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Our Vision 

 

‘To open the doors to the future’ 

 

Our Mission Statement 

 

In Greenfield we aim to create a strong sense of belonging within our pupils that extends to our 

families and local community.  We will share in each other’s successes and support each other 

in our aspirations to achieve.  Together we will nurture confident, happy and independent 

pupils who show positive Greenfield values as they continue their journeys into the future. 

 

 

Aims 

 To develop pupils’ communication skills  

 To use technology to impact positively upon quality of life 

 To develop pupils’ independence and ability to communicate their choices  

 To inspire a love for learning 

 To provide a meaningful curriculum for all 

 For pupils to value themselves and others 

 To try new things and overcome challenges  

 To foster a sense of belonging to a community 

 For pupils to develop an increasing understanding of their role and responsibilities in life 

 To respect the needs and rights of others as a member of our community 

 

We Value 

 Communication 

 Kindness 

 Creativity  

 Respect 

 Team work 

 Well-being 

 Innovation 

 Manners 

 Celebrating success 

 Effort 

 

 

Our vision and values have been developed using the UN Convention on the Rights of the Child 

(UNCRC) as our guide, to create a safe and inspiring place to learn, where children are 

respected, their talents are nurtured and they are able to thrive. Our vision and values also 

compliment the ‘Four Purposes of Learning’ which underpin Curriculum for Wales. The Four 

Purposes are the shared vision and aspiration for every child and young person in Wales and 

support our pupils to become; 

 

Ambitious Capable 

Learners 

 

Healthy Confident 

Individuals  

 

Enterprising Creative 

Contributors   

 

Ethical Informed 

Citizens 

 

  

https://www.unicef.org.uk/rights-respecting-schools/the-rrsa/introducing-the-crc/
https://www.unicef.org.uk/rights-respecting-schools/the-rrsa/introducing-the-crc/
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Policy Statement 

 

It is the aim of the Governing Body and the Headteacher, to provide a safe and healthy 

working and learning environment for staff, pupils and visitors.  This will be achieved by 

implementing the health and safety objectives detailed in this policy. 

 

The school attaches great importance to the health, safety and welfare at work of all its 

employees and other users, particularly children, parents and visitors.  The school aims to 

provide, so far as is reasonably practicable, for its employees when working on the premises or 

elsewhere: 

 

 

 Instruction, training and supervision to enable its employees to work safely without risk to 

their health. 

 

 Premises and places of work that are well maintained, have safe access and egress for 

all and are without risk to health. 

 

 Where vehicles are used, to ensure that they are well maintained, safe and without risk 

to health. 

 

 Safe systems and methods of work that are without risk to health. 

 

 Machinery and equipment that is safe and without risk to health. 

 

 Articles and substances for use at work that are safe when properly used, stored, 

handled and transported. 

 

 Suitable safety clothing and equipment when required by regulation, approved code 

of practice, departmental instruction or when considered necessary by the Key 

Manager. 

 

 Any other suitable protection, where appropriate, where staff might be at risk. 

 

 For the safety of visiting contractors, members of the public and authorised visitors. 

 

 For arrangements to involve all members of the school community including pupils in 

developing this health and safety policy. 

 

 For our responsibility towards the environment and ensuring that our activities do not 

adversely affect it. 
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Health and Safety Advice 

 

The school is in regular contact with the Local Authority officers Mr Alun Teagle responsible for 

Health and Safety within education and Mr. Alyn Dinham form corporate Health and Safety 

who provide advice and documentation to inform its best practice.  The La also provide the 

school with a regular Health and Safety audit as part of the Service Level Agreement.  

 

Alyn Dinham will provide appropriate monitoring and quality assurance to ensure systems, 

processes and procedures are followed correctly in line with Local Authority guidance. 

