure injuries, diseases and dangerous occurrences are appropriately 

reported via systems and processes as identified in the Health & Safety 
Statement of Arrangements document (Appendix C) 

 Participate in health and safety training as identified by ESLT 
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Staff (including volunteers and agency workers) will: 

 Ensure they are aware of this and other related policies and procedures and 
put them into practice at all times. 

 Report and record any incidents or accidents promptly and thoroughly. 
 Report any damage to equipment promptly. 
 Understand that all OHC&AT employees have a responsibility to help maintain 

a healthy and safe workplace and to take reasonable care of themselves and 
others. 

 Carry out risk assessments in accordance with the OHC&AT Risk Assessment 
Policy. 

 Participate in health and safety training as identified and agreed with their line 
manager. 

 Not to interfere with, or misuse, anything provided for health, safety and welfare 
purposes. 

 
Visitors and Contractors 
 
On arrival all visitors, including contractors and/or their workers and volunteers, must 
sign a record of the date and time of their arrival and, on leaving, record their time of 
departure in the log book found in reception. The member of staff who has organised 
the visit will ensure a representative is available to escort them and take responsibility 
for the visitor(s)/volunteer(s) whilst on site which includes assisting in evacuation from 
the building during an emergency or arranging help in the event of an accident. 
 
Visitors, volunteers and/or contractors working in the building should report any 
concerns relating to their own safety or suspected unsafe working practices to the 
OHC&AT representative as designated on posters within the main reception area of 
each building, who will investigate and report as appropriate. 
 
Other Responsibilities 
 
Annual Safety Audits are routinely commissioned for OHC&AT provisions, assisted by 
the caretaker and the Principal of the College or Academy. All reports are sent to the 
Principals/Directors and the Director of Business Services, who then shares these with 
the Health & Safety Committee for monitoring purposes. 
 
 
HEALTH AND SAFETY 
 
Accident, Incident, Violence, Near Miss reporting 
 
Accidents/Incidents are to be reported as soon after the event as possible using the 
appropriate reporting system. Any injury or near miss suffered by staff/ students/ 
apprentices/ visitors/ contractors in the course of employment or whilst on OHC&AT 
premises must be recorded, however slight. 
 
It is a requirement under the Management of Health & Safety at Work Regulations 
1999 for all accidents/incident to be investigated. It requires employers to plan, 
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organise, control, monitor and review health and safety arrangements. Health and 
safety investigations form an essential part of this process. 
 
Health & Safety incident, accident, near miss reporting and investigations will be 
recorded via the SHE Assure (Capita) electronic system and monitored by the Health 
& Safety Committee. Reports will be uploaded from the system to the OHC&AT 
dashboard on a monthly basis to summarise the data and provide an analysis of 
accident, incident and near misses which is accessible to ESLT, Senior Leadership 
Teams and Health & Safety Committee members.  
 
Serious accidents or incidents must be reported to the relevant Principal and Health & 
Safety Representative immediately as indicated in the Health & Safety Statement of 
Arrangements document (Appendix C). 
 
Asbestos 
 
This policy should be read in conjunction with the Asbestos Management Guidance 
referred to in the Health & Safety Statement of Arrangements document (Appendix C). 
 
All sites/centres will have an Asbestos Management plan in place and will have a 
designated Asbestos Duty Holder who will monitor records at their allocated OHC&AT 
provision. 
 
The Principal of the individual site/centre will be responsible for ensuring the Asbestos 
Management plan is adhered to at all times.  
 
Where damage to asbestos (or suspected asbestos) material has occurred the area 
must be evacuated and sealed, the incident recorded in the SHE Assure Health & 
Safety System and the designated Health & Safety representative informed. 
 
The Health & Safety Committee will review Asbestos Management across OHC&AT 
on an annual basis. 
 
Control of Substances Hazardous to Health (COSHH) 
 
Principals/Directors have overall responsibility for the Control of Substances 
Hazardous to Health (COSHH) procedures relating to COSHH within their respective 
OHC&AT settings. 
 
All COSHH issues relating to external contractors will be carried out in accordance 
with the Policy on the Safety Arrangements for Building Contractors. 
 
All chemicals and harmful substances will be suitably risk assessed and stored to 
minimise the risk. These assessments will be stored on the SHE Assure Health & 
Safety system alongside the safety data sheet and staff who are working with the 
chemicals/substances should familiarise themselves with the information prior to use. 
Where appropriate, OHC&AT provisions will follow CLEAPSS guidance in relation to 
the use and storage of chemicals when used in practical science and technology. 
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The Academy or College will adhere to CLEAPS guidance document ‘L93: Managing 
Ionising Radiations Radioactive Substances in Schools/Colleges’ (2013). 
 
Curriculum safety 
 
OHC&AT recognises that some curriculum areas represent an increase in risk; these 
areas hold specific health and safety policies and arrangements, which are regularly 
reviewed and communicated to the relevant staff. Although not exhaustive, the 
principal subject areas are: 
 

 Design and Technology 
 Drama and Theatre Arts 
 Physical Education 
 Science 
 Outdoor Education 
 ICT 
 Offsite Visits 

 
Where these subjects are practised, the subject teacher/leader will be responsible for 
ensuring risk assessments are in place and a safe working environment is maintained.  
This is regularly monitored by the Principal via learning walks/observations. 
 
All staff are encouraged to ensure that pupil/student/apprentice health and safety, and 
the transferable skill of risk assessment and control, forms an integral part of the 
curriculum. The curriculum in this context will cover risks to mental and physical health 
and physical safety. 
 
Allergy awareness classes are encouraged. 
 
Infection prevention and control 
 
OHC&AT follows national guidance published by Public Health England when 
responding to infection control issues.  
 
Manual handling 
 
All staff must make themselves aware of the contents of the OHC&AT Moving and 
Handling Policy. This policy is designed to ensure that: 

 There is clear understanding of the measures that must be taken by both 
managers and staff to reduce the risk of injuries being incurred when 
undertaking moving and handling. 

 All pupils/students, apprentices, staff and other parties are safe from injury 
caused by carrying out, or being party to, any manual handling activities. 

 Safety and comfort for the individual is maximised. 
 All staff recognise the importance of respecting a person’s dignity and wishes 

at all times when carrying out manual handling procedures. 
 All staff are aware of the correct procedures involved in manual handling and 

adhere to these at all times. 
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 All staff are aware of the process to communicate manual handling procedures 
to others. 

 All staff are aware of and adhere to the procedures that need to be followed in 
the event of a ‘near miss’ (any situation where any persons, particularly pupils, 
students or apprentices, are exposed to unnecessary risks which are liable to 
result in injury) and/or accidents/incidents relating to manual handling. 

 Legal requirements are met. 
 
The policy has been written with reference to the following legislation: Lifting 
Operations and Lifting Equipment Regulations (LOLER) 1998, Health and Safety at 
Work Act (HASWA) 1974, and the Provision and Use of Work Equipment Regulations 
(PUWER) 1998. 
 
Display screen equipment 
 
Every DSE user will have a risk assessment completed to make sure they know how 
to adjust and set up the workstation correctly. It is the responsibility of line managers 
to ensure relevant staff complete assessments but it is encouraged for all DSE users 
to complete the online training to carry out their own workstation assessment, 
forwarding the completed assessment to their line manager. Information on completing 
DSE training is available from the OHC&AT Training Department. 
 
Principals/Directors will periodically organise, within their respective provisions, a 
review of DSE user risk assessments, at least annually, or when there have been any 
significant changes to the workstation. A review of the original assessment must be 
undertaken as soon as is practicable by the line manager when an employee 
complains of musculoskeletal or other health issues that could be attributed to, or 
aggravated by, working with DSE. 
 
Further information and support on this subject can be obtained from OHC&AT HR. 
 
Equipment (including electrical equipment) 
 
All equipment and apparatus will be suitably installed, inspected and maintained. Staff 
members will check equipment before use, and any faults will be reported to the 
Principal or senior manager. Equipment known to be faulty must not be used, even for 
short durations. 
 
Pupils, students and apprentices will be instructed on the safe use of equipment and 
suitably supervised dependent on the task and the equipment being used. 
 
All staff have a responsibility to visually check electrical equipment before use and to 
report damage or failure. Damaged or faulty electrical items should be removed from 
use immediately and made known to the caretaker at the relevant setting and/or the 
OHC&AT Head of Facilities or Principal. In the case of IT equipment, notification 
should be made to the OHC&AT IT team. 
 
No member of staff should attempt to repair an electrical item, including changing 
fuses or plugs. 
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All electrical equipment will receive portable appliance testing (PAT) carried out by an 
external contractor on a bi-annual basis. The onsite staff who have been suitably 
trained to carry out Portable Appliance Testing (PAT) will apply a risk-based approach 
as recommended by the HSE, monitoring plugs of appliances, checking, labelling and 
signing as appropriate between external checks. If site staff do not carry out PAT, then 
a competent contractor is used. 
 
PAT testing is carried out as appropriate for the equipment and its usage. Electrical 
appliances from staff homes should not be used in College/Academies unless they 
have been PAT tested and approved by suitably trained personnel. 
 
The College/Academy’s electrical installations are tested every five years (fixed wire 
testing) and appropriate certificates held in central health & safety folders. 
 
External contractors 
 
Contractors will only be admitted to OHC&AT premises in accordance with the Safety 
Arrangements for Building Contractors (see Health & Safety Statement of 
Arrangements document – Appendix C).  
 
Fire 
 
This should be read alongside the OHC&AT Fire Safety Policy and associated 
Appendices. 
 
OHC&AT operates a Fire Log at each College centre/Academy, containing all fire 
related documentation which is held in a centrally accessible location. The log will 
include records on all fire safety checks including alarm tests, maintenance, 
emergency lighting and risk assessments. Checks are done on a daily/ weekly/ 
monthly/ termly or annual basis and are monitored by the Head of Facilities or the local 
School Business Manager/Officer Manager. 
 
Central compliance checks on fire safety are held centrally by OHC&AT. 
 
