
PARKSIDE SCHOOL AIMS 
• To create a happy, safe and nurturing environment. 

• To provide opportunities for our pupils to achieve their full potential through exciting, excellent and 
innovative teaching and learning. 

• To present circumstances for our pupils to develop inquisitive and enquiring minds, where they 
embrace challenge with confidence and develop the skills for their future paths. 

• To promote respectful, fair, well-rounded and confident individuals. 
• To prepare an inspiring, diverse and challenging education where our pupils’ passions and talents are 

discovered, celebrated, nurtured and developed.  

HEALTH & SAFETY POLICY 
This policy is applicable to the whole school, including the Early Years Foundation Stage (EYFS) 
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1. Introduction 
 
Parkside School (the School) is committed to ensuring the best possible environment for the children and young people 
in its care. Safeguarding and promoting the welfare of children and young people is our highest priority. 
 
2. Scope of this Policy 

The School places the utmost importance on health and safety and undertakes to conduct its activities in such a way 
as to ensure, so far as reasonably practical, the health and safety of its pupils, employees, visitors and contractors, and 
any members of the public who may be affected by the School’s activities. 
 
3. Aims 
 
The School recognises its duty of care under the latest iteration of the Health and Safety at Work Act and associated 
legislative requirements which apply in the workplace. 
 
The aim of this Policy is to establish clear responsibilities and comprehensive arrangements to establish a safe and 
healthy working environment whilst complying with appropriate Health and Safety legislation.  
 
Links to other policies: 
  

• Accessibility Plan (3 year) 

• Administration of Medicines 

• Allergy Policy 

• Asbestos Management 

• CCTV 

• Concussion Management 

• COSHH  

• Data Protection 

• Digital Responsibility (E-Safety) 

• Disaster Recovery Plan 

• Display Screen Equipment (DSE) 

• Disciplinary procedures 

• Drones 

• Eating Disorders 

• Educational Visits 

• Environmental  

• First Aid  

• Fire 

• IT Acceptable Use 

• Inclement weather 

• Lone Working 

• Manual Handling  

• Pandemic 

• Remote Learning  

• Risk Assessment  

• Safeguarding 

• Selection of Contractors 

• Smokefree 

• Staff Code of Conduct 

• Staff Handbook 

• Staff Health & Wellbeing 

• Staff Induction 

• Swimming Pool 

• Transport 

• Tree 

• Vehicles on-site 

• Violence to Staff 

• Volunteers 

• Water Quality  

• Working at Heights 

 

4. CONTENTS 

 

PART 1.   GENERAL STATEMENT OF HEALTH AND SAFETY POLICY 

 

PART 2.  ORGANISATION AND RESPONSIBILITIES 

 

Organogram of delivery of health and safety at the School 

 

PART 3.  GENERAL ARRANGEMENTS FOR HEALTH AND SAFETY 
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PART 1. GENERAL STATEMENT OF HEALTH AND SAFETY POLICY 

 

The Governors of the School fully recognise their collective responsibility for providing, so far as is reasonably 
practicable, a safe and healthy School for all employees, pupils, contractors, visitors (including parents) and others 
who could be affected by the School’s activities. In their role as employer, they attach a high 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 the community so that effective learning can 
take place. The Governors are committed to reducing accidents, incidents and ill-health and look for ways to 
continuously improve. 
 
They fulfil their responsibility as Governors of the School by appointing a Governor with responsibility for overseeing 
Health and Safety: Mrs Celia Gregory and through the Chairman signing off the policy on an annual review basis by 
the whole Board. 
 
Day-to-day responsibility for the operation of Health and Safety at the School is vested with the Head. However, the 
Governor with responsibility for Health and Safety meets with a Health & Safety sub-committee (consisting of the 
Bursar, Head of Estates & Compliance, Director of Sport and Head of Science) which the Governors have specified the 
following framework for managing health and safety: 
 

• The Governor with responsibility for Health & Safety visits the School on a termly basis and receives copies of 
all relevant paperwork to monitor with the Health & Safety sub-committee. 

• This includes a report on health and safety covering: statistics on accidents to pupils, staff and visitors, staff 
training, fire drills, and all new or revised policies and procedures. 

• The Governor with responsibility for Health & Safety then reports on health and safety issues at each meeting 
of the full Governing Board so that the Board can monitor the School’s policies and practices.  

