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THIS DOCUMENT IS AN APPENDIX TO THE 
MAIN OVERARCHING POLICY HELD BY 

NEXUS MULTI ACADEMY TRUST 
 

HEALTH AND SAFETY POLICY 
 
North Ridge Community School is committed to ensuring the health, safety and welfare of 
its pupils, staff and all people who visit school. 
 
The school recognises its duty, firstly to protect the health, safety and welfare of its 
employees and pupils and, secondly, to ensure that others are not exposed to risks to their 
health and safety. The school also understands the importance of placing health and safety 
as a significant priority in day to day affairs.  
 
To implement this policy, the school will, so far as is reasonably practicable: 
 

 assess and control risk as part of the day-to-day management of school activity; 
 provide and maintain safe, healthy and secure working conditions, provide training and 

instruction so that all persons are able to perform their various tasks safely and efficiently; 
 ensure that a constant awareness with regard to health and safety at work is maintained in 

respect of all activities within the school and during out-of-school activities; 
 perform periodic reviews of the safety policy as school activities and the associated risks 

change 
 
The school accepts that although the final level of responsibility for implementing the policy 
rests with it, all employees of the school have a legal obligation to co-operate in the operation 
of this policy by not interfering with or misusing equipment that has been provided in the 
interests of health and safety. 
 
All employees within the school have a corresponding obligation to co-operate and comply 
with this policy so far as is reasonably practicable by: 
 

 complying with safety procedures, whether written or brought to their attention by other 
means for their own protection, protection of others under their supervision and others who 
may be affected by their actions; 

 reporting to the School Office Manager any incident which has led, or could have led to 
damage or injury; 

 assisting in any investigation with regards to accidents, dangerous occurrences or near 
misses. 
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In line with the Safety Organisation part of this policy, it is the responsibility of all line 
managers to ensure compliance with safety arrangements within their areas of responsibility.  
From time to time, safety arrangements are adopted for the control of risk and reflect the 
procedures, which are to be followed within the school. 

 
Safety Organisation 
 
The objectives of North Ridge Community School health and safety policy are: 

 to promote high standards of safety, health and welfare in compliance with the Health and 
Safety at Work Act 1974, other statutory instruments and approved codes of practice 

 to ensure safe and healthy places and methods of work within our school 
 to protect all persons, whether they be employees, pupils, parents/carers, visiting 

professionals, maintenance contractors, members of the public from any foreseeable hazards 
 to ensure adequate training, supervision and information is given to all employees to ensure 

they may work in safety in so far as is reasonable and practicable 
 to ensure a safe and healthy working environment for all employees and that there are 

sufficient facilities and arrangements for their welfare 
 to ensure all persons are aware of their responsibility to take any steps necessary in order 

that the health and safety of both themselves and others may be safeguarded and to co-
operate in all aspects with regard to safety. 

 to ensure procedures to be followed in case of an accident. 
 to teach safety as part of pupils’ duties where appropriate. 

 
 
The Local Governing Body and the Senior Leadership Team (SLT) are responsible for the 
management of health and safety within the school. Duties are delegated where appropriate. 
The competence and ability of staff to perform the required assessments and duties must be 
taken into account.  
 
The Senior Leadership Team (SLT) will ensure that:  
 
· Health and safety is adequately financially resourced  
· Risk assessments are completed and recorded for all activities, consulting and involving 
those carrying out the work. Risk assessments are reviewed and appropriate action taken  
· Safe systems of work, preventative and precautionary measures, are in place for all 
operations and undertakings.  
· Employees are aware of this policy and receive clear information and instruction on risks to 
their health and safety identified by the risk assessment and the safe system of work, 
preventative and precautionary procedures to be used  
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· Where considered appropriate, the Disciplinary Procedure is used for employees breaching 
health and safety procedures  
· Employees receive health and safety training appropriate to their needs and capability on 
induction and on a continuing basis. Recognised training and accreditation schemes will be 
used where they are appropriate  
· Employees are adequately supervised according to the level of risk of the work and the 
competence of the employees concerned  
· Effective communication and consultation with employees is maintained. Staff are asked to 
report any concerns to the Headteacher or School Office Manager 
· Accidents, work-related ill health, dangerous occurrences, near misses and incidents of 
violence to staff are reported promptly, investigated and appropriate remedial action is taken  
· Any work situation that threatens serious and immediate danger, any hazard or failure or 
inadequacy in health and safety precautions reported by employees or other persons are 
investigated and appropriate remedial action is taken. 
 