The Principal at each OHC&AT provision is responsible for ensuring, as part of staff 
training/induction, that everyone is aware of procedures in the event of a fire threat or 
other need to evacuate the premises.  
 
First aid – general 
 
OHC&AT will ensure there is a sufficient level of first aid coverage for the activities 
being carried out by staff and pupils/students/apprentices. This will include suitably 
trained first aiders and adequate first aid supplies which are regularly checked and 
stocked. 
 
A list of trained first aiders can be obtained from the administrator/school office of the 
relevant OHC&AT provision. 
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Please refer to the First Aid Policy for further details. 
 
Food Hygiene  
 
When handling or preparing food there are specific hygiene requirements: 

 Regularly wash hands before and during food preparation and especially after 
using the lavatory; 

 Tell your line manager of any skin, nose, throat, or bowel problem, prior to 
handling food; 

 Ensure cuts or sores are covered with correct waterproof dressings; 
 Keep yourself clean and wear clean clothing; 
 Never cough or sneeze over food; 
 Clean as you go. Keep all equipment and surfaces clean; 
 Prepare raw and cooked food in separate areas. Keep perishable food covered 

and either refrigerated (less than 8”C) or piping hot (above 63”C); 
 Ensure waste food is disposed of properly. Keep the lid on the rubbish bin and 

wash your hands after putting waste in it; 
 Avoid handling food as far as possible; 
 Tell your line manager and report to a member of the facilities team of any 

defects or concerns regarding the facilities – e.g. uncleanness, refrigeration 
malfunction, cracked food preparation surfaces. 

 
Gas leak/bomb threat 
 
In the event of a gas leak, bomb threat or other critical incident, refer to the 
Arrangements and Procedure document. If necessary, the Critical Incident Business 
Continuity Plan should be followed.  
 
Glazing 
 
OHC&AT holds an up to date Glazing Survey and regularly monitors glazing as part 
of the premises inspection. The Premises Manager/Caretaker at each provision is 
responsible for monitoring glazing and for bringing areas of concern to the attention of 
the Principal and/or the OHC&AT Head of Facilities. 
 
Glazing management will be monitored by the Health & Safety Committee and 
reviewed on an annual basis.. 
 
Housekeeping and caretaking 
 
Housekeeping and caretaking is regularly monitored by the OHC&AT Head of 
Facilities and the relevant Principal to ensure a good level of cleanliness and security 
in all College centres/Academies. 
 
Premises officers will regularly check each provision to ensure hazards are removed 
and a safe working environment is maintained. 
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Hygiene and Waste Disposal 
 
Principals/Directors are responsible for ensuring the Infection Control Policy is made 
available to staff and processes are adhered to in their respective provisions. 
 
Facilities for the disposal of waste materials must be kept in a clean and hygienic 
condition. Waste must be disposed of in an appropriate manner and in accordance 
with any special instructions relating to the material concerned. 
 
Clinical waste will be disposed of in line with the Waste Framework Directive via 
approved contractors. 
 
Personal hygiene is actively promoted in all OHC&AT provisions and anti-bacterial and 
clinical wipes are provided as appropriate. 
 
Lettings 
 
This policy applies to lettings. Those who hire any aspect of an Academy or College 
site or any facilities therein will be made aware of the content of the OHC&AT Health 
and Safety policy, and will have responsibility for complying with it. 
 
Play equipment 
 
External and internal play and physical education (P.E.) equipment is regularly 
serviced by external contractors. A checking and maintenance programme is applied 
by all staff prior to any use of equipment and faulty equipment is immediately 
decommissioned. 
 
Risk assessment 
 
All staff should familiarise themselves with the OHC&AT Risk Assessment Policy and 
adhere to their responsibilities in this regard. 
 
Safety tours  
 
The Health and Safety Committee shall actively monitor health and safety 
performance and promote a positive culture by organising annual tours and 
inspections of premises, reporting back to ESLT. All necessary actions as a result of 
the tour shall, where reasonable and practicable, be implemented. The tour will include 
inspection of the first aid and accident records. 
 
Security 
 
Each OHC&AT provision has a designated contractor or staff member who is 
responsible for the opening and closing of the site. 
 
Visitors to all OHC&AT premises will be requested to sign in upon entry and sign out 
upon exit. While on the premises, visitors must wear a Visitor badge and be 
accompanied by a member of OHC&AT staff. 
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All stakeholders, especially staff, are encouraged to be aware and to report where they 
believe visiting adults may not have the correct or appropriate identification. 
 
OHC&AT does not tolerate violence towards staff. Please refer to the Families and 
Visitors Code of Conduct for further details. 
 
Smoking and e-cigarettes 
 
Smoking and the use of E-cigarettes anywhere on OHC&AT premises and grounds is 
not permitted.   
 
Staff, volunteers and visitors are not allowed to smoke in any OHC&AT vehicle. 
 
Stress 
 
OHC&AT is aware that stress can be an issue for all professions. 
 
There is an OHC&AT stress risk assessment that is reviewed annually. The 
assessment gives details of the controls put in place to help all staff manage stressful 
situations and provides information on where further help and guidance can be 
obtained. 
 
Where an individual member of staff has been identified as suffering from stress, an 
individual stress risk assessment will be carried out with them with support from the 
OHC&AT HR Team. 
 
Suspicious packages 
 
If a member of staff is suspicious of a bag or package they should immediately inform 
their line manager or a member of senior management who will make a decision about 
evacuating the building. 
 
If no one is available to report to and a member of staff has concerns, they should 
contact the police immediately. 
 
Please refer to the Critical Incident Business Continuity Plan for further details. 
 
Training 
 
OHC&AT ensures that all staff are provided with adequate information, instruction and 
training to perform their roles. Training requirements are discussed during induction, 
professional development reviews and one to one supervision. Training records are 
kept and reviewed by the Training School and the HR Department, as well as individual 
provisions. 
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Transport 
 
All staff should familiarise themselves with the OHC&AT Travel and Subsistence 
Policy and adhere to their responsibilities in this regard. 
 
Water quality 
 
The Principal is responsible for ensuring effective monitoring of water quality for their 
relative provision in line with the Legionella Policy. 
 
The Health & Safety Committee annually monitors all water checks to ensure these 
are carried out at each location, liaising with Principals/Directors to ensure practice is 
kept to a high standard. 
 
Lone working 
 
Lone working may include: 

 Late working 
 Home or site visits 
 Weekend working 
 Site manager duties 
 Site cleaning duties 
 Working in a single occupancy office 
 

Staff should refer to the Lone Working Policy if any of the above activities are 
undertaken, or participation in a potentially dangerous activity e.g. working at height, 
is to be undertaken by an individual. 
 
Working at height 
 
Staff who have not received ladder training are not permitted to work at height (i.e. 
using ladders/step-stools/chairs) to put up displays. Ladders, step-stools and other 
access equipment are kept on a ladder register and regularly inspected and 
maintained. Records on who has received ladder training is kept by the Training 
Department. All Working at Height operations are required to have a up to date risk 
assessment. 
 
 
APPENDICES 
 
A Safety Arrangements for Building Contractors 
B Plan, Do, Check, Act 
C Health and Safety Statement of Arrangements 
 
 
  



 
 

15 

POLICY REVIEW DETAILS 
 
Version: 1.3 
Reviewer: Stephanie Hill, Stephen Goodsell, Janet Sherborne 
Approval body: Family Board 
Date this version approved: 28th June 2019 
Due for review: Summer 2020 

 
 
RELATED POLICIES & DOCUMENTATION 
 
Administration of Medication and Prescribed Substances in College Policy 
Child Protection, Adult Protection and Safeguarding Policy 
Critical Incident/Business Continuity Plan 
Educational Visits/LOtC Policy 
Emergency Procedures  
Family and Visitors Code of Conduct 
Fire Policy 
First Aid Policy 
Health and Wellbeing Policy 
Infection Control Policy 
Lone Working Policy 
Moving and Handling Policy 
Missing Child Procedure (Academies) 
Missing Student Procedure (OHC) 
Positive Behaviour Policy (Academies) 
Positive Behaviour Policy (OHC) 
Risk Assessment Policy 
Risk Management Policy 
Safety Arrangements for Building Contractors  
Staff Code of Conduct 
Supporting Pupils in Schools with Medical Needs Policy 
Whistleblowing Policy 
 
 
ADDITIONAL INFORMATION (links) 
 
Health & Safety Executive (HSE) – http://www.hse.gov.uk/ 
Health & Safety at Work act – http://www.hse.gov.uk/legislation/hswa.htm 
RIDDOR – http://www.legislation.gov.uk/uksi/2013/1471/contents/made 
RIDDOR – A Brief Guide - http://www.hse.gov.uk/pubns/indg453.pdf 
Construction (Design and Management) Regulations (CDM) – 
http://www.hse.gov.uk/construction/cdm/2015/index.htm 
Control of Substances Hazardous to Health (COSHH) – 
http://www.hse.gov.uk/coshh/ 
 
  

http://www.hse.gov.uk/
http://www.hse.gov.uk/legislation/hswa.htm
http://www.legislation.gov.uk/uksi/2013/1471/contents/made
http://www.hse.gov.uk/pubns/indg453.pdf
http://www.hse.gov.uk/construction/cdm/2015/index.htm
http://www.hse.gov.uk/coshh/
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APPENDIX A: SAFETY ARRANGEMENTS FOR BUILDING CONTRACTORS  
 

Contractors and/or sub-contractors will be required to read this document and to sign 
and return the attached undertaking, confirming that they have read and understood 
the content and undertake to comply with all rules and requirements therein. This 
procedure will form part of the contract between OHC&AT and the Contractor. 
 
On OHC&AT premises, safety in relation to Contractors is a dual responsibility: 
 

a) the Contractor’s liability is to carry out all works in a safe and efficient manner 
which does not put any person or the environment at risk or harm. Compliance 
with all statutory and non-statutory regulations, Approved Codes of Practice 
and standards is essential. 

b) OHC&AT’s liability is to ensure that no activity is undertaken and that no 
substance is used in such a way as to put any person at risk. OHC&AT will 
inform the Contractor of any hazard or potential hazard in the relevant area. 