 

 

Governing Body 

 

The Governing Body has corporate responsibility for providing a safe and healthy working 

environment for all the teaching and non-teaching staff in its employment, for the children 

attending the school and for other people who are users of the school.  We will take all 

reasonable steps to fulfil this responsibility, to provide suitable facilities and equipment and 

safety arrangements especially in areas of high risk; imparting information and advice 

conducive to safety and for the provision of a healthy working environment and adequate 

welfare facilities. 

 

 

Headteacher 

 

The Headteacher has primary responsibility for health and safety matters within the school.  In 

the Headteacher’s absence the Deputy Head teachers will assume this responsibility.   

 

The School Business Manager has delegated responsibility for managing the arrangements for 

health and safety in the school and for liaising with the Local Authority’s Health and Safety 

Advisors for advice and information on health and safety matters. 

 

 

Key responsibilities: 

 

 Putting in place arrangements to ensure health and safety risk assessments are carried 

out and their findings acted upon. 

 

 Monitoring the effectiveness of these arrangements. 

 

 Bringing this document to the attention of all staff, including new staff on taking up post, 

and to revise and reissue the document as may be necessary from time to time. 

 

 Resolving health and safety problems. 

 

 Bringing to the attention of the Local Authority Health and Safety Advisor, those 

instances where delegated local executive power has failed to reduce risk and to take 

remedial action to avoid danger whilst the matter gets resolved. 

 

 Noting all the guidance produced by the Local Authority, in line with legislation, and 

bringing any issues to the attention of relevant staff. 

 

 Keeping a file or record of such guidance, including that issued by other competent 

authorities, to which all staff can have access. 
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 Maintaining a list of Safety Representatives appointed to represent staff on site. 

 

 Being readily available to Safety Representatives and co-operating with them as far as 

is reasonable in their efforts to carry out their duties. 

 

 Receiving written reports from Safety Representatives and responding to them within a 

reasonable time. 

 

 Establishing a school Health and Safety Committee. 

 

 Ensuring that all areas of the site are inspected termly by the Safety Representatives with 

the Senior Management on site. 

 

 Ensuring that a system is established and maintained for reporting, recording or 

investigating accidents, and that all reasonable steps are taken to prevent recurrences. 

 

 Ensuring that all visitors, including contractors, are made aware of any hazards on site 

of which they may be unaware. 

 

 Ensuring the use of any personal protective equipment as may be necessary and 

ensuring that it is maintained and renewed as necessary. 

 

 Ensuring that a suitable fire risk assessment is prepared and maintained to comply with 

the Regulatory Reform (Fire Safety) Order 2005. 

 

 Ensuring that effective arrangements are in place to evacuate the buildings in case of 

fire or other emergencies, that evacuation drills are undertaken regularly and that 

firefighting equipment is available and maintained. 

 

 Ensuring that a suitable plan is in place to deal with emergencies, which could occur 

both in and out of school hours. This will include arrangements to deal with the 

immediate emergency and for contacting the Local Authority, school staff, service 

providers and parents. 

 

 Ensuring that suitable health and safety induction training is provided to every new 

employee and that every assistance is given to allow them to perform their duties in a 

safe manner.  In particular, to ensure that they are given a copy of this statement of 

local arrangements, and the opportunity to read it, before starting work. 

 

 Ensuring that arrangements are made for suitable training for all aspects of work. 

 

 Ensuring that suitable records are kept of: 

 

o employee health and safety training 

o accidents, incidents and near misses 

o premises safety inspections 

o fire safety and equipment tests 

o machinery and equipment safety tests and inspections 

o any other statutory testing linked to health and safety requirements. 
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Employees are responsible for: 

 

 Taking care of the health and safety of themselves and their colleagues and for any 

child under their charge. 

 

 Keeping up to date with current safety procedures. 

 

 Attending training as directed. 

 

 Following instructions issued by the employer on matters of Health and Safety. 

 

 Reporting any accidents, dangerous occurrences or safety concerns to Senior 

Management. 

 

 Not interfering with or misusing any equipment provided for their safety or health at work. 

 

 

The Senior Leadership Team is responsible for: 

 

 The safety of their staff and pupils within their work area. 

