
 

 

 

HEALTH AND SAFETY POLICY OF 

LEWESTON SCHOOL 

PART 1 - GENERAL STATEMENT OF HEALTH AND SAFETY BY THE 
CHAIRMAN OF GOVERNORS 

1.1 As governors and staff of Leweston School, we fully recognise our collective 

responsibility for providing, so far as is reasonably practicable, a safe and healthy school 

for all of our employees, pupils, parents and visitors.  In our role as employer, we attach 

the highest priority to ensuring that all the operations within the school environment, 

both educational and support, are delivered in an appropriate manner. The governors 

are committed to promoting the welfare of all in our community so that effective 

learning can take place. 

1.2 We fulfil our responsibility as governors of Leweston School by appointing the 

Chairman of our Finance and General Purposes Committee with responsibility for 

overseeing health and safety as part of her general responsibilities for the upkeep and 

maintenance of the fabric of the site and buildings. 

1.3 Day to day responsibility for the operation of health and safety at the school is vested 

with the Head.  However, as governors, we have specified that that the school should 

adopt the following framework for managing health and safety:  

 Chris Fenton, a governor, attends the termly meetings of the school’s Health and 

Safety committee, receives copies of all relevant paperwork and reports to the 

Finance and General Purposes Committee as necessary. 

 A report on health and safety covering items such as statistics on accidents to 

pupils, staff and visitors, staff training, fire drills, and all new or revised policies 

and procedures is tabled at each term’s Board meeting. 

 The minutes of the F&GPC Committee’s discussion on health and safety are 

tabled at each meeting of the full Governing Board, together with any other 

issues on health and safety that the committee chairman wishes to bring to the 

Board’s attention.   

 The external fabric of the school, its plant, equipment and systems of work are 

surveyed and inspected annually (or as necessary) by qualified professionals. 

 Their reports are considered by the Health and Safety Committee and/or the 

F&GPC and the recommendations (together with other defects) form the basis of 

the school’s routine maintenance programmes. 

 The school’s adherence to health and safety in catering and cleaning of the food 

preparation and eating areas is subject to external inspection by the 

Environmental Health Officer (EHO).  In addition, the Head Chef carries out 

hygiene and safety audits of food storage, meal preparation and food serving 

areas and arranges for regular external deep cleaning services and reports on all 

these aspects to the Health and Safety Committee, as necessary. 



 

 

 The school has fire risk assessments, carried out by a competent person which are 

reviewed every year for progress on completion of items in the action plan, and 

which are updated annually or more frequently if significant changes are made to 

the interior of buildings, or new buildings are bought or added.  The Health and 

Safety Committee should review this risk assessment every time it is amended 

and submit a report to the Finance and General Purposes Committee, if 

necessary. 

 The school has a professional risk assessment for legionella periodically and a 

quarterly water sampling and testing regime in place.   

 The school has a comprehensive policy in place for the training and induction of 

new staff in health and safety related issues which included manual handling and 

working at height training for relevant staff.  Health and safety training that is 

related to an individual’ member of staff’s functions, such as Science Technician, 

will be provided in addition to the standard induction training.  First Aid training 

and minibus driver training are provided to any member of the teaching staff who 

is involved with trips and visits, and to selected members of the non-teaching 

staff.  

1.4 All members of staff are responsible for taking reasonable care of their own safety, that 

of pupils, visitors, temporary staff, volunteers and contractors.  They are responsible for 

cooperating with the Head, the Bursar and other members of the SLT in order to enable 

the governors to comply with health and safety duties.  All members of staff are 

responsible for reporting any significant risks or issues to the Bursar.  Members of staff 

and the Governors are conscious of the requirement to address the issue of violence to 

staff and of the duty of care to staff to ensure their well-being as far as possible. 

1.5 All employees are briefed on where copies of this statement can be obtained on the 

school’s intranet.   They will be advised as and when it is reviewed, added to or 

modified.  In addition their attention is drawn to the notice entitled “Health and Safety 

Law” which is displayed in the Staff Room and in the Workshops.  Details of the 

organisation and arrangements for carrying out the policy are to be found in Parts 2 

and 3 of this document. 

 

 

Signed ________________________________  Date _______________ 

 

Chairman of Board of Governors 



 

 

 

PART 2 - ORGANISATION AND RESPONSIBILITIES 

This part of the Policy deals with the organisation, planning, implementation, operational 

monitoring and management review of the Policy.  It also covers the development of general 

policy and how we train our employees (and others) to carry out our activities.  An organogram 

has been prepared to assist in the understanding of the health and safety structure within the 

School, which is shown at the end of this section. 

Board of Governors ("The Board") 

2.1. The Board has overall collective responsibility for health and safety within the School.    

It has a responsibility to ensure that health and safety issues are considered and 

addressed and that the Policy is implemented throughout the School. They will also 

make adequate resources available so far as is reasonably practicable, to enable legal 

obligations in respect of health and safety to be met. Where appropriate, advice from a 

Competent Person will be sought to advise the School and tasks will be delegated to 

suitable employees in order to assist the Board in carrying out its duties. 

Head 

2.2. The Head will assist the Board in directing the overall management and development of 

the Policy, defining the aims of the Policy and communicating the responsibilities 

associated with the management of health and safety within the School. The Head will 

also report to the Board on health and safety performance and assist the Board in 

implementing changes in the Policy which the Board have approved. 

Bursar 

2.3. The Bursar will have day to day management responsibility for ensuring that, so far as is 

reasonably practicable, arrangements are in place for: 

• Safety and security 

• Fire safety* 

• Electrical safety* 

• Gas safety* 

• Water quality* 

• Asbestos*



 

 

• Emergencies 

• Staff induction 

* These are delegated to the Site Manager on a daily basis and are reviewed periodically by the 

Bursar and Site Manager. 

The Bursar will also act as the School Safety Co-ordinator, whose duties will include: 

• Advising the Head on maintenance requirements 

• Co-ordinating advice from specialist safety advisors and producing associated 

action plans 

• Monitoring health and safety within the school and raising concerns with the 

Head  

• Compliance with the Construction (Design and Management ) Regulations 

• Chairing the School Health and Safety Committee 

Site Manager 

2.4. In addition to the areas listed at 2.3 above, the Site Manager is also responsible for:  

• Building security 

• Prevention of unsupervised access by pupils to potentially dangerous areas such 

as the swimming pool, science labs etc (in co-operation with others such as the 

Director of Sport and HODs, as appropriate) 

• Site traffic movements and car parking 

• Maintenance of School vehicles 

• Testing arrangements, maintenance and records, including fire, electrical, gas, 

equipment, water quality, asbestos 

• Waste disposal, including the sewage treatment plant 

• Good standards of housekeeping, including drains, gutters etc 

• Control of hazardous substances for grounds maintenance activities 

External Health and Safety Advisors 

2.5. Leweston School uses external consultants to advise on matters of health and safety 

within the school as follows: 

• Engineers monitor and service the school's plant, equipment, including boilers, 

lifts and hoists annually. 

• Gym and fitness equipment and machinery used in both Design and Technology 

and in the maintenance department are serviced annually. 

• The school's adherence to health and safety in catering and cleaning is subject to 

external inspection by the Environmental Health Department (EHO).  In addition, 

the Head Chef arranges for:  

o the professional deep cleaning of all equipment, high level cleaning of all 

cooking, food preparation and storage surfaces, areas etc twice a year. 



 

 

o appropriate pest control measures to be in place. 

o professional advice from a dietician if and when necessary. 

• The school has a suitable and sufficient fire risk assessment which is reviewed 

annually for items in the action plan and updated annually, or when significant 

changes are made to the interior of buildings, or new buildings are bought or 

added. 

• In addition to the weekly fire alarm tests, the alarm system, together with all 

smoke detectors, emergency lighting and extinguishers are tested annually by a 

qualified contractor.  

• The school has a suitable and sufficient risk assessment for legionella, periodically 

and a quarterly water sampling and testing regime in place. 

• The school maintains an asbestos register and the Bursar is responsible for 

ensuring that it is kept up-to-date and for any sampling or removal before major 

works takes place.  The Site Manager is responsible for the maintenance of an 

asbestos management plan and for making sure that contractors are fully briefed 

on areas of asbestos before starting work. 