 
Regulation 9 of the Management of Health and Safety at Work Regulations 
(MoHSWR) makes specific the duty of OHC&AT and the Contractor to co-operate in 
order to ensure that the health and safety of their own and each other’s employees 
and compliance with all relevant statutory obligations. 
 
To achieve maximum safety the Contractor must comply with the rules set out below. 
Failure to do so may result in the cancellation of the contract. 
 
1. All contract works will be carried out at times when pupils/students are not in the 

building except in the event of emergency. 
2. Contractor’s staff working at times when pupils/students are present will be 

escorted at all times by a member of the OHC&AT Facilities team or another staff 
member, if they have not produced a valid evidence of enhanced CRB clearance 
and/or OHC&AT believes it is in the interest of the health and safety of the 
pupils/students, Contractor’s staff and OHC&AT staff. 

3. The Contractor must supply a list of their staff to the Project Manager. 
4. The Contractor’s staff must book in daily at Reception. 
5. Loan of any keys may only be authorised by the Facilities Manager and/or 

Principal and the key issue sheet must be signed. 
6. All accidents involving personal injury, dangerous occurrences, damage to 

OHC&AT property and the use of fire extinguishers must be reported immediately 
to the Facilities Manager. 

7. Dangerous hazards caused by the Contractor (e.g. electrical cable damage, gas 
leaks etc.) must be reported immediately. 

8. The Contractor must report immediately any damage to doors or windows which 
renders them unsafe or which might affect the security of the building. 

9. Dust, fumes, smoke etc. emitted during operations must be properly contained 
and extracted. The procedure for dealing with such emissions must be agreed in 
advance. 

10. Particularly noisy works may need to be scheduled so as to minimise disruption to 
the work of OHC&AT. 



 
 

17 

11. The Contractor must notify the Project Manager well in advance of any planned 
interruptions to services such as power, water, gas etc. 

12. Provision of welfare services and arrangements for use of toilets and washrooms 
must be agreed in advance. 

13. Location for heavy plant (compressors, cranes etc.) must be agreed with the 
Project Manager and whenever necessary with the Local Authority. 

14. The Contractor must supply all necessary protective equipment. 
15. Fire doors, escape routes, access to fire extinguishers and fire alarm call points 

must be kept clear at all times. If this is not possible, then alternative arrangements 
must be agreed in advance. 

16. Appropriate fire equipment must be provided by the Contractor whenever required 
by the type of work. 

17. All waste must be cleared off premises and not allowed to accumulate inside the 
building. Flammable liquids must be stored in approved containers. 

18. COSHH regulations must be adhered to at all times. 
19. If the work to be carried out is likely to trigger any automatic fire detectors in situ, 

alternative arrangements must be agreed. 
20. Any service ducts open or fire barriers breached, must be replaced or sealed as 

soon as possible after each period of work. 
21. Use of cutting, welding and other hot process equipment by the Contractors must 

be agreed in advance and may require a Permit to Work. 
22. Spillages of oil or water on floor or other surfaces must be cleaned up immediately. 
23. The Contractor will not use OHC&AT plant, machinery, equipment or apparatus 

unless given written permission from the Facilities Manager. 
24. All gas supplies and appliances must be installed by engineers who are members 

of the Gas Safe Register. The Contractor must check that those carrying out the 
work are so registered. 

25. Only low voltage tools should be used and they must be supplied from a suitable 
transformer. 

26. The safety of member of the public is paramount. Obstruction by materials and 
plant on footpaths and access ways should be avoided. 

27. All electrical works must be undertaken by NICEIC contractors in accordance with 
latest edition of IEE Wiring Regulations and in compliance with the Electricity at 
Work Regulations. A NICEIC completion certificate to be issued for all works. 

28. The Contractor must not disturb the building fabric before checking first the 
Asbestos register with the Facilities Manager or the designated person for the 
provision. 

29. The Contractor and his staff should acquaint themselves with the fire and 
emergency evacuation procedures, which are displayed around all OHC&AT 
buildings, and should carry out the instructions should the need arise. 
 

If there is any doubt as to whether it is safe to commence work, the Facilities Manager 
must be contacted. 
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ACKNOWLEDGEMENT AND UNDERTAKING 
 
 
I/We confirm receipt of a copy of the OHC&AT Safety Arrangements for 
Contractors. I/We have read and understood the contents and undertake to 
comply with all the stipulated rules and requirements. 
 
Name of Contractor/Company 
 
…………………………………………………………………………………….. 
 
Name of Signatory 
 
…………………………………………………………………………………….. 
 
Signature(s) 
 
…………………………………………………………………………………….. 
 
Date 
 
…………………………………………………………………………………….. 
 
 
IMPORTANT 
 
No contracted work on OHC&AT premises will be permitted to proceed in 
the absence of a signed acknowledgement and undertaking. 
 
Completed Acknowledgement and Undertaking to be returned to the Head 
of Facilities. 
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APPENDIX B: Plan, Do, Check, Act Approach 
 
The HSE has moved away from using the POPMAR (Policy, Organising, Planning, 
Measuring performance, Auditing and Review) model of managing health and safety 
to a ‘Plan, Do, Check, Act’ approach. The move towards Plan, Do, Check, Act 
achieves a balance between the systems and behavioural aspects of management. 
It also treats health and safety management as an integral part of good management 
generally, rather than as a stand-alone system. The high-level descriptions may 
vary, but a summary of the actions involved in delivering effective arrangements and 
how they are frequently described is given in Table 1, under the headings of Plan, 
Do, Check, Act. 
 
Table 1: The read-across between Plan, Do, Check, Act and other management 
systems 
 
Plan, Do, Check, Act  
 

Conventional health and 
safety management 
 

Process safety 

Plan  
 

Determine your 
policy/Plan for 
implementation 

Define and communicate 
acceptable performance 
and resources needed 

Do  Profile risks/Organise for 
health and 
safety/Implement your 
plan 

Identify and assess 
risks/Identify 
controls/Record and 
maintain process safety 
knowledge 
 
Implement and manage 
control measures 

Check  
 

Measure performance 
(monitor before events, 
investigate after events) 

Measure and review 
performance/Learn from 
measurements and 
findings of investigations 

Act Review performance/Act 
on lessons learned 

 
Plan  

 Think about where you are now and where you need to be.   
 Say what you want to achieve, who will be responsible for what, how you will 

achieve your aims, and how you will measure your success. You may need to 
write down this policy and your plan to deliver it.   

 Decide how you will measure performance. Think about ways to do this that 
go beyond looking at accident figures; look for leading indicators as well as 
lagging indicators. These are also called active and reactive indicators.   

 Consider fire and other emergencies. Co-operate with anyone who shares 
your workplace and co-ordinate plans with them.  

 Remember to plan for changes and identify any specific legal requirements 
that apply to you. 
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Do   

 Identify your risk profile 
- Assess the risks, identify what could cause harm in the workplace, who 

it could harm and how, and what you will do to manage the risk. 
- Decide what the priorities are and identify the biggest risks.  

 Organise your activities to deliver your plan. In particular, aim to:   
- Involve workers and communicate, so that everyone is clear on what is 

needed and can discuss issues 
- develop positive attitudes and behaviours.  
- Provide adequate resources, including competent advice where 

needed.   
 Implement your plan   

- Decide on the preventive and protective measures needed and put 
them in place.  

- Provide the right tools and equipment to do the job and keep them 
maintained.  

- Train and instruct, to ensure everyone is competent to carry out their 
work.  

- Supervise to make sure that arrangements are followed. 
 
Check  

 Measure your performance 
- Make sure that your plan has been implemented – ‘paperwork’ on its 

own is not a good performance measure.  
- Assess how well the risks are being controlled and if you are achieving 

your aims. In some circumstances formal audits may be useful. 
 Investigate the causes of accidents, incidents or near misses. 

 
Act  

 Review your performance  
- Learn from accidents and incidents, ill-health data, errors and relevant 

experience, including from other organisations.  
- Revisit plans, policy documents and risk assessments to see if they 

need updating.  
 Take action on lessons learned, including from audit and inspection 

reports 
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Plan, Do, Check, Act should not be seen as a once-and-for-all action:    
 
 

 
 
 

You may need to go round the cycle more than once. 
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APPENDIX C: HEALTH & SAFETY STATEMENT OF ARRANGEMENTS 
 
Introduction 
 
The purpose of this statement is to ensure a safe and healthy environment for pupils 
and students, apprentices, staff, visitors, contractors and the general public, in all 
OHC&AT settings, at all times; to provide information, training and supervision 
necessary to ensure the above as well as robust health and safety within all OHC&AT-
related activities; and to ensure full compliance with the Health and Safety at Work Act 
1974 and other relevant legislation. 
 
OHC&AT Academies and College Centres are required to comply with the Health & 
Safety Policy and the arrangements set out in the below statement. It is the 
responsibility of Principals/Directors and their designated health & safety 
representative to ensure policy and procedure is adhered to and arrangements as 
outlined are followed. The procedures should be tested and reviewed on a regular 
basis to ensure they remain effective and any concerns reported back to the Health, 
Safety & Environment Officer or the Director of Business Services. 
 
Communication 
 
The Director of Business Services, the Health, Safety and Environment Officer, all 
managers and the Principal have a responsibility to consult with members of staff on 
all matters relating to health & safety. Senior managers shall keep staff advised of 
significant findings arising from risk assessments, accident investigations and safety 
audits. Furthermore, employees are urged to consult their Health & Safety 
Representative or senior management should they have any concerns regarding the 
health, safety and welfare of pupils, students, apprentices, colleagues or others using 
the premises. 
 
Monitoring and Review 
 
OHC&AT requires Principals/Directors to monitor and review health and safety 
procedures using the following processes: 
 
1. Keep an accessible copy of their health and safety compliance data available for 

inspection at the relevant College centre/Academy, i.e. Fire Safety, Legionella, 
Asbestos, Risk Assessments, COSHH sheets/information and facility 
management. 