 

 Ensuring staff receive the necessary training and supervision. 

 

 The safety of equipment, materials and systems of work by setting up arrangements for 

regular inspection. 

 

 Making arrangements for the cover of staff with key safety responsibilities. 

 

 Monitoring health and safety performance throughout the school. 

 

 

 

Classroom Teachers are responsible for: 

 

 The safety of all children under their charge by effectively supervising their activities. 

 

 Being able to carry out emergency procedures in respect of fire, emergency 

evacuation, security and organising first aid. 

 

 Observing all safety procedures and instructions. 

 

 

The Business Manager and the Site Manager are responsible for: 

 

 The safety and physical condition of all areas of the school including playgrounds and 

outbuildings. 

 

 Arranging for the maintenance and servicing of firefighting equipment and fire alarm 

systems, premises security systems. 

 

 Ensuring that all contractors on site are aware of the emergency evacuation procedures 

and have sight of the school health and safety policy as appropriate to their work. 
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 Informing all contractors of any known hazards, which might affect them whilst at work, 

and in particular; 

 

 Informing all contractors of the Asbestos Management Plan for all relevant buildings on 

site. 

 

 Ensuring that contractors follow safeguarding procedures. 

 

 

 

Staff Safety Representative 

 

Health and safety at work law provides for the appointment of trade union appointed safety 

representatives from amongst the employees.  Where the governing body is notified in writing 

of such an appointment, the safety representative shall have the following functions: 

 To investigate potential hazards and to examine the causes of accidents in the 

workplace. 

 To investigate complaints by any employee he represents relating to that employees 

health and safety or welfare at work. 

 To make representations to the Headteacher via the Deputy Headteacher on general 

matters affecting the health, safety and welfare of employees. 

 To carry out workplace health, safety and welfare inspections. 

 To attend any safety committee meetings. 

 To co-operate with his employers in promoting health and safety at work. 

 

None of the above functions given to a safety representative impose any legal duty or liability 

whatsoever on that person.  A safety representative is in no way obliged to carry out any or 

all of the above functions. 

 

 
Risk assessment 

 

The Management of Health and Safety at Work Regulations 1999, require all employers to 

assess the risks to their employees and others who may be affected by their work activities. 

 

Risk assessments help identify potential sources of harm so that these may be minimised or 

avoided in order to reduce the likelihood of injury and ill health occurring. 
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All schools have a duty to risk assess those activities which may affect their employees, students, 

visitors and contractors. 

 

The Council makes use of an online risk assessment tool called Assess Net with which to conduct 

and record its risk assessments.  Please contact one of the Council’s Health and Safety Advisors 

for further details on access and training. 

 

 

First-Aid 

 

The school’s designated first-aiders are: 

 

 Faye Morris 

 Jan Moore 

 Sarah Lee 

 Jude Jones 

 Mandy Kinnear 

 Michelle Howells 

 

The designated person responsible for checking and maintaining the contents of the first aid 

boxes are Faye Morris (Primary building and minibuses) and Jan Moore (secondary building 

and ICC). 

 

Note: If necessary a trained first aider should be summoned immediately to tend to an 

accident and provide first aid in accordance with his/her training. 

 

If an ambulance is required the emergency 999 service should be used. Delays in calling the 

ambulance service can be very serious. The opinion of a first aider is sufficient to authorize an 

ambulance to be called and this should take place without delay. 

 

It may be appropriate on some occasions to transport a member of staff or pupil to a casualty 

department without the ambulance service but it should be noted that this should always be 

on a voluntary basis. 

 

 

Fire and emergency arrangements 

 

It is the duty of all members of staff to be aware of the fire and emergency procedures, for 

ensuring that all escape routes are kept clear and to report any defective equipment, damage 

to extinguishers and any other equipment. 

 

The site manager is responsible for a formal check of the premises fire equipment on a weekly 

basis. This will include fire doors, fire signage and alarm systems and they will assess their 

suitability and any repairs or improvements required. 