• The external fabric of the School, its plant, equipment and systems of work are surveyed and inspected 
regularly by competent professionals.  

• These reports (as per point above) are considered by the Health & Safety sub-committee and its 
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 catering company, 
Holroyd Howe, arrange for an independent hygiene and safety audit of food storage, meal preparation and 
food serving areas at regular times during the year along with external deep cleaning and pest control services. 

• 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 updated every year. The Fire Risk Assessment is 
submitted to the Health & Safety sub-committee for scrutiny.  

• An external Health & Safety consultant undertakes an annual Health & Safety Audit which reviews the overall 
arrangements for health and safety, the general state of the School, and reports on actions required with 
recommended timescales. The progress of implementation is monitored by the Bursar / Head of Estates and 
then the Health & Safety sub-committee. 

• The School has a competent person undertake a biennial risk assessment for legionella, and a monthly water 
sampling and testing regime is 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 includes basic 'manual handling' and 'working at height training'. Health and safety 
training that is related to an individual member of staff's functions, such as science technician, is provided in 
addition to the 'standard' induction training. First aid training and minibus driver training are provided to any 
member of staff who is involved with trips and visits. 

• The Estates Team receive specific training on a regular basis, on both a group and individual level.  
• 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 co-operating with the Head, the Bursar 
and other members of the SLT in order for the Governors to comply with their health and safety duties. 

• Finally, all members of staff are responsible for reporting any significant risks or issues to the Bursar.  
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This and other policies (see above) are made available to all staff on the School's intranet (Staff Share Online). Staff 
are advised as and when it is reviewed, added to or modified.  
 
Details of the organisation and arrangements for carrying out the policy are to be found in Parts 2 and 3 of this 
document. 
 
All staff at the School are aware they have health and safety responsibilities and all are expected to play an active part 
in ensuring the highest health and safety standards for pupils, employees, visitors and contractors are established and 
maintained. All those engaged to work at the School are expected to comply with the requirements detailed in this 
Policy, or to highlight where improvements may be possible to their Line Manager, Bursar or the Head. 
 
The Policy highlights the need for all staff to be alert to risks and hazards and to seek to minimize these by planning 
work carefully and responsibly. The development of a safe mindset amongst those who work and study here is at the 
heart of the School’s commitment to ensure that the highest standards of health and safety are met at all times. 
 
All employees of the School are further expected to be constantly aware of the risks inherent in the management, care 
and education of pupils and to take all reasonable steps to identify, minimize and manage those risks. Those who are 
entrusted with positions of supervision, whether on School property or during trips and activities, ensure pupils 
conduct themselves in accordance with all health and safety requirements and encourage them to approach their life 
at the School responsibly, being alert to risks and hazards. 
 
This Health and Safety Policy is based on the requirements laid down in the the latest iteration of HSAW, regulations 
made under this Act and approved Codes of Practice and guidance. 
 
All who work at the School are required to make themselves familiar with the content of all School policies, paying 
particular attention to their own areas of responsibility and operation. 
 
 

 

Signed: 
Robin Southwell            
Chair of Governors, for and on behalf of the Board 
 
 
 
Dated: 
16 March 2022 
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PART 2. ORGANISATION AND RESPONSIBILITIES 

 
This part of the Policy deals with the organisation, planning, implementation and 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 Part 2. 
 

a. MANAGEMENT OF HEALTH AND SAFETY 
 
The School has developed the Policy to ensure high health and safety standards are achieved whilst also meeting the 
educational, community and commercial needs of the School. Details cover the following responsibilities of: 

• All staff 

• School bodies or committees, including the Governors’ Health & Safety sub-committee 

• Individuals, including various levels of management 
 
By assessing each item of the Policy on a regular basis and acknowledging the status of each item, the School will 
ensure momentum is maintained and continuous improvement sought. 
 

b. HEALTH AND SAFETY ACTION PLAN 
 
The School has prepared a Health and Safety Action Plan, which incorporates all strategic recommendations from 
annual audits and specific departmental inspections. It also includes the actions arising from key risk assessments, 
incident investigations and changes to operating procedures. 
 
This plan identifies the: 

• Recommendations with priorities 

• Proposed action and the person assigned to implement the action 

• Proposed completion dates. 
 