2. Facilitate health and safety tours and inspections. 
3. Address actions arising from safety tours and audits in a timely manner, liaising 

with the Health, Safety and Environment Officer and/or the Director of Business 
Services as necessary. 

4. Provide and monitor analysis reports gained from the SHE Assure (Capita) Health 
and Safety system to promote and maintain a safe and healthy working 
environment. 

5. Actively engage in the investigation of accidents and serious incidents to ensure 
processes are met and future health and safety improvements are implemented. 
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1. RESPONSIBLE PERSONS 
 
Responsibilities are laid out in the OHC&AT Health & Safety Policy. Responsible 
persons are: 
 
OHC&AT Board of Directors H & S 
Representative: 

Eamonn Gilbert (OHC) 
Barbara McIntosh (OHCAT) 

Director of Business Services Stephanie Hill 
Health, Safety & Environment Officer Stephen Goodsell 
Head of Facilities Louise Milton 
Health & Safety Governor: Insert LGB Representative 
Health & Safety Representative: Insert School/Academy/College 

Representative 
Principal/Director: Insert name 
Health & Safety Consultant: Capita 
Safeguarding Lead: Insert name 
Premise Manager/Caretaker: Insert name(s) 

Health & Safety Committee (Hub 
Representative): 

Insert name 

Union Representative: Insert name 
 
2. ACCIDENT AND INVESTIGATION 
 
Accident/Incidents 
 
In the event of injury or illness, deal with the incident as appropriate, i.e. call for a 
member of staff or ring for an ambulance directly. To call an ambulance dial ‘999’ and 
ask for ‘ambulance’. Inform the Principal/Director of your actions. 
 
All accidents are to be recorded on the SHE Assure (Capita) system via the portal 
at https://sheassure.net/ohcat, once on the website click on ‘Health and Safety 
Reporting’ link which is in blue print at the bottom of the main window. Reports should 
be made immediately or as soon as is practical and should include as much detail as 
possible to clearly identify the event, where it occurred and any resulting 
consequences. If in an injured individual is unable to complete the record within a 48 
hour period, an identified colleague or witness should complete in their absence. 
 
Principals/Shared Service Directors are responsible for ensuring serious accidents, 
dangerous occurrences or reportable diseases that may fall within RIDDOR are 
effectively reported via the SHE Assure (Capita) portal and actioned as appropriate. 
The Health, Safety and Environment Officer will take responsibility for reporting to the 
HSE and for monitoring follow up action. 
 
Advice on all aspects of Health & Safety can be gained from the Health & Safety 
Helpdesk (Capita) on 02380 833377 
 
If there is any doubt, advice can also be sought from a member of the Health & Safety 
Committee, the Health, Safety and Environment Officer, the Head of Facilities or the 

https://sheassure.net/ohcat,
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Director of Business Services. The HSE website provides up to date information on 
reportable incidents and diseases. 
 
If an accident results in a fatality, fracture, amputation or other specified injury 
(see Section 3 below), immediately notify the Health, Safety and Environment Officer 
or the Director of Business Services.  
 

IF IN DOUBT, REPORT IT 
 
Accident/Incident Investigation 
 
All accidents/incidents, however small, should be investigated and the findings 
recorded via the SHE Assure (Capita) Health & Safety system. 
 
It is the responsibility of Principals/Directors to ensure the investigation of 
accidents/incidents is evidenced and that risk assessments are reviewed and any 
updates are conveyed to staff as required. 
 
If the accident/incident is considered to be serious, further advice should be sought 
from the Health, Safety and Environment Officer or via the Health & Safety Helpdesk 
(Capita).  
 
3. DEFINITION OF SPECIFIED MAJOR INJURIES OR CONDITIONS 
 
 Fracture of the skull, spine or pelvis; any bone in the arm or wrist, but not a bone 

in the hand; any bone in the leg or ankles, but not a bone in the foot. 
 Amputation of a hand or foot, a finger, thumb or toe; any part thereof if the joint or 

bone is completely severed. 
 Other specified injuries and conditions: 

o The loss of sight of an eye; a penetrating injury to the eye, or a chemical or 
hot metal burn to an eye. 

o Injury (including burns) either requiring immediate medical treatment, or 
involving loss of consciousness, resulting (in either case) from electric shock 
from any electrical circuit or equipment, whether or not due to direct contact. 

o Loss of consciousness resulting from lack of oxygen. 
o Decompression sickness requiring medical treatment. 
o Either acute illness requiring treatment, or loss of consciousness, resulting (in 

either case) from absorption or any substance by inhalation, ingestion or 
through the skin. 

o Acute illness requiring medical treatment where there is reason to believe that 
this resulted from exposure to a pathogen or infected material. 

o Any other injury which results in the person injured being admitted immediately 
to hospital for more than 24 hours. 

 
4. RISK ASSESSMENTS 
 
All staff should refer to the Risk Assessment Policy and the Risk Management Policy. 
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Under the Health and Safety at Work Act 1974 you have to ensure, so far as is 
reasonably practicable, the health and safety of yourself and others who may be 
affected by what you do or do not do. It applies to all work activities and premises and 
everyone at work has responsibilities under it, including the self-employed. Employees 
must take care of their own health and safety and that of others who may be affected 
by their actions at work. They must also co-operate with employers and co-workers to 
help everyone meet their legal requirements. The Management of Health and Safety 
at Work Regulations 1999 also apply to every work activity and workplace. This 
requires all risks to be assessed and where necessary controlled. 
 
It is the responsibility of Principals/Directors to ensure that potential hazards are 
identified and that risk assessments are completed for all significant risks under their 
physical area of control, i.e. College centre, school building and grounds. 
 
Risk Assessments should be reviewed at least annually and following any 
accident/incident or any other significant event.  
 
Risk  Assessments should be recorded via the SHE Assure (Capita) Health & Safety 
system, or via the manual Risk Assessment form (see Appendix C). 
 
How to Complete a Risk Assessment 
 
Use the 5 step approach to Risk Assessment: 
 

1. Identify the hazard 
2. Identify the person(s) at risk 
3. Evaluate the risk and decide on control measures 
4. Record your findings 
5. Monitor and review 

 
Identify the Hazard 
 
A hazard is an object or resource that has potential to cause harm or injure, e.g. a 
desk is blocking the fire exit. 
 
Identify the Person(s) at Risk 
 
Consider who may be harmed and how. As well as staff, visitors, agency, volunteers, 
young persons, pupils, students and apprentices, there may be other groups who 
spend time in the area (e.g. contractors). Consider special groups (young persons, 
pregnant women, disabled) and take account of unusual or unexpected behaviour. 
 
Evaluate the Risk and Decide on Control Measures 
 
Risk is defined as the combination of the severity of harm and the likelihood of its 
occurrence. See Appendix D for risk matrix. The purpose of the risk assessment is to 
evaluate what risks are apparent and ensure any control measures applied will clearly 
identify the residual risk and inform on whether an activity or event is safe to implement 
as per the key used within the matrix. 
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If the residual risk after control measures are applied still sits within the ‘Moderate’ to 
‘Intolerable’ fields it is essential that Management authorisation is gained before the 
activity/event occurs. 
 
Record your Findings 
 
Evidence your assessment by completing the manual risk assessment form (Appendix 
C), or recording on SHE Assure (Capita) system. 
 
The findings of the risk assessment should be conveyed and made available to all 
persons involved. 
 
Monitor and Review 
 
It is the responsibility of the Principal/Director to ensure that any recommended actions 
have been fully implemented and that the controls imposed remain effective.  The 
assessment should also be reviewed periodically or when working conditions, 
procedures, equipment and personnel have changed. 
 
Further guidance can be obtained from the HSE leaflet INDG163 – 
www.hse.gov.uk/pubns/indg163.htm 
 
5. COSHH 
 
Members of staff are likely to encounter, in the course of their work, a wide range of 
hazardous substances. COSHH regulations lay down essential requirements for the 
storage and control of hazardous substances and guidance can be obtained from the 
HSE website – www.hse.gov.uk/pubns/indg136.htm  
 
No hazardous substances should be used without the permission of the 
Principal/Director. The Premise Officer/Manager, Caretaker or School Business 
Manager/Office Manager of individual sites will complete an assessment for any 
authorised products. 
 
Hazardous products are stored in accordance with instructions on the product label. 
All hazardous products are kept in their original containers, with clear labelling and 
product information.   
 
Insert your emergency procedures for dealing with spillages. 
 
Substances used in the practical curriculum will normally be stored and used in 
accordance with CLEAPSS. Further advice and guidance can be obtained at 
http://www.cleapss.org.uk/ 
 
6. FIRST AID 
 
Please refer to the First Aid Policy. 
 

http://www.hse.gov.uk/pubns/indg163.htm
http://www.hse.gov.uk/pubns/indg136.htm
http://www.cleapss.org.uk/
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The current First Aider(s) for the premises is/are displayed (insert where the list of first 
aiders is displayed – list underneath and on the displayed notice the names and where 
possible the picture of the first aider(s)). 
 
Responsible First Aider(s) are: [NAME] 
 
There is a minimum requirement for First Aider(s) at each Centre//Academy – this is 
derived via a First Aid risk assessment. A model First Aid risk assessment can be 
found in the First Aid Policy. As an absolute minimum there should be at least one 
certified First Aid at Work First Aider at each location and it is recommended that all 
curriculum staff are trained to First Aid Emergency level (1 day training). 
 
Consideration should be given within the risk assessment around activities off-site 
where at least one First Aider with the emergency level certificate is in attendance. 
 
First Aid boxes are provided in the following location(s): (list where the boxes are 
located ensuring instructions clearly indicate the location to people who may not be 
familiar with the site) 
 
(Insert the name of the person who is responsible for keeping the first aid boxes 
maintained) is responsible for checking and monitoring the first aid boxes ensuring 
they are suitably stocked and current. 
 
7. MEDICATION 
 
Please refer to the Administration of Medication of Prescribed Substances in College 
policy and/or the Supporting Pupils in School with Medical Conditions policy. 
 