 

The head teacher is responsible for ensuring that the school has an up to date fire risk 

assessment. 

 

The correct procedure for the evacuation of both buildings are clearly displayed in all 

classrooms and will be brought to the attention of all visitors to the school.  The assembly point 

for the junior school will be the junior playground and the senior school will assemble on the 

allweather pitch (MUGA),  
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Staff training will be undertaken on a regular basis and this will be done as part of our regular 

staff meetings. 

 

 

Firefighting and precautions 

 

All firefighting equipment is annually inspected and serviced, this is organised through the 

Property Services Service Level Agreement. 

 

It is the responsibility of the Site Manager to ensure that firefighting equipment is serviced 

annually and an inventory of all equipment, plus a diagram showing its location, is kept up to 

date. 

 

 

Fire alarms 

 

The fire alarms should be tested weekly and recorded in the fire alarm logbook by the Site 

Manager.  Fire alarms should be serviced annually by a competent contractor and records 

kept of the tests. 

 

Our alarms are linked straight through to the local fire station and each school is automatically 

alerted to an activation in the other building.  It is important that senior staff ascertain the 

validity of an activation of the alarm in the other building as a matter of urgency so as to be 

able to provide any support that may be needed. 

 

 

Fire drills 

 

Fire drills will be arranged at least termly.  The purpose of fire drills is to evacuate everyone to a 

place of safety as quickly as possible where they will be checked against the attendance 

registers.  Suitable arrangements must be in place for evacuating those with disablement or 

with special educational needs. 

 

 

Notifying the Emergency Services 

 

The following staff have specific responsibility to call emergency services: 

 

Senior Leadership Team 

 

For ambulance it will be a staff member that is present with the casualty. 

 

 

 

Accident Reporting 

 

Accidents must be reported using the Council's accident reporting form.  Copies of the form 

can be obtained from the HR Department or any of the Council’s Health and Safety Advisors. 

 

In the case of minor accidents to non-staff, i.e. pupils or parents, where there are no issues of 

liability and there have been no contributory failures of premises, procedures or equipment, 

details may be recorded in a schools minor injuries book which should be retained for at least 

3 years. 
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Should First Aid be required then the action taken will also be logged. 

 

If a pupil is involved then parents will be notified as soon as possible. 

 

If hospitalisation is required, then again parents or next of kin will be informed as soon as 

possible. 

 

The head teacher will inform the relevant LA officer and the Chair of Governors as appropriate. 

 

In the event of an accident occurring during an Offsite Visit then the guidance contained in 

the LA’s ‘Educational Visits Policy’ document must be followed.  Staff are reminded to ensure 

that they have all the relevant contact numbers with them before they leave.  A copy of the 

relevant pages and contact numbers is in the school mini bus, but its actual presence must be 

checked before any journey commences. 

 

 

Information, documentation and training 

 

Staff should either receive copies or have their attention drawn to relevant safety information 

contained in the School's health & safety policies.  The Headteacher must ensure that the 

guidance or safety standards are current and adhered to at all times. 

 

Health & Safety documents are held by the school office and identified staff, heads of 

department, etc. must ensure that their staff are familiar with all relevant documentation. 

 

 

Offsite visits 

 

It is important that suitable arrangements are made for all offsite visits by students. 

 

The school uses the EVOLVE system for offsite risk assessments, as advised by the Local Authority 

 

 

Work Experience  

 

Our work experience placements are managed through Careers’ Wales and ELITE Supported 

Employment Agency.  As such all of the following are carried out:- 

 

 arrangements for assessing potential work placements,  

 training requirements for work experience co-ordinators,  

 arrangements for induction and supervision of  students on work placement within own 

establishment 

 

Our school also undertakes regular monitoring of each placement. 