The plan is updated when recommendations are implemented. It is reviewed regularly by the Health and Safety sub-
committee to ensure that recommendations are progressed and to amend the actions and timescales where 
appropriate. 
 

c. ORGANISATION 
 
The organisational arrangements for managing health and safety in the School are described below. An organogram 
showing responsibility for health and safety management follows this section. 
 

d. RESPONSIBILITIES OF ALL STAFF 
 
All School employees have a legal duty to look after their own health and safety and that of others who may be affected 
by their acts or omissions. They also have legal duties to co-operate with the School to enable the School to comply 
with any imposed duties and to properly use anything provided in the interests of health, safety and welfare. 
 
All employees have the following specific duties: 

• To read and understand the Health & Safety Policy and comply with the prescribed arrangements and 
objectives 

• To take reasonable care of their own safety and the safety of others 

• Not to interfere with or misuse, intentionally or recklessly, anything provided in the interests of safety 

• To co-operate with School management to ensure compliance with health and safety legislation and best 
practice 

• To use any machinery, equipment, substances, vehicles or safety devices in accordance with any training in 
the use of the equipment and instructions 
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• To report all accidents, incidents, hazards, dangerous occurrences and damage to plant, equipment etc., which 
they consider to be a serious and immediate danger to health and safety to their Line Manager or the Bursar. 

• To use the necessary protective clothing and equipment 

• To observe and follow all safe working practices 

• To be actively involved in the employee consultation process. 
 

e. DUTIES OF GROUPS 
 
Board of Governors (The Board) 

 
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 monitor the effectiveness of the implementation of the Health & Safety Policy and any associated procedures 
and will direct that it should be revised as and when necessary. The Governors will also provide strong health and 
safety leadership and will ensure all decisions reflect the commitment to provide a safe environment for all and will 
seek the active participation of employees and pupils in improving health and safety.  
 
The health and safety aims of the Governors are to: 

• Prevent accidents and ill-health arising from the School’s activities, so far as is reasonably practicable 

• Ensure compliance with all relevant health and safety legislation 

• Ensure a safe environment is provided for all users of the School 

• Actively promote and be fully involved in continuously improving health and safety. 
 
In particular, the Governors will ensure, so far as is reasonably practicable that: 

• Sufficient and appropriate financial and other necessary resources are made available to meet health, safety 
and welfare requirements 

• The effectiveness of the School’s risk management is assessed regularly 

• Health and safety is duly considered at each Governors meeting and when making senior management 
appointments 

• A Trustee is appointed with specific responsibility for reporting to them on health and safety 

• Health and safety receives as much attention and strategic importance as any other aspect of the School’s 
management 

• The Senior Leadership Team are aware of their role and responsibilities in the effective management of health 
and safety and in providing leadership throughout the School 

• The Senior Leadership Team have suitable training and instruction to enable them to take immediate action 
to prevent breaches in health and safety 

• Arrangements are in place to ensure employees are given adequate information, instruction, training and 
supervision to allow them to carry out their tasks safely. 

 
Health & Safety sub-committee 

 
The Health & Safety sub-committee meet on a termly basis and is chaired by the Governor with responsibility for 
overseeing Health and Safety: Mrs Celia Gregory. The duties of the Committee include: 
 

• Overseeing the implementation of the Health & Safety Policy in controlling risks so far as is reasonably 
practicable 

• Assessing and leading the development of the ‘safety culture’ of the organisation, encouraging in particular 
an understanding of the importance of health and safety and personal responsibility 

• Agreeing priorities, plus responsibilities, timescales and resources required for the development of Policies 
and Procedures in order to comply with legislation and the promotion of best practice throughout the 
organisation 

• Directing and co-ordinating developments and revisions to policies and procedures and identifying matters 
that should be discussed at Governors meetings. 
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Health & Safety within departments 
 
Each member of teaching staff has responsibility for ensuring that high health and safety standards exist within each 
classroom and department and should ensure measures appropriate for the department, discipline or activity are 
consistently implemented. In the event of a matter giving cause for concern, teaching staff should contact the Bursar, 
the Deputy Heads or Head. 
 

f. INDIVIDUAL RESPONSIBILITIES 
 
Governor with responsibility for overseeing Health and Safety  
 
The Governor responsible for seeing Health & Safety reports directly to the Board of Governors. Responsibilities 
include, so far as is reasonably practicable, the following: 
 

• Seeking to ensure that health and safety is given priority and importance by the Governors in its deliberations 

• Consulting with the Head and Bursar and Health and Safety Consultant 

• Attending the Health and Safety Committee and seeking to ensure the Committee is working effectively to 
fulfil its responsibilities 

• Receiving copies of all RIDDOR and major incident and accident reports and monitoring that appropriate action 
has been taken by the School 

• Monitoring the School’s Health & Safety Policies and Procedures to ensure they operate effectively. 
 