• The school's radiation protection supervisor (RPS), [Site Manager] is responsible 

for liaison with the radiation protection advisors for ensuring compliance with the 

Ionising Radiation Regulations 2007, Radioactive Substances Act 1993 and 

exemption certificates granted under them and HSE guidance. 

• The School has current electrical test certificates for all its buildings. It uses NICEIC 

qualified Electrical Engineers to inspect and maintain its electrical installations, all 

of which are RCB protected and meet the requirements of BS7671 IEE wiring 

regulations. 

• All work on gas boilers and appliances is carried out by registered Gas Safe 

Engineers. 

• All lightning protection and earthing conforms to BS 6651-1999 or to BS EN 

62305. It is tested annually by a specialist contractor. 

• A qualified Planning Supervisor is used in order to ensure compliance with the 

Construction (Design and Management) (CDM) Regulations 1994 whenever major 

work is undertaken.  

Heads of Department 

2.6. The Heads of Department will ensure, so far as is reasonably practicable, the health and 

safety of those affected by activities under their control.  They are responsible for 

maintaining up to date risk assessments for areas under their control. Specific risk 

assessment requirements are: 

Support 

• Fire – the Fire Officer/Bursar 

• Legionella - the Site Manager 

• All rooms, corridors and exits - the Bursar (See also Annex K) 



 

 

• Catering facilities (including Hazard Analysis Critical Control Points (HACCP) 

system of food hazard awareness and Control of Substances Hazardous to Health 

(COSHH) procedures) – Head Chef  

• Grounds maintenance (including use of pesticides and COSHH) - the Site Manager 

• Maintenance functions, (including working at heights, electricity, manual 

handling, and building work, use of power tools, COSHH and flammable 

materials) - the Site Manager.  

• Asbestos Register- the Site Manager. 

• Reprographics machines and copiers – the Academic Administrator. 

Academic 

• Science (including harmful substances and flammable materials) - Head of 

Science 

• Sports activities – Director of Sport 

• Drama - Head of English 

• Art (including harmful substances and flammable materials) - Head of Art and 

Design 

• Music – Director of Music 

• Design & Technology - Head of Art and Design 

• Duke of Edinburgh Award – Duke of Edinburgh Co-ordinator 

• Trips and visits – Deputy Head (Pastoral) 

They will also be responsible for identifying, organising (and maintaining records) of training 

that is relevant to their area of control. 

The Senior Nurse 

2.7. The Senior Nurse will be responsible for: 

• Maintaining an accident book and, in conjunction with the Bursar, reporting 

notifiable accidents to the Health & Safety Executive 

• In conjunction with the Bursar, keeping statistics and preparing summary reports 

for the School Health and Safety Committee 

• Escorting pupils to hospital (and informing their parents) 

• Checking that all first aid boxes and eye wash stations are replenished 

Staff 

2.8. The co‑operation of all staff is essential to the success of the policy and the school 

requests that staff should notify the their Head of Department / School Safety Co-

ordinator of any hazards to health and safety which they notice and of any suggestion 

they wish to make regarding health and safety. Staff are required to: 

• Follow the Policy; 



 

 

• Take reasonable care for the health and safety of themselves and others who may 

be affected 

• Follow requirements imposed on the school or any other person under health 

and safety law and co-operate fully so as to enable the duties upon them to be 

performed 

• Carry out all reasonable instructions given by managers / senior staff 

• Make proper use of anything provided in the interests of their health and safety 

such as protective equipment. Reckless or intentional interference with such 

equipment will potentially be regarded as a dismissible offence 

• Comply with any reasonable request made by any of the persons named above in 

relation to the fulfilment of their duties 

School Health and Safety Committee 

2.9. The School Health and Safety Committee meets once a term under the chairmanship of 

the Bursar.  Chris Fenton, the Governor who is responsible for health and safety, attends 

these meetings.  The members of the Committee are: 

• Named Governor 

• Head 

• Deputy Head (Pastoral) 

• Head of Prep 

• Support Administrator, who acts as Secretary 

• Site Manager  

• Fire Officer 

• Senior Nurse 

• IT Network Manager 

• Head of Boarding 

• Director of Sport 

• Head of Swimming and Pentathlon 

• Head of Science 

• Head of Art and Design 

• Head of English  

• Head Technician  

The role of the Committee is to:  

• Discuss matters concerning Health and Safety including changes in regulations. 

• Monitor the effectiveness of health and safety within the School. 

• Review accidents and near misses. Discuss preventative measures. 

• Discuss training requirements 



 

 

• Monitor the implementation of professional advice 

• Assist in the development of safety rules and safe systems of work. 

• Monitor communication and publicity relating to health and safety in the 

workplace.   

• Encourage suggestions and reporting of defects by all members of staff. 



 

 

DIAGRAM SHOWING THE ORGANISATION FOR HEALTH AND 

SAFETY  

 

GOVERNORS/TRUSTEES 

Overall responsibility for health and safety at Board level 
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Chairman of Finance Committee - Responsibility for oversight of  

operation of health and safety 

Named governor attends Health and Safety Committee and reports to F&GPC 
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Head 

Responsibility for day to day operations and organisation of health and safety 
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Bursar 

School Safety Coordinator 

Responsibility for management of safety and 

security of site 

Compliance with regulations 

CHAIRS HEALTH & SAFETY 

COMMITTEE 
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Members of the Health and Safety Committee 

See above 
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Whole School Community: Staff, Pupils, Governors, Visitors, Volunteers, Contractors working on 

site. 

 



 

 

PART 3 - SPECIFIC ARRANGEMENTS FOR HEALTH AND SAFETY 

3.1 Health and safety controls are in place at Leweston School in order to enable activities 

to be undertaken in a reasonable and safe manner.   

Advice and Information  

3.2 Employees may obtain advice and information about Health & Safety through their 

immediate supervisors, through the School Safety Officer (Bursar), through the Site 

Manager or from a member of the Health and Safety Committee.  A comprehensive list 

of School policies is available in the Staff Handbook (“SHB”) and on the Senior Staff 

Data. 

Accident or Incident Reporting 

3.3 When an accident occurs the Head of Department must be informed immediately; for 

all other incidents, they must be told on the same day.  Every accident involving 

personal injury, whether to employees, pupils or others, must be recorded in the 

accident book (which is held in the Health Centre) and any notifiable accident must also 

be reported to the Bursar the same day.  The Senior Nurse will analyse accident trends 

and report to the Health & Safety Committee.  If a serious accident occurs the School 

Safety Officer may call for a special meeting of the Health & Safety Committee. 

Induction 

3.4 All new staff are to receive induction in the school’s Health and Safety arrangement as 

soon as possible after joining.  Heads of Department are to ensure that induction takes 

place and that it is recorded on the Induction Checklist, which should be returned to 

the HR Advisor, if possible within 14 days of joining.   

Hazards 

3.5 Risk assessments are reviewed annually (see 2.6 above).  However, all staff must report 

hazards which they believe are not being adequately managed because accidents can 

be prevented by timely intervention.  In some instances this may require a revision of 

the relevant risk assessment. 

3.6 The following areas/activities present identified and potentially significant risks in 

Leweston School.  As a consequence, pupils are not allowed unsupervised access to: 

 PE: the Director of Sport keeps risk assessments for: all indoor and outdoor games, 

athletics, gymnastics and dance. Records of training and qualifications in subject 

specific areas are kept. 

 Swimming:  the Swimming Pool Manager keeps risk assessments for swimming and 

records of training and qualifications in life-guarding.  

 Science: Risk assessments for experiments are normally provided with the schemes 

of work.  Where this is not the case, risk assessments are undertaken by the 

teachers involved.  Commonly used experiments have risk assessments written and 

a file containing these is kept in the Prep Room.  CLEAPSS Hazcards are kept in 

chemical laboratories and the Prep Room, on the use and safe storage of all 

chemicals. Chemical Data sheets for all bought chemicals and COSHH assessments 



 

 

for other hazardous substances are kept in the Prep Room. The Science 

Department keeps records of all subject-specific training by teachers and 

technicians.  The Science Department Health and Safety Policy can be found in the 

Departmental Office and an electronic copy is logged in the science folder of the 

Staff Drive.  