 

 

Supervision [including out of school learning activity/study support] 

 

It is a requirement that pupils are taught when in school, and pupils must not be left 

unattended.  At all other times when in care of school there will be agreed levels of supervision 

for school trips.  This level of supervision will depend upon a number of variables, such as pupil 

age, nature of their disability, nature of the activity.  So it is very difficult to provide exact 
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numbers.  However, following a risk assessment the head will only sanction activities that she 

feels are adequately covered.  

 

It is imperative that all volunteer workers with our pupils are DBS checked. 

 

 

Personal Protective Equipment (PPE) 

 

Aprons, gloves and face masks are freely available when dealing with pupils’ intimate needs.  

Other clothing such as caretaker overalls will be made available as necessary. 

http://www.hse.gov.uk/pubns/indg174.pdf 

 

 

Visitors 

 

 All visitors must report to Reception where a signing-in system is in operation. 

 

 Regular visitors and other users of the premises, for example, contractors and delivery 

persons, are always required to observe the safety rules of the School. 

 

 Contractors working in the school premises will be made aware of the health and safety 

arrangements applicable to them by the Premises Manager. 

 

 Visitors should wear a suitable visitors badge when on the premises. 

 

 

Home Visits 

 

Home visits are conducted for a variety of reasons, but it is vital that the following guidelines 

are followed. 

 

 Always make sure school knows that you are making a home visit, where you are 

going and when to expect you back.  

 Always make an appointment before calling, never ‘cold call’. 

 Always carry an identity card to identify yourself. 

 Initial meetings should always be accompanied by another member of staff. 

 Be well informed prior to visit (obtain knowledge of medical issues and family history 

etc). 

 Agree on a lead person to direct the conversation before a visit. The accompanying 

colleague should be briefed as a witness. 

 Make sure school/people know where you are going and stick to route.  Inform school 

of any changes. 

 Keep school mobile on you at all times (make sure charged and switched on). 

 Have a prepared ‘script’ ready for closing conversation if the situation looks or 

becomes threatening. 

 Make minutes of every meeting. Offer a copy to be sent to parent and clarify the 

notes you have taken with parents before leaving. 

 Park your car in sight of the property you are visiting. 

 In general, it is best not to accept offers of beverages etc. 

 Be careful to show no form of judgement of parents, home or lifestyle. 

 Always keep relationship professional – use surnames etc. 

 

School will provide appropriate monitoring and quality assurance to ensure systems, 

processes and procedures are followed correctly in line with Local Authority guidance. 

http://www.hse.gov.uk/pubns/indg174.pdf
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Lone Working 

 

Lone working is to be discouraged.  However, there will be times when it is either unavoidable 

or when it is actually beneficial. Each staff member must make known their concerns to a 

member of the Senior Leadership Team if they are uncomfortable or apprehensive with any 

context in which they are asked to work. 

 

Where it is usual to work as a 1:1 (e.g. Reading Support) staff must be able to contact other 

staff should additional support be required. 

 

Staff are encouraged to view the freely available relevant HSE guidance. 

http://www.hse.gov.uk/pubns/indg73.pdf 

 

 

Staff Well-being / Stress 

 

It is imperative that all staff achieve a satisfactory work/life balance and that they learn to 

manage their time when at work effectively.   

 

Staff with any concerns should inform their line management immediately and appropriate 

support and guidance will be given or sought on their behalf. 

 

Stress at work - HSE 

Stress at work - Help for employees on stress at work - HSE 

Stress at work - Work-related stress and how to tackle it - HSE 

 

 

Violence to Staff / School Security 

 

 Keeping doors shut:  all access doors must be kept shut.  When a classroom is to 

be left vacant then the external door must also be locked. 

 

 Controlling visitor access:  There is a single point of entry through the main gates 

that all visitors must use. Upon arrival all visitor must report to reception and sign 

in. the corridors leading from reception to classrooms have fobbed doors to 

prevent visitors accessing classrooms/pupils without permission. It is imperative 

that all visitors are directed to the single point of entry and that unknown persons 

without a visitors badge are challenged and then directed to the single point of 

entry. 

 

 Signing in arrangements:  all visitors will sign in at the single point of entry and 

obtain a visitors badge which must be worn throughout the visit. 