The Head 
 
The Head is appointed by the Governors as having oversight for health and safety in all academic, pastoral and co-
curricular elements of the School and will work closely with the Bursar to seek to ensure the successful day to day 
management of health and safety. 
 
The Head’s responsibilities include so far as is reasonably practicable: 
 

• Reading and understanding the School’s Health & Safety Policy and comply with the prescribed arrangements 

• Promoting a proactive and continuing interest in health and safety matters throughout the School 

• Providing positive and visible leadership to establish a strong health and safety culture throughout the 
organisation 

• Regularly consulting with the Designated Safeguarding Lead 

• Seeking to ensure the co-operation of all staff at all levels as regards working to this Policy 

• Seeking to ensure that any changes in curriculum and also changes in systems of work on the pastoral side are 
considered for health and safety implications. 

 
Bursar (Health & Safety co-ordinator) 
 
The Bursar has the 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 management 

• Emergency procedures 

• Staff induction 
 
The Bursar also acts 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 
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• Monitoring health and safety within the School and raising any concerns with the Head  

• Compliance with the latest iteration of the Construction (Design and Management ) Regulations 
 
The Bursar has been assigned executive responsibility to oversee health and safety management on a day to day basis, 
reporting directly to the Chair of Governors. 
 
The Bursar’s responsibilities include so far as is reasonably practicable: 
 

• Reading and understanding the School’s Health & Safety Policy, complying with the prescribed arrangements 

• Working closely with the Head to seek to ensure risk reduction is promoted in all areas and disciplines of the 
School 

• Contributing to the productiveness of the Health & Safety sub-committee 

• Supervising the operation of health and safety practices in key areas, including seeking to ensure that 
managers understand and accept their responsibilities 

• Monitoring the effectiveness of the management system as regards estates maintenance and upkeep and 
administrative work 

• Ensuring risks are properly managed in order to minimise the liabilities to the School 

• Seeking to ensure that health and safety responsibilities are clearly defined and allocated to the appropriate 
staff members 

• Seeking to ensure in conjunction with the Health and Safety Consultant that the Health and Safety Policy is 
reviewed and updated on a regular basis, and that the document is available to employees 

• Seeking to ensure all employees are adequately trained and experienced to carry out their Health and Safety 
responsibilities 

• Undertaking and reviewing risk assessments (e.g. safe systems of work) for all work activities, including areas 
such as: use of machines and work equipment, COSHH, Manual Handling, Working at Height 

• Actively promoting hazard awareness and safe working practices 

• Ensuring liabilities are adequately covered by both Public and Employers Liability Insurance. 
 
Head of Estates & Compliance 
 
The Head of Estates & Compliance will assist the Bursar with the implementation of the following: 

• Management of contractors 

• Building and site security 

• Prevention of unsupervised access by pupils to potentially dangerous areas (in co-operation with others as 
appropriate) 

• Registration and control of visitors 

• Site traffic movements 

• Maintenance of School vehicles 

• Testing arrangements, maintenance and records, including fire, electrical, gas, equipment, water quality, 
asbestos 

• Good standards of housekeeping, including drains, gutters etc. 

• Control of hazardous substances for grounds maintenance activities 

• Ensuring the Swimming Pool water safety and chemical dosing regimes are correctly identified and 
implemented at all times and maintaining records to demonstrate water safety 
 

 The role includes: 
 

• Reading and understanding the School’s Health & Safety Policy and checking compliance with the prescribed 
arrangements 

• Being a member of the Health & Safety sub-committee 

• Consultation with the Bursar, Head and Governor with responsibility for overseeing Health & Safety 

• Running the School operation with health and safety practices in place at all times 

• Identifying the training needs for the Estates team so that they are adequately trained and experienced to 
carry out their Health and Safety responsibilities. 