 Art and Design: the Head of Art keeps risk and COSHH assessments for the ceramic 

studio, the kiln, the use and safe storage of oil based paint and other flammables. 

Records of staff training are kept. 

 Drama: the Head of Drama keeps a risk assessment for the theatre which includes 

the lighting box, the safe construction, movement, building and dismounting of 

scenery, props and staging.  When required, the lighting tower is assembled (and 

subsequently dismantled) by the Maintenance staff and is checked by them for 

safety before use.  Records of staff training are kept. 

 The Catering Department: the Head Chef ensures that all HACCAP procedures are 

in place and adhered to, ready for inspection by the EHO.  The Head Chef keeps risk 

assessments for all activities, safe use and storage of equipment and flammables, 

COSHH procedures of chemicals and other products.  Records of staff training are 

kept. 

 The Maintenance and Grounds Departments: the Site Manager keeps risk 

assessments for all its activities, safe use and storage of equipment and 

flammables, COSHH assessments of chemicals and other products.  Records of staff 

training are kept. 

Educational Visits and Off-Site Activities 

3.7 All educational visits, field trips and other pupil based activities not on school property 

are classified as off-site activities.  The Deputy Head (Pastoral) is responsible for 

ensuring that all off-site activities are managed in accordance with best practice using 

DfE, County and National guidance (www.oeapng.info), as well as any Foreign Office 

advice where appropriate.  The school’s Educational Visits Policy is available in the Staff 

Handbook on the Senior Staff Data.  Parents can access it via the website. 

Medical 

3.8 Medicines.  The safeguarding, dispensing, recording and disposal of medicines is be in 

accordance with the protocols set down by the school doctors.  Day to day control of 

medicines is the responsibility of the Senior Nurse who will provide guidance to the 

House Parents, who keep a record of all medication given within the boarding houses.  

Medical audits of the House medical records are carried out by the Health Centre staff 

twice a term. 

3.9 Allergies.  All staff receive training from the Senior Nurse in how to administer an epi-

pen annually during INSET, and all staff are notified of pupils with allergies and serious 

medical conditions.     

3.10 Infectious Diseases. The Senior Nurse is responsible for alerting the Head to the 

presence of infectious diseases. 

http://www.oeapng.info/


 

 

 

First Aid 

3.11 First Aid training is co-ordinated and provided by the Swimming Pool Manager who 

also maintains the training records.  Leweston maintains regulatory levels of qualified 

First Aid support throughout the school and also for events and off-site activities.  The 

First Aid policy is available in the Staff Handbook and on the Senior Staff Drive.  Parents 

can access it via the website. 

Personal Protective Clothing and Equipment 

3.12 Academic.  Protective clothing and equipment required for pupil based activities is 

provided by the relevant department and must comply with current legislation. When 

such equipment is supplied for School activities it is the responsibility of the teacher in 

charge to ensure that it is worn/used in accordance with the appropriate instructions. 

3.13 Support. All Personal Protective Clothing and Equipment (PPE) for support staff should 

be purchased by the school and, when made available, must be used in accordance 

with instructions given by line managers who are to give appropriate instruction on the 

limitations, replacement arrangements, defect reporting and correct use of PPE to 

individual users. 

Manual Handling 

3.14 No employee or pupil is to be required to lift or move anything which in so doing they 

believe is likely to cause them injury.  Training in manual handling will be given to those 

groups of employees identified by their line managers as being at risk. 

New and Expectant Mothers 

3.15 Line Managers must give due consideration to new and expectant mothers by ensuring 

that their allocated duties are compatible with their condition.  A risk assessment will be 

carried out by the line manager (advice can be obtained from the Bursar) as soon as the 

employee has made the school aware of her condition: it is the responsibility of the 

employee to ensure that the School is made aware of their condition so that all 

appropriate measures can be put into place. 

Fire Safety 

3.16 All staff are to be familiar with the Fire Safety Policy and Fire Risk Assessment which can 

be found in the Staff Handbook on the Staff Drives.  Fire safety refresher training is 

provided for all staff annually during INSET.  No smoking is permitted anywhere on the 

school site. 

Food Hygiene 

3.17 All food prepared within or for the school shall comply with all relevant aspects of food 

safety legislation under the Food Safety Act 1990, in particular with regard to training 

requirements.  Advice and assistance can be provided by the Head Chef or Domestic 

Bursar.  The Food Safety Policy is available on the Staff Drives and from the Head Chef. 



 

 

Training 

3.18 Training required for specific roles is the responsibility of the relevant line manager or 

Head of Department.  It is incumbent on that person to ensure the every member of, or 

participant in, the department is familiar with the Health and Safety requirements of the 

department and that relevant training is given as appropriate.  Some training is 

organised centrally, and the responsibility for organising it and maintaining training 

records is as follows: 

 Minibus training – Bursary Secretary 

 Curriculum subject specific training - the respective Head of Department 

 Nursery staff – Nursery Manager 

 Design and Technology related training – Head of Art 

 Health and safety training for the Catering and Cleaning staff – Head of Domestics 

and the Head Chef. 

 Food Safety Training – Head Chef 

 Briefing new pupils on emergency fire procedures – Fire Safety Officer 

 Briefing new staff on emergency fire procedures -  Fire Officer/Bursar 

 Inducting new staff in health and safety – Bursar 

 Identifying specific health and safety training needs of staff – all Heads of 

Department and Line Managers or Supervisors.  

 First aid training – Swimming Pool Manager. 

Contractors 

3.19 The Health and Safety Executive requires organisations which make use of contractors 

and subcontractors to ensure that they work safely.  Only contractors able to 

demonstrate adequate and effective mechanisms for the management of health and 

safety are permitted to work for the School.  Where appropriate, contractors must 

demonstrate that they have a valid risk assessment and safe system of work for all work 

being carried out on the School’s behalf.    All contractors must be allocated a point of 

contact when they are awarded a contract and must sign in to Leweston School before 

commencing work on the School's behalf.  Contractors will be briefed by the Site 

Manager or relevant departmental head to ensure that all relevant checks have been 

carried out and systems for safe working are in place. 

Premises 

3.20 The Workplace Health, Safety and Welfare Regulations 1992 cover the environment 

within the workplace including ventilation, temperature, cleanliness, workstations, 

seating and the fabric of the building both internal and external. Defects should be 

reported immediately to a supervisor, and then to the Site Manager. 



 

 

3.21 Asbestos.  Some buildings within Leweston School have materials within them that 

contain asbestos. The School holds a register of all of these sites and controls work 

within these areas to ensure that staff, pupils, contractors and visitors are not put at risk.  

Further information can be obtained from the Site Manager. 

Dogs 

3.22 Leweston recognises that dog owners are responsible for the behaviour of their dog.  

Although staff dogs are welcome on the premises, as are parents’ dogs when they are 

visiting the school for example when watching a match, the school site is not to be used 

for routine dog walking and at all times the welfare of the children and staff come 

before that of the dog.  Dogs are not allowed in the dining room or dormitories at any 

time.  The dog policy is available in the Staff Handbook on the Staff Drives.  Parents can 

access it via the website. 

The following annexes should be read in conjunction with this policy: 

Annex A Control of Substances Hazardous to Health 

Annex B Corrosive Systemic Poisons 

Annex C Code of Safe Conduct 

Annex D Electrical Equipment 

Annex E Machinery 

Annex F Vehicles 

Annex G Ionising Radiation 

Annex H Occupational Stress Policy 

Annex I  Computer Workstations 

Annex J Controls for Legionella and Water Treatment 

Annex K List of staff responsible for completing risk assessments of school buildings and 

facilities.



 

 

ANNEX A TO THE HEALTH AND SAFETY POLICY 

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 

The school uses substances which may be hazardous to health if not handled and stored 

correctly.  For all situations where COSHH regulations apply, or it is considered that they may 

apply, HSE guidance should be consulted, to ensure adherence to latest practices: 

http://www.hse.gov.uk/coshh/index.htm and use of the e-tool at 

http://www.hse.gov.uk/coshh/essentials/coshh-tool.htm 

What is a Hazardous Substance? 