There is a Governor on the LGB with specific responsibility for Health and Safety. 
  
All members of staff are responsible for assessing the risks involved in all activities and taking 
all reasonable steps to ensure that facilities, premises, equipment, materials and systems of 
work satisfy health and safety requirements. 
 
 
For the purpose of this policy “school staff” includes supply staff, temporary workers, 
students on work experience and volunteers. 
 
All school staff are responsible for their own and the health and safety arrangements in 
relation to other staff, students, pupils and volunteer helpers under their supervision.  In 
particular, they will monitor their own work activities and take all reasonable steps to: 
 

 Exercise effective supervision over all those for whom they are responsible, including pupils. 
 Be aware of and implement safe working practices and set a good example personally. 
 Identify actual and potential hazards throughout school and introduce procedures to 

minimise the possibility of mishap. 
 Ensure that any equipment or tools used are appropriate to their use and meet accepted 

safety standards. 
 Evaluate promptly and, where appropriate, take action on criticism of health and safety 

arrangements. 
 
All employees have a responsibility under the Health and Safety at Work Act to: 
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 Take reasonable care for the health and safety of themselves and of any person who might 
be affected by their acts or omissions at work. 

 Co-operate with Nexus MAT and others in meeting statutory requirements, not interfere with 
or misuse anything provided in the interests of health, safety and welfare. 

 Make themselves aware of all safety rules, procedures and safe working practices applicable 
to their posts; where in doubt they must seek immediate clarification from the Headteacher. 

 Ensure that tools and equipment are in good condition and report any defects to the School 
Office Manager. 

 Use protective clothing and safety equipment provided and ensure that these are kept in good 
condition. 

 Ensure that offices, general accommodation and vehicles are kept tidy. 
 Ensure that any accidents, whether or not an injury occurs, and potential hazards are reported 

to the Headteacher/School Office Manager. 
 Undertake any relevant health and safety training offered to them by the school. 

 
The Local Governing Body, Senior Leadership Team, School Office Manager and the 
Headteacher will:  
 

·   Ensure that the school’s Health and Safety Policy is up to date, operating and relevant  
·   Obtain or prepare and maintain the necessary codes of practice  
·   Give advice and assistance when necessary  
· Carry out audits and inspections where necessary, reporting results and making     

recommendations for improvement  
·  Ensure that systems and procedures for health, safety and welfare are in place and are being 

complied with  
· Stop or restrict operations being carried out where there are practices or circumstances which 

present a serious and / or imminent danger  
· Ensure that systems are in place for the reporting, recording and investigation of accidents and 

violence to staff, using statistics to review health and safety  
· Monitor accidents and incidents of violence to staff and, where necessary, investigate and 

report on them and on preventative measures to be taken Page 5 of 14  
· Monitor legislation, regulations and published information and ensure that necessary changes 

are introduced  
· Promote and publicise health and safety issues 

 
Assisting Pupils to Move 
As manual handling is a significant feature of the role of many staff, the school follows 
guidelines for safe practice.  Regular training and updates are provided for all staff.  The 
person for overall responsibility for manual handling is a staff member trained in the Moving 
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& Handling.  Please refer to the school’s Moving and Handling Policy for further information 
relating to moving and handling. 
 
Please note: 

 It must be realised that newly appointed employees could be particularly vulnerable to any 
risk and it must be ensured that all relevant health and safety matters are drawn to their 
attention at an early stage 

 Whilst it is a management responsibility to instruct all employees in safe working procedures 
in relation to their posts and work places, employees may from time to time find themselves 
in unfamiliar environments.  In such cases the employee should be particularly alert for 
hazards, and whenever possible, ensure they are accompanied by a person familiar with the 
environment or that they are advised of specific hazards. 

 Volunteer helpers and supply staff will be expected, as far as reasonably possible, to meet the 
same standards as employees. 
 