List in the attached appendix the details of staff/students/pupils/apprentices who 
regularly attend site and have particular allergies.   
 
(insert on site processes for reviewing and updating the allergy list and name a 
responsible person for managing the process, e.g. is a list displayed of individuals with 
specific allergies, are details of the allergy listed in their risk assessment, how are staff 
made aware of the allergy)   
 
The members of staff listed below are responsible for administering general 
medication: 
 
(please insert the names of the staff responsible (this may include nursing staff) for 
general administration of medication) 
 
Staff who require medication during the course of their working day should discuss 
this with their line manager and/or the Principal/Shared Services Director to ensure 
appropriate risk assessments are in place and adequate arrangements are provided 
for the use and storage of the medication. 
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8. GENERAL PREMISE MANAGEMENT 
 
It is the responsibility of OHC&AT to provide a safe and healthy place of work and this 
is maintained via the following line management.  
 
The Principal/Director is responsible for ensuring the Academy/College centre/office 
is maintained to provide a safe means of access and egress to/from the building; the 
fabric of the building is of sound structure; housekeeping and welfare arrangements 
that include adequate hot and cold water, drinking water, sanitary conveniences, hand 
washing facilities, facilities for eating and food preparation and heat, light and 
ventilation are of an appropriate standard and that the workplace is regularly cleaned, 
maintained, adequately lit and ventilated to afford a safe and health working 
environment. 
 
The Premise Office for each Academy/Centre will manage the operational health & 
safety checks and will report to the Principal and the OHC&AT Head of Facilities all 
outstanding concerns and/or risks where prevalent. All outstanding and ongoing risks 
are reported to the Director of Business Services and to ESLT via management risk 
assessment processes. 
 
It is the responsibility of (insert name or role of individual) to ensure the Health & Safety 
Law poster is displayed, is current and shows the correct details of representatives. 
 
The OHC&AT Head of Facilities will regularly liaise with the Director of Business 
Services and the Health, Safety & Environmental Advisor to ensure all risks are 
managed appropriately and reported to the Health & Safety Committee where 
necessary.  
 
The following link provides comprehensive advice on the management of school 
premises. 
 
https://www.cipfa.org/services/property/property-support-for-schools 
 
9. INFECTION PREVENTION AND CONTROL 
 
National guidance published by Public Health England is to be followed when 
responding to infection control issues. Staff, pupils, students, apprentices and visitors 
are encouraged to follow good hygiene practice, outlined below (please delete/change 
any areas not applicable to your centre).  
 

9.1 Handwashing 
 
 Wash hands with liquid soap and warm water, and dry with paper towels 
 Always wash hands after using the toilet, before eating or handling food, and after 

handling animals 
 Cover all cuts and abrasions with waterproof dressings 
 
 
 

https://scanmail.trustwave.com/?c=6600&d=mfD33LLYSsiKWzYCD8B-4ezk3aj4imiaD-yJ7iRpMQ&s=1158&u=https%3a%2f%2fwww%2ecipfa%2eorg%2fservices%2fproperty%2fproperty-support-for-schools
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9.2 Coughing and sneezing 
 
 Cover mouth and nose with a tissue 
 Wash hands after using or disposing of tissues 
 Spitting is discouraged 
 
9.3 Personal protective equipment 
 
 Wear disposable non-powdered vinyl or latex-free CE-marked gloves and 

disposable plastic aprons where there is a risk of splashing or contamination with 
blood/body fluids (for example, nappy or pad changing) 

 Wear goggles if there is a risk of splashing to the face 
 Use the correct personal protective equipment when handling cleaning chemicals 
 
9.4  Cleaning of the environment 
 
 Clean the environment frequently and thoroughly 
 
9.5  Cleaning of blood and body fluid spillages 
 
 Clean up all spillages of blood, faeces, saliva, vomit, nasal and eye discharges 

immediately and wear personal protective equipment  
 When spillages occur, clean using a product that combines both a detergent and a 

disinfectant and use as per manufacturer’s instructions. Ensure it is effective against 
bacteria and viruses and suitable for use on the affected surface 

 Never use mops for cleaning up blood and body fluid spillages – use disposable 
paper towels and discard clinical waste as described below 

 Make spillage kits available for blood spills  
 
9.6  Laundry 
 
 Wash laundry in a separate dedicated facility 
 Wash soiled linen separately and at the hottest wash the fabric will tolerate 
 Wear personal protective clothing when handling soiled linen 
 Bag pupils’/students’ soiled clothing to be sent home, never rinse by hand 
 
9.7 Clinical waste 
 
 Always segregate domestic and clinical waste, in accordance with local policy 
 Used nappies/pads, gloves, aprons and soiled dressings are stored in correct 

clinical waste bags in foot-operated bins 
 Remove clinical waste with a registered waste contractor 
 Remove all clinical waste bags when they are two-thirds full and store in a 

dedicated, secure area while awaiting collection 
 
9.8 Animals 
 
 Wash hands before and after handling any animals 
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 Keep animals’ living quarters clean and away from food areas 
 Dispose of animal waste regularly, and keep litter boxes away from pupils/students 
 Supervise pupils/students when playing with animals 
 
9.9 Pupils/Students vulnerable to infection 
 
Some medical conditions make pupils/students vulnerable to infections that would 
rarely be serious in most young people. These young people are particularly 
vulnerable to chickenpox, measles or slapped cheek disease (parvovirus B19) and, if 
exposed to either of these, the parent/carer will be informed promptly and further 
medical advice sought. We will advise these young people to have additional 
immunisations, for example for pneumococcal and influenza. 
 
9.10 Exclusion periods for infectious diseases 
 
The Academy/College will follow recommended exclusion periods outlined by Public 
Health England, summarised in Appendix 9i. 
 
In the event of an epidemic/pandemic, we will follow advice from Public Health 
England about the appropriate course of action. 
 
10. TREE SAFETY 
 
Please refer to ‘Common Sense Risk Management of Trees’ provided by the National 
Tree Safety Group. It is available via the HSE at 
http://www.forestry.gov.uk/pdf/FCMS024.pdf/$file/FCMS024.pdf 
 
A balanced and proportionate approach should be taken to tree management and this 
can be ascertained via the use of a risk assessment. It may be necessary to engage 
the skills of a specialist if there are concerns around the safety of a tree, e.g. the nature 
of the tree (is it poisonous), or the condition of the tree, but in most cases visual checks 
by the Premise Manager would be acceptable. 
 
Trees should be visually checked daily to ensure there is no evidence of falling 
branches or other potential hazards by the Premise Officer of the Academy/College 
centre and any concerns immediately reported to the Principal of the site and the risk 
assessment updated accordingly. 
 
Trees may be protected by a tree protection preservation order and prior to any works 
being instructed to maintain a tree, checks should be made with the local Borough. 
 
The OHC&AT Head of Facilities can support with the help of tree management. 
 
11. PREMISE SECURITY 
 
OHC&AT will endeavour to ensure each location has in place: 
 

 An effective site boundary, i.e. fencing 
 A CCTV system which covers all high risk areas 

http://www.forestry.gov.uk/pdf/FCMS024.pdf/$file/FCMS024.pdf
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 An intruder alarm system 
 A secure access and egress system 
 Security links for out of hours 

 
If the above is not in place an action plan will be created to address any resultant risk. 
 
It is the responsibility of the Principal/Director to provide a site risk assessment on the 
premise security of the site. Guidance on site security and a risk assessment checklist 
can be found in the Shelter in Building Procedure (Appendix D). The OHC&AT Head 
of Facilities can assist with the risk assessment if required. 
 
The Premise Manager for each Academy/College centre should ensure intruder, 
security and CCTV systems are maintained according to manufacturer’s guidance.  
 
12. FIRE SAFETY 
 
Each Academy/College centre is required to produce the following: 
 

 Fire Evacuation Plan 
 Fire Risk Assessment 
 Fire Safety Log which incorporates building compliance checks 
 Record of Staff Fire Safety training 
 Record of Fire alarm activations and Fire drills 

 
Details on roles and responsibilities and on how this documentation should be 
recorded are contained within the Fire Safety Policy. 
 
13. ELECTRICAL SAFETY 
 
Please refer to the Fire Safety Policy for electrical safety processes. 
 
Each Academy/College centre is required to hold a fixed electrical wiring certificate 
which is renewed every 5 years as a minimum. 
 
Employees are required to make a visual safety check of portable electrical equipment 
each time that it is used and to report any defects to the Premise Management via the 
facilities helpdesk reporting system to organise repair or replacement. 
 
14. WATER SAFETY 
 
Please refer to the Legionella Policy for guidance on water safety. 
 
It is the responsibility of the Principal/Director of the Academy/College centre to ensure 
water checks and resulting action plans are adhered to. Water checks will be carried 
out by the Premise Manager and monitored by the OHC&AT Head of Facilities, 
external organisations being appointed where risk is identified. 
 
Any suspected legionella should be reported immediately to the OHC&AT Head of 
Facilities who in turn will report to the Health, Safety & Environmental Officer and the 
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Director of Business Services who will escalate any risks or concerns to ESLT and/or 
the Health & Safety Committee as appropriate. 
 
15. ASBESTOS 
 
Please refer to the Asbestos Policy for guidance on asbestos management. 
 
It is the responsibility of the Principal/Director of the Academy/College centre to 
manage the risk of exposure to asbestos by all stakeholders. An asbestos 
management plan will be required if any asbestos is identified in the building. 
 
The Asbestos Duty Holder for (insert name of academy/college centre) is  
 
INSERT NAME 
 
The Asbestos Duty Holder will carry out annual checks on the building and update the 
management plan accordingly, reporting concerns to the Principal/Director of the 
building and to the OHC&AT Head of Facilities. 
 
Contractors working in buildings are to be made aware of the presence of asbestos 
on entering the building and prior to any works taking place, recording their attendance 
and understanding of the presence of asbestos in the signing in log specifically for 
contractors held in the main reception area. 
 