 

 Staff who work in challenging areas will be required to undertake additional 

training in manual handling techniques and in pupil management techniques. 

Staff working with pupils will need to be aware of any risk assessments put in place 

for any individual pupil.  

 

School will provide appropriate monitoring and quality assurance to ensure systems, 

processes and procedures are followed correctly in line with Local Authority guidance. 

 

 It is a requirement that all staff report all incidents of verbal & physical violence  

http://www.hse.gov.uk/pubns/indg73.pdf
https://www.hse.gov.uk/stress/
https://www.hse.gov.uk/stress/help-employee.htm
https://www.hse.gov.uk/stress/what-to-do.htm
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 Staff will be provided with support if they are subjected to any incidents of verbal 

& physical violence 

 

Alun Dinham will provide appropriate monitoring and quality assurance to ensure 

systems, processes and procedures are followed correctly in line with Local Authority 

guidance. 

 

http://www.hse.gov.uk/pubns/indg69.pdf 

 

 

 

Contractors 

 

Contactors should notify any hazards arising from their activities, which may affect the 

occupants of the school.  All contractors should report to the school office on arrival.  The Site 

Manager will be responsible for controlling the work of contractors to ensure the safety of pupils, 

staff and visitors.  In the interests of safety, major work should take place out of school hours 

and during school holidays.  Where work carries significant hazards, permits to work should be 

raised for contractors before they start work.  Examples of work which requires a permit to work 

are: 

 

 Work on mains electrical wiring, mains incomers and distribution boards. 

 Removal of asbestos or work where asbestos materials are known or suspected to be in 

place. 

 Major excavations. 

 Access to roofs and roof voids. 

 Sterilising of water systems with chemicals. 

 Access by anyone to confined spaces such as voids, sumps and drains. 

 

If contractors require a fob to access the building this will be provided by the Site Manager at 

the beginning of the day and will need to be returned at the end of the day. 

 

 

Asbestos 

 

 The Headteacher is responsible for ensuring that arrangements are in place for 

managing asbestos in accordance with the Local Authority’s procedures and 

guidance, which are found in the Asbestos Policy and Asbestos Management Plan. 

 

 Staff should be briefed on the hazards of asbestos, the location of any asbestos in the 

school and the action to take if they suspect they have disturbed it. 

 

 Arrangements will be in place to ensure that any asbestos in the premises is not disturbed 

by the work of contactors. 

 

 The premises manager will identify the location of any intended work to ensure that 

there is no asbestos in the location of the work by examining the asbestos register. 

 

 Contractors will be briefed on the action they should take if they discover material which 

they suspect could contain asbestos. 

 

 They should immediately stop work, evacuate the area and request advice from the 

Property Services Team / Asbestos Officer on 01685 724678. 

http://www.hse.gov.uk/pubns/indg69.pdf
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 The Headteacher, School Business Manager and Site Manager should all receive 

asbestos training 

 

 

Hirers & others using the School 

 

When the school's premises are used for purposes not under the direction of the Headteacher, 

then the principal person in charge of the activities or use will have responsibility for safe 

practices. 

 

The Head will seek to ensure that hirers, contractors and others who use the school premises 

conduct themselves and carry out their operations in such a manner that all statutory and the 

school's safety requirements are met at all times. 

 

When the premises are hired to persons outside the employment of the governing body, it will 

be a condition for all hirers that they are familiar with this policy, and comply with all safety 

directives of the governing body. 

 

They will not, without prior consent of the Governing Body: 

 

 Introduce equipment for use on the school premises 

 Alter fixed installations 

 Remove fire and safety notices or equipment 

 Take any action that may create hazards for persons using the premises or the staff or 

pupils of the school 

 

The school will follow the LEA guidelines with regard to lettings and will adopt the necessary 

procedures so as to ensure that the following areas are adequately covered; 

 

 Restrictions on use of equipment,  

 staffing requirements,  

 first aid provision,  

 fire and emergency arrangements,  

 standard operating procedures,  

 agreeing responsibilities at school fetes and other fund raising events, emergency 

lighting,  

 public entertainment license 

 appropriate public liability insurance 

 

 

Repairs and maintenance 

 

All damage, signs of wear and defects in the premises should be reported to the Business 

Manager. 