Responsibilities of Pupils 
All pupils are expected, within their expertise and ability to: 

 Exercise personal responsibility for the safety of themselves and their fellow pupils. 
 Observe standards of dress consistent with safety and/or hygiene (this would preclude 

unsuitable footwear, some jewellery, and other items considered dangerous). 
 Observe all the safety rules of the school and in particular the instructions of the teaching 

staff in the event of an emergency. 
 Use and not wilfully misuse, neglect or interfere with things provided for safety purposes. 

 

Health and Safety Arrangements 
 
Specific arrangements for health and safety 
 
Accident Reporting 
Any minor accident or injury will be reported on a pupil or staff incident log as appropriate, 
any other injury, including loss of consciousness or near miss is to be reported to the 
Headteacher or School Office Manager by the person or persons involved in the accident and 
the ProAktive Accident & Incident Report form completed.  These forms are available from 
the School Office Manager or the main school office.  The Headteacher will ensure that Nexus 
MAT’s H&S Consultants, ProAktive, are informed of all accidents of a serious nature and any 
dangerous occurrences and where applicable follow the requirements of current legislation 
(RIDDOR 2013). 
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Accident Investigation 
All significant accidents or incidents that are considered to be dangerous “near miss” 
situations are to be reported to the Headteacher.  An immediate investigation will be carried 
out in order that the cause of the accident can be identified and measures taken to prevent a 
recurrence.  These investigations are essential in order that accidents, damage to equipment 
and property, and losses, are kept to a minimum.  All contractors must ensure that accidents 
involving their employees are reported to the Headteacher/School Office Manager of the 
school as well as their own reporting chain. 
 
After School Clubs 
A member of the Senior Leadership Team will always be onsite for the duration of an after-
school club.  This member of staff will be the nominated key holder for the medical cupboard 
and will administer emergency medication if necessary.  Individual pupils’ healthcare plans, 
for all pupils attending the after school club, are brought to the named SLT member in 
preparation for the after school club.  
 
Car Parking and Pedestrian/Vehicle Segregation the Workplace  
The school is organised in such a way that pedestrians and vehicles can circulate in a safe 
manner. All traffic routes are suitably indicated, where necessary, for reasons of health and 
safety. A site specific risk assessment has been carried out and includes, traffic movement 
within the site, pedestrian/vehicle segregation and car parking.  
The majority of our pupils are brought to and from school by School Transport which is under 
the responsibility of the LA. 
 
Contractors 
Contractors working within the school are required to comply with the working rules as issued 
by this school.  A contractor’s checklist will be completed with each contractor working on 
school premises so that they are aware of all of their own responsibilities and those of the 
school. Any breach of these rules is to be reported to the Headteacher.  
 
Display Screen Equipment (DSE) 
All staff should carry out an assessment on all DSE workstations used by students or 
themselves. The Senior Leadership Team should ensure an assessment on DSE workstations 
used regularly by employees has been done and reviewed where necessary. 
 
Electrical equipment 

 All members of staff must make informal visual checks and inspections before using any 
electrical appliance and report any defects to the School Office Manager or Site Supervisor 
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 Only authorised and fully qualified personnel are to install, repair or attempt to repair 
electrical equipment. 

 Where 13 amp sockets are in use, only one plug per socket is permitted. 
 The protective outer sleeve of electric cables is to be firmly secured within the electric plugs.  

Where the outer sleeve is not secured within the plug and the connecting live wires are visible, 
a qualified person is to be tasked to re-wire the plug correctly. 

 Electrical equipment that is known to be, or suspected of being faulty, must not be used. 
 If electrical equipment becomes faulty whilst in use it is to be isolated from the source of 

supply and secured so that it cannot be used until repair has been effected. 
 Personal electrical equipment must not be used in school without the prior permission of the 

Headteacher. 
 Visitors and contractors that bring their own electrical equipment, that may not have been 

PAT tested, will use the school’s safety RCD extension cable. 
 Arrangements are made for PAT (portable appliance testing) to be undertaken on an annual 

basis.  It is the responsibility of the site supervisor to ensure this is carried out by an approved 
contractor. 
 