 Substances classified as harmful, irritant, toxic, very toxic and corrosive, such substances 

will carry the pictograms detailed below. 

 Substances for which the Health and Safety Commission have approved a  workplace 

exposure limit (WEL). Examples would include   chlorine, ammonia or  wood dusts. These 

have a legal status and the exposure limits must not be exceeded. 

 Biological agents capable of causing ill health effect, i.e. any microorganism, cell, 

culture, genetically modified organism that may cause  infection, allergy, toxicity or any 

other human health hazard. 

 Substantial quantities of dust. 

 Any other substance not classified above that may create a comparable health risk. 

The only exceptions are those things which are already being controlled by their own specific 

legislation, for example, asbestos, lead, radioactive substances. In addition, it does not include 

biological agents that are outside the employer’s control e.g. catching an infection from a work 

colleague. In schools these hazardous substances will generally be found/generated in school 

laboratories, school practical workshops and print rooms. Cleaners stores are also likely to 

contain such substances. 

There are 8 steps you need to go through for hazardous substances 

1. Assess the risks 

2. Decide what precautions are needed 

3. Prevent or adequately control exposure 

4. Ensure that control measures are used and maintained 

5. Monitor the exposure (where necessary) 

6. Carry out appropriate health surveillance (where necessary) 

http://www.hse.gov.uk/coshh/index.htm
http://www.hse.gov.uk/coshh/essentials/coshh-tool.htm


 

 

7. Prepare plans to deal with accident incidents, and emergencies 

8. Ensure employees are properly informed, trained and 

Responsibilities 

The Head has overall responsibility for compliance with COSHH to prevent ill health and to 

ensure that assessments have been carried out for substances hazardous to health within the 

school. 

Individual Heads of Departments/managers will need to ensure that assessments are 

available for substances within their control and that appropriate controls are in place and 

being followed. 

Heads of Departments e.g. Science and Design and Technology are responsible for developing 

COSHH assessments within their departments and ensuring that any control measures are 

effectively implemented. Both must consider hazards in relation to  cleaning carried out by 

other staff/contractors and ensure adequate precautions are implemented. Heads of 

Departments or managers will ensure that arrangements are made to ensure that any 

equipment used to control the risk from hazardous substances is adequately maintained in an 

efficient condition (see maintenance and control of equipment later).Heads of 

Departments/managers will ensure that “at risk staff” are informed of any risks they may be 

exposed to and the control measures in place to reduce them. 

Heads of Departments/managers will arrange for any health surveillance required to be carried 

out, including checks for occupational asthma. (See further information under Health 

Surveillance below), and checks for skin and dermatitis. 

The Site Manager, House Manager and Catering Manager and are responsible for keeping 

COSHH assessments up to date, obtaining data sheets for any new hazardous substances and 

for carrying out an assessment for any substances within their control. Also, that any such 

information be made available to relevant personnel where they may be affected by risks (e.g. 

contractors, service engineers and own staff). 

Cleaning staff should be made aware of any implications of the health and safety policy as it 

affects their work activities e.g. storage, use and disposal arrangements for materials, 

equipment, substances etc. Cleaners are responsible for ensuring access doors are locked so 

that pupils cannot access any hazardous substances. 

Contract cleaners should carry out their own risk assessments, but the school should be 

provided with a copy to ensure that risks are adequately controlled to their own staff and 

pupils, visitors, contractors etc. 

All employees have a responsibility to inform the Head of any defects with equipment used to 

control exposure to hazardous substances, and of any symptoms they may be experiencing 

using hazardous substances. 

All employees have a duty to co-operate with monitoring and health surveillance that is 

required of them. 



 

 

Carrying out a COSHH assessment: 

A number of hazardous substances are used within the school, but provided adequate 

precautions are taken the risks will be adequately controlled. Suppliers can provide Safety Data 

Sheets for hazardous products. Always check whether there is a safer alternative on the market. 

A number of generic risk assessments are available to assist in this process. The following 

generic assessment documents are available in all premises to which they apply. 

Science 

'Hazards', produced by CLEAPSS, (the Consortium of Local Education 

Authorities for the Provision of Science Services) 

'Topics in Safety', produced by the Association of Science Education (ASE) 

Safety in Science Education, produced by the DfES.The above documents contain detailed 

COSHH assessments for substances and experiments required in the science curriculum. In 

situations which are not adequately covered by these documents CLEAPSS will, if requested, 

provide a specific risk assessment. 

Design and Technology 

Model Risk Assessments for Design and Technology in Secondary Schools have been produced 

by CLEAPSS, including COSHH assessments. These are available on the CLEAPSS website. 

Hardwood and softwood dusts have been assigned a Workplace Exposure Limit of 5mg/m3 (8 

hour time weighted average) which must not be exceeded. Hardwood dust can cause cancer – 

particularly of the nose. 

Wood dust is also an asthmagen so exposure must be reduced as low as is reasonably 

practicable.  

In the event however, that you may have a substance not covered by any of the above 

documents, an individual assessment will be required.  

Elimination and disposal 

Should you find you can eliminate the use of a substance, safe disposal must be ensured. 

Controls 

Exposure to hazardous substances must either be prevented or controlled. Where it is 

reasonably practicable to prevent exposure then this must be ensured. If not then certain 

controls must be initiated to reduce exposure. Where the course of action is to control, 

personal protective equipment (PPE) should always be the last resort.   

For example, fume cupboards in science labs, local exhaust ventilation systems on 

woodworking machinery should always take precedence over masks. However, if practical 

measures to control the substances are not reasonable or not adequate when used alone, then 

PPE will need to be provided for use by staff and pupils where appropriate. 



 

 

Monitoring: 

All reasonable steps must be taken to ensure that the control measures put in place are 

complied with. Reporting procedures for defective equipment will also be required. 

Monitoring is not needed if you can show by another method of evaluation that you are 

preventing or controlling employee’s exposure to hazardous substances. Should   monitoring 

the effectiveness of control systems require personal exposure monitoring further advice 

should be sought. 

Health Surveillance 

Appropriate health surveillance should be undertaken for exposure to hazardous substances 

that could give rise to asthma. A higher level of health surveillance, including lung function 

testing, is required for western red cedar – this should not therefore be used in schools. 

Appropriate health surveillance should also be undertaken for the effects of dermatitis on the 

skin.  

Employees have a responsibility to co-operate with health surveillance and monitoring. 

Employees should inform the Bursar of any problems they experience in using hazardous 

substances. 

Maintenance of Control Equipment 

Equipment relied on for control measures must be maintained in an efficient working order 

and in good repair. This will require visual and operational checks on equipment before use. In 

addition there is a requirement for testing of local exhaust ventilation systems (LEV) every 14 

months under the Provision and Use of Work Equipment Regulations. In schools this practically 

requires annual testing and certification of local exhaust ventilation systems such as, fume 

cupboards and extraction for woodworking machinery, welding bays, etc. CLEAPSS provide 

details of companies that may be able to assist or give advice on the testing and maintenance 

of such equipment. The HOD must keep records of such maintenance. 

Information Training and Supervision 

Those undertaking work with hazardous substances must be provided with sufficient 

information, training and supervision to enable them to undertake their work safely, to know 

the risks involved in their work and the necessary precautions to be taken. 

Additionally, it will be necessary to inform pupils who maybe exposed to hazardous substances 

of the risks, and the measures put in place to control the risk. Please bare in mind language or 

reading difficulties and ensure important safety messages are fully understood. 

Training, information and supervision should include: 

 Names of substances they work with or could be exposed to and the risks created by 

such exposure including access to safety data sheets 

 The findings of the risk assessment 

 The precautions they should take 

 The importance of reporting faults 



 

 

 Personal protective equipment 

 Monitoring of exposure 

 Health surveillance 

 Emergency procedures which need to be followed. 

General advice regarding cleaning products: 

 COSHH assessment sheets should be completed for each product. 

 New products should not be used until a COSHH assessment has been carried out. Read 

all product labels carefully before use. 

 When purchasing select the least hazardous substance available. 

 Never mix chemicals except in accordance with manufacturers’ instructions. N.B. Bleach 

(and other chlorine based products) releases chlorine gas when mixed with acid-based 

products. Chlorine gas can be lethal. 