An asbestos incident should be reported immediately to the Director of Business 
Services (in the absence of the Director of Business Services, it should be reported to 
the Health, Safety & Environment Officer or the OHC&AT Head of Facilities) and 
ESLT. 
 
16. USE AND MAINTENANCE OF EQUIPMENT 
 
It is the responsibility of the Principal/Director of the Academy/College centre to ensure 
all equipment is maintained and tested to a safe standard of use in line with 
manufacturers guidance. 
 
It is the responsibility of all employees to check equipment prior to use to satisfy the 
equipment is in safe working order and risk assess as appropriate, e.g. for the use of 
gym equipment. 
 
17. CURRICULUM SAFETY (including out of school/college learning 
 activity/study support) 
 
There is a requirement for all employed and agency staff to hold an Enhanced 
Disclosure and Barring Service certificate (DBS) and to meet the safer recruitment 
criteria outlined in the Recruitment and Selection Policy and Procedure. 
 
The Principal of the College/Academy is responsible for curriculum safety and will 
apply processes as follows to ensure the control of safety when learning programmes 
are underway. 
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Insert how you will address curriculum safety in your school/centre, for example: 

 Are individual risk assessments undertaken for each pupil/student, who does 
these and how are they signed off.   

 How do you ensure the safety of pupils/students in specific classroom subjects 
such as P.E., Science, Technology, state which risk assessments you have in 
place to cover these and where they are recorded.   

 Do you have a classroom risk assessment 
 How do you ensure staff are aware of the risk assessments.  
 Specify what qualifications are expected of staff to teach specific subjects, ie 

swimming, P.E. use of chemicals in Science  
 How is the classroom environment managed – state who is responsible for each 

classroom, if classrooms are designated to an individual teacher show a list of 
the people responsible, if no specific classroom is designated to an individual, 
who is responsible for ensuring the class is safe prior to a lesson, how is this 
process driven?   

 How often are health & safety audits of the classroom undertaken and by whom? 

 What Health & Safety publications do you adhere to, ie Safe Practice in Physical 
Education and School Sport 

 How do you control safety for hazardous activities - who creates the risk 
assessment, where is it recorded and who has responsibility to authorise the risk 

 State your minimum supervision requirements for pupils/students 
 
18. TRAINING 
 
All staff will undertake a general health & safety and fire awareness course as part of 
their induction programme. This is accessed via the Educare online training 
programme (insert how you organise health & safety induction training if you do not 
subscribe to Educare). 
 
At induction, the minimum competencies for the staff member’s role is established and 
training organised if necessary for the individual to safely carry out their daily 
operations. This information is recorded in the individual’s induction log and retained 
with their personnel records. If appropriate, a personal risk assessment is compiled 
which will show any necessary adjustment required to keep the individual safe. 
 
The line manager leading on the induction for the individual member of staff will ensure 
they are informed of the minimum competencies required to ensure the safety of all 
stakeholders, i.e. risk assessment control procedures, incident and accident 
recording, emergency procedures, lone working processes, asbestos management, 
control of substances hazardous to health (COSHH) and legionella processes, as well 
as safeguarding and child/adult protection procedures. 
 
All training is recorded (insert how you record your training records and where they 
are kept). 
 
All staff will attend a fire safety awareness refresher course annually. 
 
All staff will attend child protection and Prevent training annually. 
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All staff are responsible for ensuring any competencies which require training or 
refresher courses to effectively carry out their role safely and to health and safety 
standards are kept current. 
 
19. DISPLAY SCREENS 
 
Individuals who habitually use display screen equipment for a significant part of their 
normal work (users) must do a workstation assessment.  This is accessed via the SHE 
Assure Health & Safety Portal - click here to access. 
 
‘Users’ are defined if most or all of the following criteria are met: 
 

 The individual depends on the use of display screen equipment to carry out 
their role as alternative means are not readily available for achieving the same 
results. 

 The individual has no discretion as to the use or non-use of display screen 
equipment. 

 The individual needs significant training and/or particular skills in the use of the 
display screen equipment to carry out their role. 

 The individual uses display screen equipment more or less daily and 
consistently for at least one hour at a time. 

 Fast transfer of information between the user and the screen is an important 
requirement of the job. 

 The performance requirements of the system demand high levels of attention 
and concentration by the user; for example where the consequence of error 
may be critical. 

 
If a user is experiencing vision defects or other discomfort that they believe may be 
wholly, or in part, a consequence of their use of display screen equipment, they have 
the right to an eye test at the expense of the Academy/College and should contact 
(insert who they should contact at the school/college to organise reimbursement of 
expenses). 
 
Any concerns around the use of display screen equipment should be reported in the 
first instance to the line manager and/or the Principal. If required, support can be 
obtained from the OHC&AT Health, Safety and Environment Officer. 
 
20. STRESS AND WELLBEING 
 
Please refer to the Staff Mental Wealth, Health and Wellbeing policy. 
 
Staff can communicate any general health and safety concerns at staff meetings 
where health & safety is a regular agenda item. Alternatively, suggestions and 
concerns can be reported to the Health & Safety Committee via the health & safety 
helpdesk (safety@ohcandat.org). 
 
Health & Safety Committees will be held termly and minutes will be displayed in central 
staff areas. 

https://sheassure.net/ohcat/Portal/Create/Portal/d0c85c72-eca4-4b1b-9e00-b74bb078bd2a#/information
mailto:safety@ohcandat.org
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OHC&AT operates an Employee Assistance Programme through Workplace Options. 
This is solely focused on employee wellbeing and has been built with the single 
purpose of helping workers and their families. Workplace Options can be accessed 
via www.workplaceoptions.com 
 
Additional support for staff in the workplace can also be accessed via the OHC&AT 
Occupational Health Service. Further advice can be obtained from the OHC&AT 
Human Resources team.  
 
Insert here any local provision for supporting staff wellbeing adopted by the 
academy/college 
 
21. TRANSPORT 
 
All Academy/College minibuses must be registered for use under Section 19 Standard 
Permit if being used to convey pupils/students. 
 
Suitable risk assessments and checklist procedures are applied to ensure that 
journeys are safe, drivers are fit and competent, and the minibuses and or cars used 
to convey passengers are fit-for-purpose and in a safe condition. 
 
The following processes are followed to ensure safe use of vehicles: 
 
Insert the process used to confirm drivers are fit and competent – how is this recorded? 
 
Insert the process used to confirm the vehicle is safe and fit for purpose and attach to 
this document a copy of the checklist used to confirm the safety of the vehicle before 
a journey (if personal cars are used, do they have business insurance, a current MOT 
and a clear driving licence, how is this recorded, updated). 
 
Insert a list of people who are designated drivers for your College/Academy with the 
date their details were last checked 
 

NAME 
DOCUMENTATION CHECKED (i.e. 
driving licence, business insurance, 
MOT certificate) 

DATE CHECKED 

   
   
   

 
Please refer to the Traffic Management Policy for vehicles on site. 
 
22. LONE WORKING 
 
Please refer to the Lone Working Policy. 
 
 
 

https://www.workplaceoptions.com/
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23. WORK EXPERIENCE AND YOUNG PERSONS 
 
When employing a young person under the age of 18, whether for work, work 
experience, or as an apprentice, employers have the same responsibilities for their 
health, safety and welfare as they do for other employees. 
 
Employers should already be managing any significant risks in their workplaces, and 
are best placed to assess whether or not they need to do anything additional for a 
young person joining them.   
 
Where the Academy/College employs a young person, or has done so in the last few 
years, the existing arrangements for assessment and management of the risks for new 
young people in the workplace should be sufficient, if the new starter is of a broadly 
similar level of maturity and understanding, and has no particular needs. 
 
If employing a young person for the first time, or employing one with particular needs, 
the Academy/College will review their risk assessment, taking into account the specific 
factors for young people before they start as well as the specific level of risk attached 
to that young person’s placement within the organisation e.g. office-based work may 
be considered lower risk than a role that involves working at height, with heavy 
machinery etc. 
 
The Academy/College will make suitable arrangements to manage the risks, including 
induction, supervision, site familiarisation and provision of any protective equipment 
needed. 
 
Under the Management of Health and Safety at Work Regulations 1999, an employer 
has a responsibility to ensure that young people employed by them are not exposed 
to risk due to: 

 lack of experience 
 being unaware of existing or potential risks and/or 
 lack of maturity 

 
An employer must consider: 

 the layout of the workplace  
 the physical, biological and chemical agents they will be exposed to 
 how they will handle work equipment  
 how the work and processes are organised  
 the extent of health and safety training needed  
 risks from particular agents, processes and work 

 
Further guidance can be obtained from the HSE website:  
http://www.hse.gov.uk/youngpeople/index.htm 
 
24. CONTRACTORS 
 
Contractors will not be permitted to access an OHC&AT building whilst pupils/students 
are on site unless there is an emergency situation requiring specialist attendance or 
there is a risk assessed project plan in place. Project plans requiring the attendance 

http://www.hse.gov.uk/youngpeople/index.htm
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of contractors on site during the Academy/College day will require careful 
consideration of safe working practises and the authorisation of the Director of 
Business Services, or a member of the OHC&AT Executive Senior Leadership Team, 
before works can proceed. 
 
Contractors must not proceed with works until they have read, signed and 
acknowledged the contents within Appendix A: Safety Arrangements for Building 
contractors. 
 
It is the responsibility of the Premise Officer/Caretaker of the individual location to 
control contractors working on those premises and to ensure that the appropriate 
hazard information has been exchanged and suitable risk control measures are 
implemented. 
 
All works will adhere to the Construction (Design and Maintenance) Regulations. 

 
25. SWIMMING POOL OPERATING PROCEDURES 
 
Staff should refer to the swimming pool operating procedures which are kept insert 
where this can be viewed. 
 
Please list the minimum supervision levels and how emergency support is summoned.  
You should list details of supervision in changing areas (male/female ratios), the 
maximum number of swimmers, and name a responsible person to check the pool 
water quality showing the process that should be followed if a problem with the quality 
is identified. 
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APPENDIX D: SHELTER IN BUILDINGS PROCEDURE                                 

 
 
 

SHELTER IN BUILDINGS PROCEDURE 
 
 

Aide Memoire 
 

Staff and Pupils/Students 
 

On Hearing the Lockdown signal: 
 

 Staff and pupils/students are to remain in their current room 
or go to the nearest available room. 