Emergency Lighting Emergency 
Emergency lighting is lighting that is installed in school to provide a degree of illumination 
when the normal lighting fails. In terms of fire safety the most important component of an 
emergency lighting is the “escape lighting” which is provided to illuminate escape routes to 
an extent sufficient to enable occupants to evacuate the building in safety. These are routinely 
inspected and tested monthly by the Site Manager and bi-annually by the LA’s electrical team. 
 
Fire prevention 

 Fire emergency procedures are available for all persons to read in their areas. 
 Fire Notices are posted throughout the building. 
 Employees are responsible for knowing the location of fire points and fire exits.  They should 

also know the location of the assembly point in the event of a fire. 
 The most important part of fire control is prevention – please see Fire Protection Policy. 
 Fire evacuation procedures, fire prevention training and fire alarm testing is to be carried out 

in accordance with current legislation. 
 
First Aid 
North Ridge Community School has three fully trained first aiders who will administer first aid 
if required. 
 
Head Injuries 
Any form of head injury will be reported to parents immediately, by telephone, and also 
recorded in the pupil’s home/school diary.  Such injuries will be handled in accordance with 
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the Emergency Care Practitioners recommendations. All injuries will be reported following 
the accident reporting procedures detailed above 
 
Gymnasium Equipment 
The school’s PE equipment/trampoline is inspected annually by an external provider and the 
records are kept by the School Office Manager. 
 
Harmful substances 

 When using harmful substances, whether they are material or chemical substances, all 
personnel must ensure that adequate precautions are taken to prevent injury to health. 

 No new materials or chemical substances are to be brought into use unless a COSHH 
Assessment has been carried out and clearance given. 
 
Housekeeping 
Tidiness, cleanliness and efficiency are essential factors in the promotion of health and safety.  
Accidents can be avoided by following the guidelines below: 

 Keep corridors and passageways unobstructed 
 Ensure shelves in storerooms are stacked neatly and not overloaded 
 Keep floors clean 
 Do not obstruct emergency exits. 

 
Legionellosis 
The primary aim is to prevent the build-up of the Legionella Pneumophilla organisms in water 
systems and to prevent inhalation of infected water droplets.  Control measures are as 
follows: 

 Water temperature is to be below 20C or above 55C and this is to be checked monthly 
 Records are to be maintained of all cleaning and temperature checks carried out. 
 Water storage tanks are to be covered. 
 Risk assessment and bi-annual testing records are to be maintained of any maintenance, 

water treatments or disinfection 
 
Lifting Operations and Lifting Equipment and Manual Handling (Lifting Operations and 
Lifting Equipment Regulations 1998) 
The school will ensure that hoists and plinths are tested annually by an approved maintenance 
company, as per LOLER.  Large, fixed items are tested according to manufacturers’ guidelines.  
All defects in equipment must be reported, and the equipment concerned must be withdrawn 
from service, clearly marked as “out of use” until repair has been effected. 
 
 
 



  
 

Page 10 of 13 

 

Lone Working  
The school recognises the fact that there are risks to employees working alone in the provision 
of its services. For further information, please see the Lone Working Policy.  
 
Manual handling of loads 
Personnel are not to lift, drag, push or carry heavy or awkward loads unless training has been 
undertaken and risk assessments carried out. 
 
Managing Medicines in School 
All medicines, during normal school hours 8.50 a.m. – 3.30 p.m. are administered by trained 
school staff; in line with Health Authority protocols. Medication sent into school is stored 
securely in a locked cupboard. Emergency medication that is held by home to school transport 
staff is brought to staff member responsible for medication and signed in and out following 
set protocols..  The medication is stored in a locked medical cupboard during the day. 
 
Related policies/procedures: 
 
Recommended Procedure for The Management of Medical Needs Policy 
 
 North Ridge Community School’s Standard Operating Procedures Administration of 
Medication 
 
Additional arrangements will be appended as they are developed out of risk assessments 
carried out in accordance with this policy. 
 