 Add cleaning product to water NOT the other way around. 

 Ensure there is adequate ventilation at all times during cleaning. 

 Before using substances like floor strippers, floor sealers, and products containing 

 solvents check the ventilation requirements and ensure there is adequate  ventilation. 

 For all products consider what steps are necessary to protect others (especially 

 pupils) e.g. keeping pupils away from an area being treated. Cover any cuts and 

 abrasions with suitable medical dressings. Some products  (e.g. polish strippers, 

 concentrated disinfectants) can be irritating to the skin and cause chemical burns. 

 Ensure the correct protective clothing is used.  

 A number of products can lead to dermatitis; protective gloves should be worn and any 

problems reported to the Head Teacher. 

 Wear any Personal Protective Equipment (PPE) identified by the COSHH 

 assessment. 

 Eye protection to relevant British Standards or European standard should be  worn 

whenever there is a risk of a chemical hazard to the eyes (e.g. splashing).  Check the 

safety data sheets for information. Assess when splashing could occur (e.g. when 

decanting or pouring concentrated solutions – reduce the hazard  where possible by 

having a less concentrated product). 

 Ensure PPE is well maintained and replace as necessary. 

 After treating floors etc. continue to provide ventilation until the floor is dry. 

 Display all warning signs correctly. 

 Replace the cap after use. 

 Clean all equipment after use. 



 

 

 Premises Managers/cleaners should be aware of first aid procedures (before use). 

 Ensure there is a correctly stocked first aid kit available. 

 Report any accidents promptly. 

 Staff should report any symptoms such as dermatitis etc. to the Commercial  Director. 

 All containers of hazardous substances must be properly labelled (this includes the small 

hand sprays used for cleaning products – suitable labels are available  from most 

suppliers). Food containers should not be used. 

 When storing chemicals ensure those that could react are kept away from each 

 other (e.g. keep bleach away from acid cleaners). 

 Store products safely and neatly at all times. 

 Cleaning cupboards etc. must be locked at all times pupils are present in the  school. 

 A signing in/out procedure should be set up to keep track of chemicals and  ensure 

they have been safely returned to the store. 

 Ensure staff are given relevant information, training, instruction and supervision. 

YOU SHOULD NEVER 

 Mix different chemicals (unless in accordance with manufacturers’ 

 instructions) 

 Return unused products to their original containers 

 Use unmarked containers for dispending cleaning solutions 

General advice for cleaning wood dust: 

 Regular cleaning should be carried out using a dustless method e.g. an industrial 

 vacuum cleaner with high efficiency filters (HEPA) or a vacuum pipe attached to  the 

extract system. 

 Dispose of waste carefully and immediately into refuse bins. 

 Work in a well ventilated environment. 

 Wear appropriate PPE if necessary (face mask and eye protection). 

 Keep wood dust away from sources of ignition. 

YOU SHOULD NOT 

 Use compressed airlines for cleaning down machines, work pieces or  clothing 

 Use brushes to sweep up – they create dust clouds - This can cause high  peaks of 

dust exposure and simply spread the dust around. 



 

 

Weil’s Disease: 

Weil’s disease is a serious and sometimes fatal infection that is transmitted to humans by 

contact with urine from infected rats. It can enter the body through cuts and scratches and 

through the lining of the mouth, throat and eyes after contact with infected urine or 

contaminated water. Cleaners, premises managers or staff may be at risk if cleaning 

drains/ponds/contaminated water etc. 

How to prevent Weil’s disease 

 Get rid of rats. Don’t touch them with unprotected hands 

 Cover all cuts and broken skin with waterproof plasters before and during work 

 Wear protective clothing 

 Wash your hands after handling any animal or contaminated clothing or other 

 materials and always before eating and drinking. 

If staff suffer from flu-like symptoms, persistent and severe headaches they should inform their 

GP and provide information to the GP about Weil’s disease and their work.



 

 

ANNEX B TO THE HEALTH AND SAFETY POLICY 

CORROSIVE SYSTEMIC POISONS 

1. These chemicals act in two major ways: 

 Corrosive - cause severe skin burns which leave major scarring 

 Systemic toxicity - have a toxic effect remote from the site of contact, are readily 

absorbed through the skin into the body, and affect organs adversely. 

All cases of contamination with these substances require urgent vigorous first aid 

followed by transfer to the Accident and Emergency Department. 

2. The two most important corrosive systemic poisons used within schools are:- 

Hydrofluoric acid (“HF” also some fluorides and native fluorine). 

Phenol (also including picrates and phenol derivatives). 

Action 

3. Immediate flooding of the affected area with flowing water for at least 10 minutes, 

which will wash most of the chemical off the skin, but will do nothing to prevent absorption of 

that already on the skin prior to first aid. 

4. Follow the first aid advice contained in the enclosed documents:- 

a) Phenols and picrates (39). 

b) Fluorine, fluorides and hydrofluoric acid (44). 

These are reprinted from the Croner Emergency First Aid Guide and are considered to be 

national guidelines on first aid and subsequent disposal. 

Emergency Water Supply 

5. It is mandatory for departments using these substances to have appropriate water 

flushing arrangements available.  Ideally this should include a step-on shower and emergency 

high pressure eye bath.  In the absence of these a flexible hose attached to a tap permanently 

near where the usage occurs is required. 

There is no time to waste, water must be directed on to the area contaminated 

immediately.  Do not wait for the first aider. 

 



 

 

ANNEX C TO THE HEALTH AND SAFETY POLICY 

CODE OF SAFE CONDUCT 

1. All staff are to: 

 Ensure that they understand and follow the safe operation of their duties; ask if you do 

not understand any aspect of these; 

 Conform to the health and safety at work policy, all health and safety rules and signs, 

fire precautions and emergency procedures; 

 Report all accidents, near misses, potential hazards and damage immediately to the 

Bursary; 

 In the event that personal protective equipment or clothing is provided, it must be 

used and properly looked after; 

 Do not interfere with or misuse anything provided for the health and safety of 

employees; 

 Do not act in a way that could endanger yourself or others; do not play practical jokes; 

 Do not run, especially on stairs or steps.  Use handrails; never read while walking; 

 Keep your work area tidy and clear of obstructions; do not leave things lying around; 

 Clean up any spilt liquids, tracked in rain etc. immediately; 

 In the event of your being called upon to handle bulky or heavy objects, only lift or 

move what you can easily manage; always bend your knees and keep your back straight 

– take the stress in your legs, not your back. GET ASSISTANCE if in doubt. Do not 

overreach; do not climb on anything not meant for the purpose; use a ladder, ensuring 

that it is good condition; 

Smoking 

2. This is a no smoking site and the rule applies equally to e-cigarettes. 

3. Smoking on the site is against the code of conduct and therefore an offender will be 

subject to disciplinary procedures.  Employees discovered smoking in an area where there is a 

particular fire risk will be liable to dismissal without notice.  



 

 

Alcohol and Drugs 

4. It is the aim of Leweston to provide an environment which promotes the health & 

wellbeing of employees and to minimise the problems at work associated with drugs and 

alcohol use.  Where an employee has been identified as having such a problem, the school 

will offer appropriate levels of support on a case by case basis directed through line 

management and SLT as required. 

5. Staff members and contractors, suppliers, volunteers or visitors under the influence of 

or in possession of drugs or alcohol will be asked to leave the site and the Police will be 

informed as appropriate.  Disciplinary action may be taken. 

Access and Egress 

6. Ensuring that safe movement can be achieved in, around & through the workplace is 

the responsibility of all members of staff.  Emergency routes in particular should be observed 

& maintained clear.  The Site Manager will ensure that signage meets regulatory requirements 

at all times and will make arrangements for temporary access when required (see latest HSE 

guidance at: http://www.hse.gov.uk/pubns/indg244.htm) 

7. Any concerns about safe access should be reported to the Bursar who will address the 

issue and raise it at the H&S committee.



 

 

ANNEX D TO THE HEALTH AND SAFETY POLICY 

ELECTRICAL EQUIPMENT 

1. Staff are to maintain a list of all electrical equipment located in the rooms for which they 

are responsible. 