 If outside, they are to go to the nearest available building in a 
calm and orderly manner and enter the nearest available 
room. 

 The door is to be secured with a wedge or inside lock as 
available 

 Pull down the blinds or darken the room as much as possible 

 Turn off lights 

 Hide under tables, behind screens or in as small a space as 
achievable 

 Staff and pupils/students are to be reminded to stay as quiet 
and calm as possible. 

 When safe to do so, establish communications 

 Await further instructions 
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Aide Memoire 
 

Lockdown Manager, Key Staff 
 

 On receipt of critical information either from emergency 
services or staff, instigate the agreed lockdown signal 

 If safe to do, so proceed to the lockdown control room 

 Establish communications with your staff and classrooms 

 Establish communications with emergency services 

 When safe to do so, gather as much information as possible 

 Use this information to either continue with the lockdown or 
de-escalate 

 Keep your communications with the emergency services 
open 

 Attempt to remain calm, and follow the same procedures as 
your staff and pupils/students 

 
 
 
 
PLEASE NOTE:  Any emergency situation will be dynamic and fast moving, 
requiring the need for Dynamic Risk Assessments based upon the situation on the 
ground at the time. These DRAs will lead you to your decision making as a situation 
develops. 
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SHELTER IN BUILDINGS PROCEDURE 
 
 
INTRODUCTION 
 
This procedure should be applied in the case of an emergency requiring all 
pupils/students and staff to be kept inside the building. These procedures can also 
be referred to as the Lockdown Procedures. They are to be applied in any of the 
following cases: 
 

 A potentially dangerous intruder or an aggressive person is seen on the 
school grounds 

 A dangerous dog or other animal is loose in the grounds 
 The police have informed us we should use our lockdown procedure 
 For the control of major accident hazards (COMAH) such as a nearby    

industrial chemical spill, or a large fire. 
 Any other developing life-threatening situation  

 
Additional guidance for an active terrorist incident is included in this document and 
should be used when planning your site specific plan. 
 
The ‘STAY SAFE’ principles: RUN HIDE TELL should also be considered/ 
incorporated in your planning. 
 
It should be noted that any emergency situation will be dynamic and fast moving, 
requiring the need for Dynamic Risk Assessments (DRA) based upon the situation 
on the ground at the time. These DRAs will lead you to your decision making as a 
situation develops. 
 
It is not possible to prescribe a generic Shelter in Buildings plan as there are a 
number of variables that will dictate exactly how an individual school/site responds to 
those situations identified. 
 
However, preparing for such situations, identifying key roles, establishing 
communication systems are in place, applying the latest Government guidance and 
practicing your procedures and then reviewing these arrangements should assist 
during such an emergency. 
 
Regular staff briefings, discussions around this subject and familiarisation of the 
current government guidance is recommended. 
 
This procedure should be reviewed on a regular basis as well as following any 
changes to government guidance. 
 
It is vitally important that lines of communication with the emergency services are 
opened asap. This will greatly assist the handling of the event, any communications 
with parents/carers, and any additional support to be arranged should the incident be 
protracted or develop further. 
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All staff are reminded that their own personal safety is paramount during any such 
event. 
 
 
FURTHER GUIDANCE 
 
Use the following guidance documents and links to complete your site-specific 
procedure and plan. 
 
https://www.gov.uk/government/latest?departments%5B%5D=national-counter-
terrorism-security-office 
 
https://www.gov.uk/government/publications/developing-dynamic-lockdown-
procedures 
 
https://www.gov.uk/government/news/act-for-youth-run-hide-tell 
 
https://www.gov.uk/government/collections/guidance-for-educational-professionals 
 
https://www.gov.uk/government/publications/stay-safe-film 
 
All Academies/College centres should complete the Risk Assessment Checklist 
(Annex A) before completing the Shelter in Buildings Procedure. The commentary 
provided gives guidance on completing the form.  
 
 
 
 
 
  

https://www.gov.uk/government/latest?departments%5B%5D=national-counter-terrorism-security-office
https://www.gov.uk/government/latest?departments%5B%5D=national-counter-terrorism-security-office
https://www.gov.uk/government/publications/developing-dynamic-lockdown-procedures
https://www.gov.uk/government/publications/developing-dynamic-lockdown-procedures
https://www.gov.uk/government/news/act-for-youth-run-hide-tell
https://www.gov.uk/government/collections/guidance-for-educational-professionals
https://www.gov.uk/government/publications/stay-safe-film
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SHELTER IN BUILDINGS PROCEDURE 
(MODEL TEMPLATE) 
 
Insert Name of Site 
 
 
Sites need to identify a member of staff who is nominated as lockdown manager 
(plus deputies in their absence). This person will initiate, manage and conclude the 
lockdown. They will also communicate with emergency services. Their roles and 
responsibilities should be documented in consultation with staff, as part of this 
procedure. 
Insert Names of Lockdown Manager, Deputies, and other members of key staff. 
e.g. Lockdown Manager (Principal/Vice Principal/Head of Centre), Deputy Lockdown 
Manager (Vice Principal or member of SLT/Curriculum Lead), Site Manager/ 
Supervisor, Administration Lead (School Business Manager)  
 
 
Title 

 
Name  

 
Role 

Example: 
Lockdown Manager 

 
 

Mr Smith  Instigate procedures, take 
responsibility for the event, 
monitor, record and conclude 

 

 
 
 

  

 
 
 

  

 
 
 

  

 
 
LOCKDOWN SIGNAL  
 
All Centres/Locations must identify a signal which is different from the normal Fire 
Alarm (see NaCTSO 1/2015). It maybe that some sites have a fire alarm system or 
school bell which can be utilised for this. A coded word via the school tannoy, or 
phone system could be adopted. The agreed signal must then be conveyed to all 
staff and incorporated into any practices. 
 
It is highly likely that the signal will only be able to be sounded from the main office, 
so it is vital that any procedure for sounding this signal to the school or centre needs 
to be agreed, together with an agreed procedure for calling the emergency services. 
 
Insert Lockdown Signal 
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ON HEARING THE AGREED LOCKDOWN SIGNAL, THE FOLLOWING 
PROCEDURES MUST BE FOLLOWED 
 
Classroom staff: 

 If you are outside with your class, return to the building via the nearest door, 
locking it behind the last person if you can see no other pupils/students or 
staff in the area behind you. 

 Return to your classroom or nearest room, in an orderly manner, locking all 
outside doors (unless you can see pupils/students or staff coming towards the 
building). 

 Close all the windows and blinds, leaving the door blind until last, and turn off 
all lights. 

 A member of staff from your team should check the nearest corridor doors are 
locked, not forgetting any specialist teaching and staff rooms.  

 In each case, when locking a door, do not lock out any pupils/students or staff 
you can see in the area coming towards you but remain by the door to lock it 
once everyone is in. 

 Seat the pupils/students away from the windows under the tables. 
 If it is safe to do so, access your mobile (set to silent).  
 Log in to your OHC&AT email account and check frequently for updates. 
 In the first instance, turn off any fans or air conditioning units – this will give 

additional protection should there be a chemical leak or major fire in the 
vicinity of the site. 

 Attempt to remain as calm and quiet as possible. 
 
Office staff/corridor staff: 

 Lock the front door from the control inside the office. One member of staff 
should lock any adjoining specialist teaching rooms and the staff room door. 

 Lower the hatch and blinds. 
 Bring the telephone to the floor. 
 Remain out of sight under the tables. 
 Call 999. 
 If it is safe to do so, access your mobile (set to silent).  
 Log in to your OHC&AT email account and check frequently for updates. 
 In the first instance, turn off any fans or air conditioning units – this will give 

additional protection should it be a chemical leak or major fire in the vicinity of 
the site. 

 
Satellite buildings: 

 Follow the procedures for classroom/office staff, remaining in any satellite 
buildings. 

 Do not attempt to come to the main building. 
 Lock all doors. 
 Close all blinds. 
 If it is safe to do so, access your mobile phone (set to silent).  
 Log in to your OHC&AT email account and check frequently for updates. 
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 In the first instance, turn off any fans or air conditioning units – this will give 
additional protection should it be a chemical leak or major fire in the vicinity of 
the site. 

 
Lunchtime/break/external activities (e.g. sports ground, forest school): 

 Staff should direct pupils/students to the door leading back into the school or 
centre. 

 A member of staff should remain by each of these doors until all pupils/ 
students and staff are off the playground/outdoor area, after which they 
should lock it and return to their classroom to ensure all procedures are 
followed. 

 
 
APPROPRIATE PLACE TO CONTROL THE INCIDENT 
 
Sites must identify a room for the Lockdown Manager to control the incident. This 
room would benefit from an effective communications systems, phones, PC, and 
access to any alarm systems. 
 
Insert location/s  
 
 
COMMUNICATIONS 
 
All sites need to identify and establish a robust, easy to use and discreet 
communication system, internal email, internal phone system, mobile phone, text 
messages or hand held radios.  
 
Again this needs to be agreed, included within this procedure and communicated to 
all staff. 
 
It needs to be remembered that in the first instance this comms system needs to be 
silent between staff and classrooms, should the emergency situation involve an 
intruder/s or is an aggressive terrorist incident. Once established otherwise, 
depending upon the situation and following a Dynamic Risk Assessment, a different 
comms system can be used. 
 
Insert agreed Communication System/s in place 
 
DEVELOPING SITUATION 
 
It should be noted that any emergency situation will be dynamic and fast moving, 
requiring the need for Dynamic Risk Assessments based upon the situation on the 
ground at the time. These DRAs will lead you to your decision making as a situation 
develops. 
 
Communication between the site needs to be established with the Police, as soon as 
practicably possible. 
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Once individuals are safely sheltered within the building, all staff should remain in 
place until they receive further information from the Lockdown Manager, the Police 
or other emergency services. 
 