Please refer to: 
 
DfE Supporting Pupils at School with Medical Conditions; December 2015  
 
Means of access 
When using access equipment such as ladders etc the correct equipment is to be used for the 
job undertaken.  Stepladders should always be supported by an assistant.  Always use correct 
routes of access. Do not use shortcuts; they can result in serious accidents.  Personnel should 
not use ladders over 5 steps high if they have not received the appropriate ladder training. 
 
New and Expectant Mothers  
The school recognises the increased risks to new and expectant mothers and will ensure that 
that risk assessments are reviewed and revised where necessary when a pregnancy has been 
confirmed. Additional control measures will be applied for the duration of the pregnancy and 
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breast feeding. Women will be informed by the school of any additional risks they may face 
as a new or expectant mother.  
 
Out of school visits and activities 
All persons that arrange or actively participate in school visits or out of school activities must 
follow the “Procedure for School Visits and Out of School Activities”.   
 
A trained member of staff will administer routine medication prescribed for individual pupils, 
if necessary, on an out of school visit.   
 
Rescue medication must be signed out before being taken on any out of school visit.  In the 
event of an emergency, a designated trained remember of staff will administer rescue 
medication as per the individual pupil’s protocol, where necessary. The rescue medication (or 
its empty packaging in the case of administration) will be signed back in on return to school 
 
Medication must have an original dispensing label and must be in date.  Parents/carers are 
asked to complete relevant medication information documents which form a formal record 
held within school.  Subsequent medication change forms are completed where necessary.    
 
Personal Protective Equipment (PPE)  
The school will be responsible for identifying and issuing PPE based upon a risk assessment 
relevant to the specific task. General items such as gloves, aprons and blue roll are regularly 
available throughout school.  Class staff will collect these from the laundry room as and when 
necessary.  
 
School Minibuses 
Only those persons authorised, and in possession of the appropriate licence, are to drive 
vehicles on school business.  The School Office Manager has details of approved minibus 
drivers. 
 
Training  
Keys members of staff are trained in key areas of their work. The school operates rolling 
programme of mandatory training which includes the following areas: 
 · Induction training  
· Moving and Handling training 
· First Aid training  
· Feeding training  
· Makaton training  
· Medical needs  
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· Administration of Medication training 
 
Violence to Staff  
The school recognises the fact that there are risks to members of staff in the provision of its 
services, but expects that people generally should be able to go about their duties without 
threat or fear of violence or aggressive intimidation resulting from their work. Members of 
staff will report the risk of aggression, violence or potential violence in specific areas and 
situations and supported by members of SLT take all reasonably practicable measures to 
eliminate or reduce the level of risk. Staff are not expected to go alone into a potentially 
dangerous situation or unnecessarily put themselves at risk 
 
Visitors and the Public  
The school will ensure that risk assessments take account of visitors and the public. 
Precautions should be taken to ensure that they are not endangered by any work activity, 
facility or provision made by the school. It is the duty of all staff in the school to ensure the 
health and safety of all visitors to the school. 
All visitors must sign in when entering the school and sign out when exiting. 
 
Waste Management 
The school will ensure that appropriate procedures are implemented to manage waste and 
comply with the duty of care. The school actively recycles cardboard and paper and has made 
arrangements for this to be collected. All other waste is collected weekly and is contracted to 
the LA. 
 
Work Equipment  
Work equipment means any appliance, apparatus, machinery, tool or installation for use at 
work, whether exclusively or not. Examples include photocopiers, computers, furniture, steps 
and ladders, lifting equipment, hand tools and power tools of all types. The school will ensure 
that all work equipment is fit for purpose, properly used, inspected and maintained and that 
anyone using equipment will receive sufficient information, instructions and, where 
necessary, training in the use of that equipment  
 
Workplace Health, Safety and Welfare 
Workplace health, safety and welfare includes heating; lighting; ventilation; gas; electrical and 
water installations; flooring; windows; toilets and facilities for meals etc. The Site Manager 
will ensure that the above are in working order and are inspected and tested regularly. If any 
member of staff has any concerns they must reported them to the Site Supervisor or School’s 
Office Manager.  
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Working Safely  
No member of staff will be expected to carry out any activity which poses an unacceptable 
risk either to themselves or to others persons and must assume responsibility for working 
safely within the limits of their competence and training.  
   