 

 

Catering 

 

Kitchen and cooking facilities carry significant risks to school premises and high standards of 

organisation and control are required to minimise them.  The Catering Department is 

responsible for: 
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 the safety of the kitchen areas and of keeping the school informed of any hazards which 

could affect the safety of people or premises 

 ensuring that its employees are competent in working safety in the kitchens with 

particular regard to the following: 

 

o Hygiene - to maintain suitable standards of hygiene in the kitchen areas including 

storage areas and staff rest areas. 

o Fire - to be aware of the arrangements for fire prevention and evacuation and 

for extinguishing fires in the kitchen. 

o Training - providing suitable practical training to ensure that staff are able to deal 

with kitchen fires by using available kitchen firefighting equipment. 

 

 

Electrical equipment 

 

All portable electrical equipment is to receive an annual ‘PAT’ test (portable appliance test). 

 

A copy of the inventory of the electrical equipment tested including the results should be kept 

with the school health and safety manual, which is held in the office. 

 

All staff must visually check all electrical appliances prior to their use and report any defects to 

the Business Manager. All defective equipment must be taken out of use immediately and 

reported to the Business Manager. 

 

Privately owned appliances must typically not be used on the School's premises (unless their 

use has been approved and/or they have been tested under the PAT test). 

 

 

Machinery and plant 

 

All machinery and plant will be of suitable safety specifications and will carry a CE marking 

which shows that it complies with the European Community safety standards. 

 

Certain pieces of equipment and plant must be inspected and or tested as part of a statutory 

safety regime.  These include for example lifts, boilers, extraction ventilation equipment for the 

control of hazardous substances, pressure systems etc. 

 

 

Glass & Glazing 

 

All new glazing will meet the existing health and safety requirements, and a rolling programme 

has been established to replace glazing to the appropriate standard. 

 

The Local Authority will provide appropriate quality assurance of its systems, procedures 

and policies. 

 

The Site Manager will quality assure that systems, procedures, policies and documentation are 

correctly implemented in line with Local Authority guidance. 

 

 

Control of Substances Hazardous to Health (COSHH) 

 

All substances, chemicals, etc. purchased and used within the school, including all science 

laboratories, preparation and storage rooms, must comply with the COSHH guidance 
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contained in the relevant sections of the CLEAPSS Manuals.  Risk assessments and hazard data 

sheets must be provided for all hazardous substances and suitable records kept. 

 

Substances will be used in accordance with CLEAPSS guidance and with the manufacturers, 

instructions and advice on the label. 

 

Any substance, which it is proposed to use for a purpose not covered in either of the above 

texts, should be the subject of further advice (from CLEAPSS) and to getting the consent of the 

Headteacher.  Any substance not identified should be disposed of safely and appropriately. 

 

 

Cleaning arrangements 

 

The School's premises are cleaned by an externally contracted company through a Service 

Level Agreement with the Local Authority. 

 

Specification for the cleaning regime is held by the Premises Manager and any problem 

relating to the cleaning should be made primarily to them.  Cleaning contactors or the school 

should provide a specification of the cleaning arrangements and should include: 

 

 The health and safety policy of the contactor. 

 Risk assessments of the arrangements for cleaning tasks. 

 Arrangements for supervision and control of their employees. 

 Arrangements for training their employees in working safely and particularly the safe 

handling of hazardous substances. 

 COSHH assessments for the use and storage of cleaning materials. 

 Arrangements for maintaining testing and inspecting electrical equipment such as 

vacuums and floor polishers which require regular inspections to ensure electrical leads 

have not been damaged. 

 Use and storage of personal protective equipment. 