2. Staff are to routinely inspect plugs and cables for loose connections and faults and to 

report any issues to the Maintenance Team for repair or replacement. 

3. All staff should exercise care when using electrical equipment.  Maintenance staff 

working on electrical equipment should follow specific risk assessments available in the 

Maintenance Shed e.g for changing a plug. 

4. All school portable electrical equipment will be PAT tested once a year. 

5. Any pupil-owned portable electrical equipment brought into School is to be PAT tested 

before it is used. 

6. A complete check of the electrical installation is to be carried out every five years by a 

suitably qualified contractor.  All new electrical installations are certificated with records 

of records of checks available for inspection from the Site Manager. 

7. Electrical equipment is regularly checked and is normally safe when properly used,  

BUT:  

 never touch electrical equipment with wet hands 

 always disconnect electrical equipment before moving it 

 never attempt electrical repairs unless authorised 

 always keep electrical supply cables and wires away from wet areas or from where they 

could be walked over etc. 

 always switch off equipment if not in use; disconnect from the mains outside normal 

working hours unless instructed otherwise 

Relevant legislation can be found at; http://www.hse.gov.uk/electricity/standards.htm 

http://www.hse.gov.uk/electricity/standards.htm


 

 

ANNEX E TO THE HEALTH AND SAFETY POLICY 

MACHINERY 

1. Machinery may only be used by authorised members of staff who are trained in its 

specific use or under the supervision of an authorised member or staff. Equipment is serviced 

or checked as follows: 

Equipment Who Checks How Often 

   

Boilers/Heating Contractor 6 monthly 

Workshop Site Manager 6 monthly 

Grounds Machinery Contractor Annually 

Kitchen Contractor Annually 

D & T Contractor Termly 

  

2. Staff with responsibility for specific areas of work and machinery are responsible for 

setting and enforcing safety rules, and are to ensure that personal protective equipment (PPE) 

and safety guards are available for all users, that maintenance schedules are strictly followed 

and that risk assessments are up to date. 

3. Risk assessments should consider and include the following:   

 How the machines sits within its’ environment, identification of safe & dangerous zones 

for mechanical, noise and temperature considerations. 

 The machine’s controls, the visibility and exposure of any moving parts and accessibility 

for any parts that form a part of the routine maintenance process. 

 The condition and suitability of any guards and interlocks. 

 The chemicals which may be involved in the machine’s operation or cleaning 

(compliance with COSSH). 

 Position, condition & accessibility of safety switches & isolators. 

 Skills levels required of any operators 

4. All machine users must:



 

 

 Use the machine safely in accordance with the risk assessment, manufacturer’s 

instructions and training. 

 Ensure that all guards, interlocks & PPE are used. 

 Control the area of the machine and ensure safe access around it for others. 

See also; http://www.hse.gov.uk/work-equipment-machinery

http://www.hse.gov.uk/work-equipment-machinery


 

 

ANNEX F TO THE HEALTH AND SAFETY POLICY 

VEHICLES 

1. The school owns two minibuses and a car and hires two minibuses from Falcon Vehicle 

Solutions, for regular school use.  Safety checks are carried out as follows: 

 By the driver carrying out a journey; check for damage and faults before  moving off 

and ensuring that all passengers wear seat belts while the vehicle is in motion. 

 By the Site Manager ensuring that they are examined, cleaned and topped up with oil, 

petrol and water every week and serviced according to schedule. 

In addition, MOT tests of all vehicles are carried out annually, vehicles are serviced according to 

the manufactures recommendations and all vehicles are to carry approved First Aid kit. 

2. Drivers must be authorised by the Head or Bursar to drive the vehicle.  Minibus drivers 

must have completed the Dorset County Council Minibus Driver Improvement course or be 

otherwise be authorised by the Governors. 

3. Drivers must be 25 years of age and under 65 years; they must have held a full driving 

licence for at least 3 years and must have no conviction for a motoring offence. 

4. If drivers have a medical condition they must have already advised the Bursary who will 

refer it to the insurers before the driver is authorised to drive the minibus.  

5. Drivers must be licensed to drive the type of vehicle in question. 

6. It is the drivers’ responsibility to satisfy themselves that they are fit and capable to drive 

the vehicle.  

7. No member of Staff may drive more than 30 miles at the end of a full working day. 

8. If there is to be a journey of 100 miles or more in any one working day, there must be 

two drivers. 

9. Drivers must take a rest break of at least 20 minutes every two hours. 

10. Drivers should satisfy themselves that they are within the legal limit for alcohol  in 

their blood before driving but, in any event, no driver should drink alcohol in the 8 hours prior 

to driving the minibus. 

11. The driver must check that all passengers wear correctly adjustable seatbelts at all times 

throughout the journey and that any luggage is safely positioned and doors safely closed but 

not locked. 

12. The number of passengers must never exceed the number of seats available.



 

 

 

13. Speed limits must be complied with at all times. 

14. If a pupil is a passenger is taken ill during the journey the driver should be prepared to 

stop but only where it is safe to do so, for example in a lay-by. 

15. Before setting out on the journey the driver should undertake the following; 

• Carry out a basics check of fuel levels, lights, breaks, and horn and dashboard

 information. 

• Carry out a visual check of the bodywork to ensure that there is no damage  which 

would affect the proposed journey. 

• Ensure that the driver’s seat and mirrors are adjusted properly. 

• Check the First Aid kit, fire extinguisher and mobile phone ensuring that each is 

 fully functional. 

16. Upon completion of the journey, the driver is responsible for: 

• Completing the record book,  

• Checking the vehicle for damage and, if any, reporting it to the Bursary,  

• Ensuring that the vehicle is left clean and tidy and any litter is removed. 

Note 

To be read in conjunction with the Risk Assessment for Travel by Minibus.



 

 

ANNEX G TO THE HEALTH AND SAFETY POLICY 

IONISING RADIATIONS 

These are Leweston School’s local rules for using closed radioactive sources and rock sets. 

1. Radiation Protection Supervisor is Mrs. A Valentine. 

2. The Radiation Protection Adviser is Dr Bowker at Oxford Radiation Protection 

Consultants, who can be contacted on 01235 538238. 

1. The name of staff authorised to use the source are: Mr P Ainsworth and Mrs A Valentine. 

2. The normal  location of the sources together with names of key holders are: 

Location:  In locked passageway by Prep Room in Longford Science building 

Key holders:  The Senior Technician and the Bursar 

5. Sources should only be used in Longford Physics or the Longford Project Room. 

6. Persons using the source should record the date of removal and return of each source 

from and to the store in the record book provided. 

7. All sources should be handled with tweezers/tongs and the area where the sources are 

to be used should be delineated using signs and warning tape. 

8. Wherever possible, only one source should be used at any one time in any one 

experiment.  Sources not in use should remain in their containers. 

9. The RPS is responsible for keeping suitable records. 

10. All sources must be inspected on return by the person in charge, and it should be made 

sure that they are all there. 

11. Any loss or theft of a source must be reported to the Radiation Protection Supervisor 

who in turn must inform the Radiation Protection Adviser (RPA) immediately. (24 hours 

are allowed to find the source).  The RPS, in consultation with the RPA will be 

responsible for necessary notification to the Health and Safety Executive and the 

Department for Education and Skills, the Environment Agency and the Police. 

12.  Leakage testing will be carried out by the School at twenty-four month intervals.  A 

record of these tests will be kept for five years from date of test. 

13. Pupils under the age of sixteen years of age are not permitted to handle the sources, i.e. 

demonstration practical classes only are permitted. 

14. Any trainee teachers or temporary staff must be supervised.



 

 

15. All teachers and technical staff handling sources must be fully aware of the appropriate 

risk assessments.  Any female employee handling the sources is requested to notify the 

RPS if she becomes pregnant.  Risks to that member of the staff will then be reviewed 

by the RPS.  (There is usually no reason to stop using the sources, but may feel happier 

to do so).



 

 

ANNEX H TO THE HEALTH AND SAFETY POLICY 

OCCUPATIONAL STRESS POLICY 

Introduction 

1. Leweston is committed to protecting, so far as is reasonably possible, the health, safety 

and welfare of all its employees. We recognise that workplace stress is an issue that can have an 

adverse impact on those affected and acknowledge the importance of identifying and 

reducing workplace stress factors.  