• Actively promoting hazard awareness and safe working practices 
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Department Heads 
 
Heads of Academic Departments have an overall responsibility for the health and safety arrangements in their 
departments, reporting to the Head and Bursar regarding health and safety matters. Their health and safety 
responsibilities include: 
 

• Reading and understanding the School’s Health & Safety Policy, complying with the prescribed arrangements 

• Actively promoting hazard awareness and safe working practices within their Departments and teams 

• Undertaking and reviewing risk assessments and designing appropriate risk control systems (e.g. Safe Systems 
of Work) for all work activities 

• Providing information, instruction and training to staff, seeking to ensure in particular that they understand 
their responsibilities for health and safety 

• Supervising the activities of staff seeking to ensure they are complying with School policies and safe working 
practices and monitoring the operation of control measures within the department 

• Leading regular discussion amongst their team regarding potential health and safety issues and resolving or 
reporting matters as appropriate 

• Alerting senior staff to new hazards and health and safety issues which crop up from time to time. 

• Ensuring that the First Aid Box in their department (if any) is checked on a regular basis and replenished when 
necessary. A termly reminder is also sent out by the Head of Wellbeing. 

 
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: 

• Science (including harmful substances and flammable materials) - Head of Science 
• Food Tech -         Food Tech staff 
• Sports activities -        Head of PE/Games 
• Drama -         Head of Drama 
• Art (including flammable materials) -      Head of Art 
• Design & Technology/STEM -      Head of Design & Technology 
• Outdoor education lessons (including Forest School) -   Assistant Head (Academics) 
• Trips and visits -        EVC 
• Catering -         Holroyd Howe (external contractor) 

 
They will also be responsible for identifying, organising (and maintaining records) of training that is relevant to their 
area of control. 
 
External Health and Safety Advisors 

 
The Bursar will arrange as appropriate for external consultants to advise on matters of health and safety within the 
School. Such provision may include: 

• Structural surveyors are retained to give advice on the external fabric of the School. 
• Engineers monitor and service the School's plant, equipment including boilers.  
• Equipment and machinery used in both design and technology and in the maintenance department are 

serviced annually. The School has a suitable and sufficient fire risk assessment which is reviewed annually for 
items in the action plan. 

• 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.  

• An external health and safety consultant reports annually on the arrangements for health and safety in all 
lessons, support areas, public spaces, sports and swimming facilities.  

• The School has a suitable and sufficient risk assessment for legionella and a 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 Bursar is also 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. 

• Carrying out an annual health and safety audit which is reported to the Health & Safety sub-committee. 



9 

 
School Reception 

 
The Reception Manager and Receptionist will be responsible for: 
 

• Reading and understanding the School’s Health & Safety Policy, complying with the prescribed arrangements 
• Maintaining an accident book and reporting notifiable accidents to the Bursar who will notify the Health & 

Safety Executive 
• Ensuring all medicines are correctly stored and administered and access to anything harmful is restricted 
• Informing parents of any child who has been involved in an accident, when appropriate. 
• Ensuring that all first aid bags in the medical room are regularly checked and replenished, when necessary.  
• Assisting sports staff with supplies when any first aid sports bags require replenishiment.  

 
Individuals with Health and Safety responsibilities are asked to sign Appendix 1 annually indicating their agreement 
to be responsible for their specific role.  
 
Teaching Staff 

 
The co-operation of all staff is essential to the success of the Policy and the School requests that staff should notify 
their Head of Department of any hazards to health and safety which they notice and of any suggestion they wish to 
make regarding health and safety. Regular updates / reminders are made in staff briefings / meetings / at INSET. 

 
Staff are required to:- 
 

• Read and understand the School’s Health, Safety & Wellbeing Policy and comply with the prescribed 
arrangements 

• Inform, instruct and train pupils as necessary in the identification and avoidance of hazards and the safe 
performance of their work 

• Seek to ensure that health and safety rules and procedures are, where appropriate, observed e.g.: use of 
guards and other safety equipment, wearing of protective clothing, safe handling of hazardous substances 
including observing COSHH Assessments 

• Seek to ensure that any unsafe practices are identified and appropriate remedial action is taken 

• Recommend any necessary improvements or changes to seek to eliminate hazards and to seek to identify and 
eliminate potential accidents 

• Continually stimulate a knowledge, interest and awareness of health and safety by discussions with colleagues 
and pupils. 