 Training in responding to emergencies such as fire and accidents, particularly when they 

occur out of hours when staff may be alone in the building. 

 

Regular meetings should be arranged if using cleaning contractors, to review the suitability of 

safety arrangements, with records kept of the meetings. 

 

 

Housekeeping, cleaning & waste disposal 

 

There is a centrally negotiated cleaning contract with external providers to ensure that our 

premises are kept clean, to prevent the accumulation of rubbish.  Should a spillage occur then 

the site manager will be contacted to deal with it. This includes dealing with wet floors to 

minimise risks of slips. 

 

The site manager will also be in charge of disposing of glass and other sharp objects, making 

the necessary arrangements for snow shifting and the gritting of pathways. 

 

The rubbish bins are located by the boiler room and the site manager is responsible for keeping 

the area tidy and for sorting the recyclable waste goods. 

 

Soiled goods are handling in the yellow sealed bags and the separate container. 

 

 

Swimming Pool Operating Procedures 
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Our safe operation of the swimming pool is dependent upon our risk assessments.  These risk 

assessments must also be carried out by all external users of the pool as well so as to ensure 

that operating procedures continue to provide the minimum standards with regard to:- 

 

 minimum supervision standards 

 how to safely use the available hoists 

 how pupils can safely enter and leave the pool with and without assistance 

 how to summon assistance in an emergency 

 what to do if a problem is identified with pool water quality 

 supervision in changing areas  

 maximum numbers of swimmers 

 First aid provision  

 training plant operators 

 ensuring the swimming pool is locked when not in use to prevent access  

 

 

Use of VDU’s / Display Screens 

 

Our school will adopt the LEA guidelines for safe working practices in this area so as to ensure 

the following:- 

 Training requirements for staff who make significant use of VDU’s are kept up to 

date 

 Staff know how to report defects in workstations 

 Staff know how to report health concerns and who to 

 Staff receive the correct advice on maximum time to be spent on VDU without 

break, 

 Relevant staff receive information regarding arrangements for eyesight testing 

http://www.hse.gov.uk/pubns/indg36.pdf 

 

 

Vehicles on Site 

 

There are clear rules for the management of vehicles on site 

 There are restrictions on vehicle movement at certain times and these are clearly 

signed 

 There is segregation of all vehicles from pedestrian areas 

 Vehicles are expected to be driven with due care and attention when on our site 

particularly with regards to reversing  

 No deliveries are allowed at times when pupil movement can be expected and 

these times are clearly signed  

 All vehicles park at the owners risk 

http://www.hse.gov.uk/pubns/indg199.pdf 

 

 

Working at Height 

 

Staff are not normally required to work at height, but where such practice ids necessary then 

our staff will follow the guidelines issued by the Health and Safety Executive, that is freely 

available to all staff. 

 

The site manager and external contractors must also adopt these working practices.  The site 

manager will undertake the necessary training and will ensure, along with the head teacher 

http://www.hse.gov.uk/pubns/indg36.pdf
http://www.hse.gov.uk/pubns/indg199.pdf
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that outside contractors adopt safe practice when on our site.  Failure by an individual 

contractor to work safely will result in that contractor being asked to leave the site. 

 

There are restrictions on staff using steps and ladders, and the guidelines from the HSE “Keeping 

Safe When Working at Height” will be followed 

Health and Safety: Working at height (hse.gov.uk) 
http://www.hse.gov.uk/pubns/indg401.pdf 

 

 

Smoking 

 

No one is allowed to smoke anywhere within the school and its grounds. It is now illegal to 

smoke on school premises. 

 

 

Conclusion 

 

It is everyone’s responsibility to make these arrangements work. 

 

By achieving this collective responsibility, there is much greater likelihood of achieving an 

accident free environment and progressively improving the management of safety and so the 

staff’s, pupils' and the school's general wellbeing. 

 

 

 

 

https://www.hse.gov.uk/toolbox/height.htm
http://www.hse.gov.uk/pubns/indg401.pdf