2. This policy applies to all those employed by the School. Line Managers are responsible 

for its implementation and the School is responsible for providing the necessary resources.  

Definition and Symptoms of Stress 

3. The Health and Safety Executive define stress as “the adverse reaction people have to 

excessive pressure or other types of demand placed on them”. This makes an important 

distinction between pressure, which can have a positive effect when managed correctly and 

stress which can be detrimental to health. 

4. All staff should be alert to possible symptoms of stress in others which may include: 

• Increase in sickness related absence, particularly short term absence. 

• Decrease in work performance. 

• Decrease in decision making ability. 

• Changes in work relationships, e.g. conflict between colleagues. 

• Decrease in staff motivation/commitment. 

• Working longer hours but with diminishing effectiveness. 

• Lack of enthusiasm. 

5. Symptoms to be alert for in recognising stress in yourself include: 

• Fatigue, disturbed sleep, aching muscles. 

• Loss of appetite, indigestion. 

• Dependence on alcohol or drugs. 

• Headaches. 

• Inability to relax.



 

 

• Sense of not being in control. 

• Difficulty in retaining information.  

• Poor concentration and indecisiveness. 

• Increased irritability. 

• Change in attitude to work/colleagues. 

• Anxiety/depression. 

6. Each member of staff should be alert to these symptoms either in themselves or in 

colleagues and to take appropriate action to address the issue in accordance with the steps set 

out in this policy. 

Policy 

7. The School will seek to maintain a well-managed work environment, in which all 

reasonably practicable steps will be made to keep work related stress to a minimum. Where 

stress factors are identified, the School aims to work with employees to ensure that appropriate 

steps are taken to reduce and manage stress. In order to achieve these policy goals, the School 

will seek to give effect to the following: 

• The School will take reasonable steps to identify all workplace stress factors and 

conduct risk assessments to eliminate stress or control the risks from stress. 

• The School will consult with staff/safety representatives on all proposed action relating 

to the prevention of workplace stress. 

• The School will provide adequate resources to enable Line Managers to implement this 

policy. 

• The School will communicate to all staff the content of this policy. 

• The School will encourage Line Managers, wherever possible, to remedy institutional 

features which create stress. Where this is not possible, such issues should be identified 

and reported. 

• The School will operate reporting procedures with proper safeguard for 

 confidentiality.  

8. Responsibilities of Line Managers 

• Conduct and implement recommendations of risk assessments within their area. 

• Ensure good communication between staff particularly where there are organisational 

and procedural changes. 

• Ensure staff are fully trained to discharge their duties. 

• Ensure staff have opportunity for career progression as appropriate. 

• Monitor workloads to ensure a fair distribution of work. 



 

 

• Monitor working hours to ensure that staff are not working to excess. 

• Monitor holidays to ensure that staff are taking their full entitlement. 

• Attend training as requested on good management practice and health and safety. 

• Ensure that bullying and harassment are not tolerated within their department. 

• Be vigilant and offer additional support to a member of staff who is experiencing stress 

outside work, e.g. bereavement or separation. 

• Meet regularly with staff to listen to any concerns. 

• Create a culture in which staff know they can raise concerns and that their concerns will 

be treated sympathetically and seriously. 

9. Responsibilities of Staff 

• Raise issues of concern (including concern relating to colleagues) with Line Managers. 

Do not wait until a formal review to identify concerns. 

• Accept opportunities for counselling when recommended.  

Establishing the Problem   

10. Employees who know or suspect they have a stress-related problem, or that they are at 

risk of developing one, should make an appointment at the earliest opportunity with their 

respective line manager.  The issues of concern to the employee will be fully discussed and 

appropriate steps will be agreed.   

11. If a member of staff suspects that a colleague has or is developing an adverse stress 

reaction he/she should raise the matter in confidence with his/her line manager. 

Where time off is required 

12. There may be occasions where stress impacts so negatively on health that individuals 

have to take time off work. It is the School’s objective to minimise such absence by providing 

support for its staff and to help plan a structured return to work. 

13. Where time off is identified as an appropriate measure the employee will be on sick 

leave and entitled to all benefits under the contract of employment. It is important that 

employees in such circumstances seek immediate advice from their GP or other medical expert 

since anxiety and depression are medical conditions which can often be effectively treated 

through medicine and counselling and through a structured return to the work environment. 

14. While the employee is undergoing treatment, the School has the right to obtain 

confirmation from the GP or advisory body that ongoing treatment is being obtained and to 

ask for the likely timeframe for return to work. The School may also require the employee to see 

an independent doctor or other health professional. 

15. Prior to or on the employee’s return to work, a meeting will take place with the 

employee and the HR Advisor to consider the medical position and the circumstances leading 

up to the employee’s absence.  Consideration will be given to an appropriate strategy for the 

individual to return to work which may include:- 



 

 

• Adjustments to the individual’s duties, workload or place of work where this can be 

reasonably be achieved, either on a temporary or long term basis, with consideration of 

any salary implications. 

• An initial return to work on a part time or flexible basis. 

• The offer of a job on a lower level of responsibility with a correspondingly lower salary. 

16. It will be the responsibility of the employee and line manager to ensure that any 

recommendations resulting from the meeting are implemented and that the employee 

meets regularly with his/her line manager to discuss any additional steps which need to 

be taken to mitigate a recurrence of stress. 

17. Where a return to work is unlikely in the foreseeable future either because of the 

severity of the condition or where the school cannot reasonably create the changes in 

working environment that the employee and/or GP or medical expert sets out as a 

precondition to return to work, then early retirement on medical grounds or 

termination of employment on grounds of medical incapacity will be considered. 

18. Where stress, depression or anxiety are given as the reasons for short-term, frequent 

absences the employee’s line manager should meet with the employee to seek to 

address any underlying work problems as soon as possible. 

Where time off is not required 

19. Where a member of staff has indicated that he/she is suffering from stress but does not 

want to take time off work, the following steps will normally be followed: 

• The employee will meet with his/her line manager to discuss the matter. 

• If recommended by the line manager, the employee will visit his/her GP or an 

independent specialist for further examination. 

• If time off is recommended by the medical practitioner the employee will take the 

appropriate time off work. 

• Otherwise the employee and his/her line manager will identify reasonable steps which 

can be taken to mitigate and minimise the factors occasioning stress.



 

 

ANNEX I TO THE HEALTH AND SAFETY POLICY 

PRECAUTIONS TO BE TAKEN WHEN WORKING WITH DISPLAY SCREEN 
EQUIPMENT 

1. Members of staff who work regularly for a significant part of their normal working 

day with Display Screen Equipment (DSE) are entitled to have their work station assessed.  The 

school will arrange for them to be provided with: 

 Suitable chairs 

 Foot rests 

 Anti-glare screens 

 Wrist rests 

 Window blinds 

Guidance is provided on posture, simple exercises to help circulation and to combat fatigue 

and on the need to take regular, short breaks from the screen. 

2. In cases where a member of staff feels that long-term use of a computer is having, 

or has had a detrimental effect on his/her vision, the school will meet the cost of an eye test at 

an NHS registered Optometrist, together with the cost of a basic pair of spectacles if it is 

deemed that they are necessary for working with DSE. 

3. Trailing Cables:  Trailing cables are an obvious trip hazard.  The IT Network Manager is 

trained to install/oversee the installation of work stations, interactive screens and projectors 

safely, and to ensure that rubber cable covers are used where there is no alternative. 

 



 

 

ANNEX J TO THE HEALTH AND SAFETY POLICY 

LEGIONELLA SAFETY POLICY 

Introduction 

1. Legionnaires’ Disease is a potentially fatal form of pneumonia caused by inhaling small 

droplets of water that are infected with the legionella bacteria.  It can affect anybody, 

but some people are at higher risk, including those over 45, smokers and heavy 

drinkers, those suffering from chronic respiratory or kidney disease, and people whose 

immune systems are impaired.  The bacteria occur naturally in rivers, lakes etc as well as 

in the water systems of premises, such as schools. 