  
Visits by Enforcing Authorities 
 
The Health and Safety at Work Act is enforced by inspectors appointed by the HSE who have the discretion to visit the 
School at any time to confirm that the regulations are being properly applied. It is School policy that all members of 
staff co-operate fully with Enforcing Authority Inspectors, affording them such information as is necessary for them to 
carry out their duties. 
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Organogram showing the structure for delivering 

Health and Safety at Parkside School 
 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

BOARD OF GOVERNORS  

Overall responsibility for Health and Safety at main Board level 

GOVERNOR WITH RESPONSIBILITY FOR OVERSEEING HEALTH & SAFETY 

Monitors Health and Safety policies and practices  
with the HEALTH & SAFETY SUB-COMMITTEE 

HEAD 

Responsibility for day-to-day operations and organisation of Health and Safety  

BURSAR /  
Head of Estates & Compliance 

 
Responsibility for management of 

health & safety and security of 
the site  

School Safety Co-ordinator 

EXTERNAL PROFESSIONAL ADVISORS 
 

Independent Fire & Safety Training Ltd  
(Fire and Safety Training Ltd) 

 

Owen David Risk Management Ltd  
(Health and Safety Consultants) 

WHOLE SCHOOL COMMUNITY 

its pupils, employees, governors, visitors, 
volunteers, contractors  

and any members of the public 

DEPARTMENTAL HEADS 
 

Have responsibility for the health 
and safety arrangements in their 

departments  
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PART 3. HEALTH & SAFETY GENERAL ARRANGEMENTS 

 
This part of the Policy deals with the organisation, planning, implementation and operational monitoring. 
 
Introduction 
 
This confirms the general arrangements for the management of health and safety on a day-to-day basis. It also 
provides guidance to those responsible for formulating specific instructions whether in Departments or other areas of 
the School.  
 
The following sections provide the information required to enable all staff to successfully implement the required 
health and safety standards in their respective workplace. 
 
Information and Instruction 
 
Information relating to health and safety matters will be provided in all workplaces. This will include: 

• Health and Safety Policy Statement 
• Health and Safety Law Poster (in each staffroom) 
• Employer’s Liability Insurance Certificate 
• Fire safety instructions 
• Names of Fire Marshalls and First Aiders 
• Any other safety instructions relevant to that workplace. 

 
Where a specific issue needs to be raised to all or certain members of staff, a Safety Notice will be prepared to confirm 
the School’s position on a matter as well as to highlight clearly any action required by those affected. 
 

a. Training and Competence 
 
All members of staff receive appropriate health and safety training to allow them to carry out their responsibilities 
safely and without risk. Well-trained and competent personnel who undertake work activities decrease the likelihood 
of accidents and injury. 
 
Training will include the following: 

• Induction Training 
Each new member of staff will be given formal training to highlight the key risks associated with School 
operations and the need to work in a safe manner as well as general arrangements for dealing with 
emergencies, fire and security. 

  

• Refresher Training 
Additional refresher training will be given to all staff on at least an annual basis, which will reiterate the health 
and safety standards required and update as necessary. 
This type of training also includes updates due to employees who may be exposed to new or increased risks 
or through changes in responsibilities, the introduction of new equipment or new work methods. 
 

• Task / Operation Specific Training 
Where specific training is required in a certain task or operation, this will be arranged by the Bursar. Training 
of this nature can be brief, in the form of a tool box talk or briefing on a given subject, or more in depth where 
hazards are more complex. 
 

• Statutory Training 
In certain disciplines, the School must comply with legislative requirements for training, including first aid. This 
will often involve members of staff attending external courses to obtain initial, refresher or other specialist 
training. 
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b. Supervision 

 
Whilst information, instruction and training are essential to ensure staff are able to deal with the risks they face in 
their working environment, management and supervisory staff must primarily ensure that all employees under their 
control have the appropriate training and experience levels to undertake their allocated tasks. 
 
Depending on the level of risk, appropriate supervision will be given by Line Managers to ensure workers do not 
deviate from safe working practices. 
 

c. Consultation with Employees 
 
The School is committed to involving all employees in risk management. 
 