Should the fire alarm sound whilst the Shelter in Buildings procedure is underway, all 
staff will need to conduct a DRA in their own area to the initial threat to life to assess 
the safety of their evacuation and take action accordingly. In group situations, the 
most senior member of staff present is required to conduct the DRA with those 
present The Lockdown Manager should be contacted whenever possible to decide 
on the most appropriate action. 
 
 
ALL CLEAR 
 
The Lockdown Manager will ascertain when the situation is safe and will instruct the 
all clear signal. 
 
Identify all clear signal and insert here 
 
Insert a map of the Academy/College centre clearly identifying points of 
access and egress. 
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Annex A: Risk Assessment Checklist 
 

SITE SECURITY & SAFEGUARDING RISK ASSESSMENT 
CHECKLIST 

 
Consider these questions when assessing whether and how security might be 

improved with your school site. 
 

Question Y N Commentary 
Does the school’s perimeter 
provide a reasonable barrier 
making access or egress from 
the site possible only by a 
determined individual? 

  A 1.8 m fence may be a significant deterrent, but may not be 
100% effective and could be very expensive. Spiked railings 
present unacceptable risks. Lower fences (1.2 to 1.4 m) heights 
can be perfectly adequate and can be supplemented by 
hedging plants and other means of increasing impenetrability of 
the perimeter. 

 
 

 
If the school’s perimeter is 
difficult to secure 
economically, could an inner 
perimeter be effective and 
afforded? 

  Providing smaller and additional more secure areas within the 
school site, not relying on the schools main perimeter can be a 
very sensible use of resources, providing control and 
confidence without the expense of long runs of high fencing. 
 

Are fences of a design that 
reduces the ease with which 
they could be climbed or 
clambered over? 

  Support rails for fences should be on the side of the fence for 
optimal risk reduction. On low fences where the main objective 
should be to prevent children from escaping, the support rail 
should be on the outside. For higher fences which would not 
probably be climbed by younger children, the support rails 
might better be placed on the inside to prevent unwanted entry 
by intruders. Do not use fences that can be easily scaled 
because they consist mostly of horizontal rails. 
 
 
 

Do gates and other ‘openings’ 
in the school perimeter hinder 
students from unauthorised 
egress from the site? 

  Gates can be fitted with latches, bolts and other devices to slow 
a person’s escape. Latches can be placed at high level, out of 
reach of young children, or on both sides of a gate to make 
access more difficult. 

Can the gates that separate 
the school site from the public 
area beyond be seen from an 
office that is normally 
permanently staffed during 
school hours (e.g., the school 
office)? 

  If the point at which a child might attempt to exit the school site 
without authorisation can be overlooked, it reduces the risk of a 
child absconding without the school being able to respond in an 
appropriate and timely fashion. 

Do fire exits and other 
external doors in the school 
building from the building 
open directly onto spaces 
(such as the car park) which 
communicate directly with 
public areas? 

  Ensure all doors are secure. 



 
 

47 

Is access to school buildings 
actively controlled, so that 
visitors must have explicit  
permission to venture past the 
school reception? 

  Fire exits, external classroom doors, entrances to satellite 
buildings should be reasonably secure, or within parts of the 
school site to which visitors and the public would not normally 
gain access without permission. 

Does the use of any door that 
cannot be easily seen, but 
that which may provide 
access to public areas of the 
school site and beyond, 
trigger any kind of visual or 
audible alarm in the school 
office, etc. 

  Alarms can be useful for alerting staff to a potential 

absconder, or intruder. 

Do reception areas provide an 
adequate barrier in terms of 
access to staff and teaching 
areas? 

  It should not be possible for a reasonably well behaved visitor 
to bypass the reception, or to easily force their way through 
reception. It is not necessary to ensure it is physically 
impossible, however, bear in mind the need for ‘lockdown’, 
covered elsewhere in this guidance. 

Are staff properly briefed and 
appropriately trained to 
manage conflict, aggressive 
parents, etc. 

  Staff must be able to react to situations without increasing the 
risk of a significant incident. They must be confident with the 
emergency arrangements and lockdown procedures, including 
the means for reliably summoning assistance either from 
colleagues within the school or from external sources. 

Do the school’s arrangements 
adequately provide for staff, 
visitors or pupils, particularly 
those with additional needs to 
minimise the risk of frustration 
turning into dissatisfaction and 
conflict. 
Are there areas within your 
site which cannot be 
effectively locked down 

  School managers and staff are advised to discuss this matter to 
ensure concerns are identified and appropriately addressed. 

 
 
 
 
 
 
Identify these areas, and include them in your planning. 
Consider the safest place to move students and staff when a 
lockdown is in place. Consider improving the security of these 
areas. 
 

 
 
 
 
 
 
 
 
 
 
 

 
This list is not intended to be exhaustive, but should be helpful in guiding thinking. 
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SITE SECURITY & SAFEGUARDING RISK ASSESSMENT 

ACTION LIST 
 

Actions Following Checklist Task / owner 
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Appendix 9i. Recommended absence period for preventing the spread of infection 
This list of recommended absence periods for preventing the spread of infection is taken from non-statutory guidance for schools and other 
childcare settings from Public Health England. For each of these infections or complaints, there is further information in the guidance on the 
symptoms, how it spreads and some ‘do’s and don’ts’ to follow that you can check. 

Infection or complaint Recommended period to be kept away from school or nursery 

Athlete’s foot None. 

Campylobacter Until 48 hours after symptoms have stopped. 

Chicken pox (shingles) Cases of chickenpox are generally infectious from 2 days before the rash appears to 5 
days after the onset of rash. Although the usual exclusion period is 5 days, all lesions 
should be crusted over before children return to nursery or school. 
A person with shingles is infectious to those who have not had chickenpox and should be 
excluded from school if the rash is weeping and cannot be covered or until the rash is dry 
and crusted over. 

Cold sores  None. 

Rubella (German measles) 5 days from appearance of the rash. 

Hand, foot and mouth Children are safe to return to school or nursery as soon as they are feeling better, there is 
no need to stay off until the blisters have all healed. 

Impetigo Until lesions are crusted and healed, or 48 hours after starting antibiotic treatment. 

Measles Cases are infectious from 4 days before onset of rash to 4 days after so it is important to 
ensure cases are excluded from school during this period. 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
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Ringworm Exclusion not needed once treatment has started. 

Scabies The infected child or staff member should be excluded until after the first treatment has 
been carried out. 

Scarlet fever Children can return to school 24 hours after commencing appropriate antibiotic treatment. 
If no antibiotics have been administered the person will be infectious for 2 to 3 weeks. If 
there is an outbreak of scarlet fever at the school or nursery, the health protection team 
will assist with letters and factsheet to send to parents or carers and staff. 

Slapped cheek syndrome, Parvovirus B19, 
Fifth’s disease 

None (not infectious by the time the rash has developed). 

Bacillary Dysentery (Shigella) Microbiological clearance is required for some types of shigella species prior to the child 
or food handler returning to school. 

Diarrhoea and/or vomiting (Gastroenteritis) Children and adults with diarrhoea or vomiting should be excluded until 48 hours after 
symptoms have stopped and they are well enough to return. If medication is prescribed, 
ensure that the full course is completed and there is no further diarrhoea or vomiting for 
48 hours after the course is completed. 
For some gastrointestinal infections, longer periods of exclusion from school are required 
and there may be a need to obtain microbiological clearance. For these groups, your local 
health protection team, school health advisor or environmental health officer will advise. 
If a child has been diagnosed with cryptosporidium, they should NOT go swimming for 2 
weeks following the last episode of diarrhoea. 

Cryptosporidiosis Until 48 hours after symptoms have stopped. 
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E. coli (verocytotoxigenic or VTEC) The standard exclusion period is until 48 hours after symptoms have resolved. However, 
some people pose a greater risk to others and may be excluded until they have a 
negative stool sample (for example, pre-school infants, food handlers, and care staff 
working with vulnerable people). The health protection team will advise in these 
instances. 

Food poisoning Until 48 hours from the last episode of vomiting and diarrhoea and they are well enough 
to return. Some infections may require longer periods (local health protection team will 
advise). 

Salmonella Until 48 hours after symptoms have stopped. 

Typhoid and Paratyphoid fever Seek advice from environmental health officers or the local health protection team.  

Flu (influenza) Until recovered. 

Tuberculosis (TB) Pupils and staff with infectious TB can return to school after 2 weeks of treatment if well 
enough to do so and as long as they have responded to anti-TB therapy. Pupils and staff 
with non-pulmonary TB do not require exclusion and can return to school as soon as they 
are well enough. 

Whooping cough (pertussis) A child or staff member should not return to school until they have had 48 hours of 
appropriate treatment with antibiotics and they feel well enough to do so or 21 days from 
onset of illness if no antibiotic treatment. 

Conjunctivitis None. 
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Giardia Until 48 hours after symptoms have stopped. 

Glandular fever None (can return once they feel well). 

Head lice None. 

Hepatitis A Exclude cases from school while unwell or until 7 days after the onset of jaundice (or 
onset of symptoms if no jaundice, or if under 5, or where hygiene is poor. There is no 
need to exclude well, older children with good hygiene who will have been much more 
infectious prior to diagnosis. 

Hepatitis B Acute cases of hepatitis B will be too ill to attend school and their doctors will advise 
when they can return. Do not exclude chronic cases of hepatitis B or restrict their 
activities. Similarly, do not exclude staff with chronic hepatitis B infection. Contact your 
local health protection team for more advice if required. 

Hepatitis C None. 

Meningococcal meningitis/ septicaemia If the child has been treated and has recovered, they can return to school. 

Meningitis Once the child has been treated (if necessary) and has recovered, they can return to 
school. No exclusion is needed. 

Meningitis viral None. 

MRSA (meticillin resistant Staphylococcus 
aureus) 

None. 
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Mumps 5 days after onset of swelling (if well). 

Threadworm None. 

Rotavirus Until 48 hours after symptoms have subsided. 
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