Specific Responsibilities 

2. The School’s specific day to day responsibilities for water safety include the duty to: 

 Identify and assess sources of risk 

 Prepare a scheme (or course of action) for preventing or controlling the risk 

 Implement and manage the scheme  

 Keep records for a minimum of 5 years.   

3. Day to day responsibility for monitoring and ensuring that the systems are being 

correctly operated, lies with the Site Manager who has attended a course in water 

safety awareness.  He maintains appropriate records of testing and certification. 

Water Safety Risk Assessment 

4. Leweston School employed Aqua Serve, a firm of water safety specialists to prepare a 

water safety risk assessment and Site Water Log for all the school buildings including 

boarding.   

5. The risk assessment includes schematic drawings of all the hot and cold water systems, 

water tanks, calorifers, pipe work, taps showers, heating, ventilation, refrigeration and 

air conditioning plant in all the buildings 

6. The risk assessment, which is reviewed on an ongoing basis, identifies and assesses the 

main sources of risk in every building, taking account of: 

 Water temperature 

 Potential for water stagnation in long pipe runs and “dead legs” or infrequently used 

taps and showers 



 

 

 Potential for aerosol formation, especially in showers, drinking water fountains and fire 

hoses 

 Condition of the water throughout the premises 

 Signs of debris in the system, such as rust, sludge or scale that could provide food for 

growing legionella 

 Condition of the pipe work, plant, tanks etc. 

Physical Preventative Measures 

7. The water safety risk assessment identified a series of preventative measures to the 

physical structure of our buildings that are have been taken in order to control the risk 

of legionella at the school: 

 All metal cold water tanks have been replaced by covered plastic tanks to ensure that 

they are free from debris. 

 Redundant pipe work has been removed where identified  

 All hot pipes and calorifers/hot water tanks have been insulated. 

 Water is heated and stored in the calorifers/hot water tanks at temperatures above 60 

degrees C in order to kill bacteria 

 Cold water is stored below 20 degrees C, so that bacteria cannot thrive. 

Internal Control Measures 

Taps, Showers and Toilets 

8. The water in the school buildings is sampled six monthly.  In addition, personnel in the 

Maintenance Department have been made aware of legionella prevention measures; 

they and some members of the cleaning staff are tasked to flush through taps, showers 

and toilets on a regular basis in order to maintain good water hygiene; the dates that 

this occurs are recorded in the Site Water Log.  The cleaning staff are also required to 

chlorinate the shower heads on a quarterly basis; the dates that this occurs are 

recorded in the Site Water Log. 

9. In addition, monthly temperature checks of hot and cold water taps are carried out and 

temperatures recorded.  If temperatures are not found to be within required 

temperature limits, the heating engineers are contacted. 

Swimming Pool 

10. The water in the swimming pool is sampled monthly by Microtech.  Chlorine levels 

are tested daily. 

Cold Water Tanks  

 11. The tanks are inspected visually on an annual basis. 

 



 

 

Calorifers/ Hot Water Tanks 

12. The calorifers/hot water tanks are inspected when boilers are serviced. 

Drains 

13. External drains are inspected regularly and debris is cleared away on an ongoing 

basis.  Drains are rodded or jetted as necessary. 

Hot Water Systems 

14. Hot water systems are not shut off during the holidays.  

Cold Water Systems 

15. All cold water systems that have low usage during the holidays are thoroughly 

flushed through before use. 

External Control Services 

16. The school employs external contractors to help to manage water safety in the 

following areas: 

Heating plant, Air Conditioning and Condensers 

17. Air conditioning equipment is serviced at least annually.  Boilers and heating plant 

are services annually.  Calorifers/hot water tanks are checked and descaled as 

necessary and the heating system is serviced as necessary  

Water Sampling  

18. An accredited water consultant (currently Microtech) conducts sampling and 

analysis of water tanks and the swimming pool; the Environment Agency samples 

the final outflow from the sewage system.   

Records 

19. Records are kept in the Site Water Log of all water system checks.  The log is kept in 

the office of the Site Manager.   

Staff Training 

20. Maintenance staff work in a reliable and methodical fashion and their working 

methods are supervised.  Training in pool operation and water safety awareness is 

carried out as necessary and the training is recorded. 

Action in the Event of a Positive Water Sample 

21. The Water Consultant will notify the Site Manager immediately if a water sample is 

contaminated.  The notification will cover details of the sample, the organism, the 

location and advice on appropriate remedial measures, such as isolating the building 

and disinfecting the system. 

22. The Bursar and Head will be informed at once, even if no one is ill, and remedial 

action will be taken at once.  The Chairman of Governors must be notified at once if 



 

 

anyone becomes ill with legionella, as any outbreak of the disease must be reported 

to the HSE and the HPA.



 

 

ANNEX K TO THE HEALTH AND SAFETY POLICY 

RESPONSIBILITIES FOR SPACE RISK ASSESSMENTS 

Role Resp for RA Space Concerned Role Resp for RA Space Concerned. 

Head of VI Form 6th Form Centre & 

study rooms 

 

HOD Art & Design Art & Design Block 

Bus Ec Teacher Bus Ec Classroom HOD Music All Music Rooms + Chamber Music 

Room 

 

HOY Year 8 & 9 Year 8 Com Room 

Year 9 Com Room 

 

Director for Sport 

 

Sports Hall, Tennis Courts and All 

Weather Pitch 

HOY Year 7 Year 7 Com Room 

 

Pool Manager Swimming Pool 

Psychology 

Teacher 

Classroom 5 

 

Bursar Bursary 

HOD Modern 

Languages 

Classroom 6 Science Technician Science Centre – Prep, landings, 

foyer, staff room, toilets & lift and 

external Science lab. 

 

HOD Classics   Classroom 7 & 

History of Art Room 

 

HOD Physics Science Centre – Physics Labs & 

project room 

HOD English Classroom 8 HOD Science 

(Biology) 

 

Science Centre – Biology Labs & 

Portakabin Lab 



 

 

“ Classroom 9 

 

HOD Chemistry Science Centre – Chemistry Labs 

“ Classroom 10 ICT Network 

Manager 

 

Computer Room (ICT1) 

“ Classroom 11 

 

Head of Domestics School Shop 

HOD Maths Classroom 12 

 

Head of Domestics Laundry 

“ Classroom 13 

 

Lay Chaplain  Church 

“ Classroom 14 

 

Senior Nurse Health Centre 

HOD Modern 

Languages 

Classroom 15 Head of Boarding 

 

Boarding Accommodation 

“ Classroom 16 Head Chef Dining Room & Kitchen, Office & 

WCs 

 

HOD English and 

Drama 

Classroom 17 Site Manager Boiler Houses, Workshop & 

Environs, Grounds & Garages, 

Sewage Farm. 

 

“ Classroom 18 

 

HOD English and 

Drama 

 

Stage and Stage Control Room 



 

 

“ Classroom 19 School Receptionist Reception, Foyer & Resources 

Room 

 

Head of Prep 

 

Classroom 20 Incumbents Individual Offices 

Teacher of Home 

Economics 

Preparation Room & 

between 20 & 21 & 

large cupboard in 

21 

 

HOY 10 & 11 Year 10 and 11 Common Rooms 

Teacher of Home 

Economics 

 

Classroom 21 Head of Boarding VI Form Common Rooms 

HOD RS Classroom 22 Site Manager Black Hall, White Hall & Lecture 

Room 

 

HOD Ind. Needs 

  

Classroom 23 & 24 Librarian  Main and Eleanor Libraries 

HOD RS Classroom 25 Head of Prep Prep School Hall, Staff Room, 

Kitchen, Library, Changing Rooms 

& Toilets, Netball/Tennis Courts, 

Play Equipment 

 

History & Politics  

Teacher 

 

Classroom 26 PA to Head of Prep Office, Head’s Office, Meeting 

Room, Kitchen, Toilet 

HOD Geography 

 

Classroom 27 Prep Form Teachers Their Classrooms 



 

 

HOD History Classroom 28 Head of Prep Nursery and Outdoor Play 

Equipment 

 

Director for Sport Conference Room 

 

Academic 

Administrator 

Sherringham Room 

Director of Sport The Mesh Marketing Manager Marketing Office 

 

 

 