In particular, the School will consult with staff on: 

• any changes at the workplace that may substantially affect their health and safety, for example, changes in 
systems of work or the introduction of new technology 

• the arrangements for competent advice on health and safety matters 
• the information to be given to employees about risks to health and safety and preventative measures 
• the planning and organising of health and safety training 

 
The School consults directly with staff on health and safety matters. All members of staff can raise issues through their 
Line Manager and all matters raised are recorded, as are all relevant actions. 
 

d. Risk Assessment and Control 
 
Management and supervisory staff are required to carry out risk assessments of work activities which pose a significant 
risk to health and safety to ensure hazards are eliminated or reduced so far as is reasonably practicable, by 
implementing appropriate control measures and safe systems of work. 
 
All those required to undertake risk assessments will be suitably trained and competent. 
 
Risk assessments will identify the range of hazards associated with the work activities, together with any necessary 
remedial action. The findings of risk assessments will be recorded and where necessary, will be used to develop 
method statements to ensure safe systems of work. A copy of the risk assessment will be available at the workplace 
and the findings will be brought to the attention of all employees affected by it. School Management will ensure those 
undertaking the activity understand what they have to do and the control measures to be implemented. These 
briefings will be recorded for future reference. 
 
Various types of risk assessment are undertaken on a regular basis, including: 

• General Workplace Assessments 

• Trip and Excursion Risk Assessments – carried out by Trip Activity Leaders detailing the risks associated with 
each trip of excursion 

• Safeguarding Risk Assessments – carried out by the Designated Safeguarding Lead 

• Fire Risk Assessments – carried out by external consultants 
 

Risk controls will be undertaken using the hierarchy of controls, namely: 

• Elimination of risks altogether 

• Substitution of hazardous equipment or tasks 

• Engineering controls to reduce potential exposure to hazards 

• Providing warnings, signage and barriers to prevent access to hazards 

• Personal Protective Equipment to reduce the risk of injury, as a last resort. 
 
All risk assessments will be monitored and reviewed at least annually but will be specifically reviewed after an incident, 
when working practices or equipment change or when best practice or legislative requirements are amended. 
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e. Workplace Inspections and Audit 

 
All areas and departments of the School will be subject to regular inspection to ensure hazards are detected and 
recorded and to confirm that compliance levels are acceptable. 
 
Inspections are carried out according to an agreed format in order to ensure any required actions are captured 
accurately. The reports are then circulated to the relevant Department Head, Head and Bursar. 
 
Outstanding actions from recent inspections are discussed at the Health & Safety sub-committee meetings (held at 
least termly). The analysis of any trends that may be apparent are also discussed in order for progress to be monitored 
and any future policy changes discussed and agreed. 
 
An external health and safety consultant will also undertake a compliance review of the School on an annual basis and 
will report progress directly to the Bursar. 
 
Audits undertaken: 
 

1. Asbestos - The control and management of asbestos is detailed in the School’s Asbestos Management Plan 
2. Vehicle Movements - Vehicle movements across the site have been assessed and a risk assessment is in place. 

A commuter transport plan is also in place. 
3. Manual Handling - Staff who regularly lift heavy or awkward items receive training as part of their induction 

from their departmental supervisor. Staff who are employed in non-manual roles receive basic instruction in 
lifting and handling at the termly Inset days. 

4. Slips, Trips and Falls - All major tasks and areas across the school are risk assessed for slips, trips and falls.  
5. Policy on Violence and Threatening Behaviour - Refer to the School’s Violence to Staff Policy. 
6. Hazardous Substances - Detailed plans for the control of hazardous substances are detailed in individual 

departmental risk assessments and procedures. 
 

f. Management of Major Incidents 
 
The School has prepared a detailed Disaster Recovery Plan for dealing with major incidents and emergencies. There 
are several events or incidents that may require the School to instigate the procedures, as these may generate a large 
number of casualties or may place a significant burden on the School’s ability to deliver normal day to day services. In 
the event of a major incident occurring, the Head (or other appointed Deputy) will take responsibility for initiating the 
critical incident procedures. 
 
Examples of major incidents that could initiate these procedures include: 
 

• Fire on School premises 
• Serious accident to staff or pupil(s) 
• Power outage 
• Flooding 
• Serious adverse weather 
• Missing Pupil(s) 
• Road traffic accident (near the School) 
• Road Traffic accident on a trip or School excursion 
• Public allegations of abuse or malpractice 

 
Flexible plans are in place to deal with a range of situations which are likely to vary in magnitude, duration or 
complexity. Specialist assistance can also be sought in the event of an unusual incident, e.g. chemical spill, 
environmental incident, etc. 
 
The major incident procedures involve a number of key members of staff who are drilled regularly to ensure ongoing 
familiarity in dealing with an emergency situation. 
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g. Incident Reporting and Investigation 

 
All employees, contractors and visitors are required to report accidents resulting in injury to any person to their Line 
Manager. Near miss incidents, where an incident had the potential to cause harm, injury or damage should also be 
reported. The goal of all incident management is to allow investigation into the circumstances which may result in 
measures being taken to prevent a recurrence. 
 
The Accident Book is held by the Reception Manager, the Incident File by the Bursar. The following must be recorded: 
 

• All accidents involving injuries 
• All incidents which, although not involving injury, could have resulted in injury 
• All near-misses 

 
All reportable incidents will be investigated by the Bursar (or a duly appointed independent health and safety 
consultant if this is deemed more appropriate). The purpose of the investigation will be to ensure that protective and 
preventive measures are reviewed and procedures amended or improved as required. 
 
Senior Management are required to report serious injuries, incidents or diseases occurring at or as a result of activities 
at the workplace, as required under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR). The Bursar will ensure all necessary accident notifications are made when required. 
 
All line managers are required to undertake an accident/incident report follow-up as soon as is practicable after an 
occurrence and forward it to the Bursar. 
 
If the follow-up indicates that actions are necessary to prevent a re-occurrence, then immediate arrangements will be 
made to initiate the necessary corrective action. This may be a physical change to buildings or facilities, or it could be 
a change of procedures in the academic departments, estates or extra-curricular activities. 
 
The Chair of the Health & Safety sub-committee will review accident reports, statistics and investigations at each 
meeting, drawing the group’s attention to any specific issues requiring action or discussion. 
 
Should malpractice or conduct which is deemed dangerious or potentially dangerous, the School’s disciplinary 
procedures are available to using including dismissal without notice for acts of gross misconduct.   
 

h. Management of Infectious Diseases 
 
RESPONSIBILITIES 
 

• The School has a responsibility to act in accordance with the government, local health authorities and known 
medical advice in the event of an infectious disease, virus or illness affecting any member of the school 
community. 

• The School acknowledges these responsibilities to ensure the health, safety and welfare of all those who may 
be affected by such conditions and illnesses. 

 
PROCEDURES 
 

• The School has undertaken risk assessments of known illnesses that could affect the school community in an 
adverse way due to the symptoms caused by the illness or the likelihood of contagion. The susceptibility of 
pupils who may have underlying health conditions who attend the school is also a consideration in these 
assessments. 

• To ensure the School does not contribute to the spread of a communicable illness or disease, the Senior 
Leadership Team will quickly appoint staff to investigate and collate information relating to the incident in 
order to ensure all current, known information is assessed and considered. 
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• The consideration if this information as well as the ongoing advice from governmental authorities will allow 

for assessment of the potential affects of the outbreak both within the school and the wider community. 
Advice will also be sought from peers and specialists wherever required. 

• A school-wide risk assessment and plans will be prepared to ensure the specific risks associated are duly 
considered, including the following as a minimum: 

 
o Site layout and logistics 
o Age groups affected 
o Specific health issues 
o Ability to understand instructions 
o Likely ability to administer testing 
o PPE requirements 

 
Communication of all risks and precautions will be made with parents on a frequent basis to ensure a clear 
understanding of the situation, what needs to be done to improve and the precautions needed. 
 

i. Training 
 
All staff will receive regular training and instruction regarding the precautions taken and will be given ample 
opportunity to question and challenge arrangements to ensure they are as effective as is possible. 
 

j. Covid-19 
 
Parkside School has had a whole-school risk assessment in place since March 2020. It has been regularly reviewed and 
has reflected changing government advice since of the onset of the pandemic. 
 
IMPORTANT - This is a live document and it must be continuously reviewed alongside the latest Covid-19 government 
guidance. It sits alongside existing risk assessments and health and safety arrangements for each area. 
 
As Parkside School is in the Elmbridge Borough area we follow the guidance from EBC, alongside all NHS, DfE, UKHSA 
and wider government directives. For details of the risk assessment please contact the Head of Estates & Compliance. 
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