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Policy Statement 

 

The Oak Trust Board fully recognises and accepts our duties and responsibilities as an employer under the Health 

and Safety at Work etc. Act 1974 and associated legislation. 

 

This policy identifies the essential elements of our Health and Safety management system and details the 

commitment the Trust Board has for maintaining and improving the health and safety of our staff, and others who 

may be affected by our activities.  So far as is reasonably practicable, we will provide a safe and healthy work 

environment that meets statutory requirements. 

 

Our employees are our key resource and it is crucial that risks to their health and safety are properly controlled 

through an effective health and safety management system.  We expect staff, pupils, visitors, contractors, and other 

employers to share this commitment by complying with our policies and procedures and to understand that they 

also have a legal and moral obligation to themselves and to others. 

 

We believe that good health and safety management is an important and integral part of any employer’s social and 

corporate responsibility.  The avoidance of significant risk to the health or safety of people is a key business priority. 

 

To do this effectively we will take a systematic approach to identifying risks and ensuring that resources are 

allocated proportionally to manage them.  We require each academy to examine their own work activities and 

make suitable and sufficient assessments of any health and safety risks. These assessments will determine academy 

priorities and set objectives for eliminating hazards, reducing risks and achieving a progressive reduction in injury, 

work related ill-health and other types of loss. 

 

The Trust Board recognises the importance that strong strategic leadership and effective management control plays 

in establishing a positive safety culture and preventing incidents, accidents and work related ill health.  We are 

committed to improving health and safety performance and this policy will provide the framework for this goal to 

be achieved.  The Trust Board values the important contribution that staff and appointed safety representatives 

make in improving health and safety.  A partnership approach to managing health and safety is crucial to enable 

the Trust Board to meet its objectives for maintaining and improving health and safety performance. 

 

Health and Safety at Work legislation places a responsibility on all employers to ensure the health, safety and 

welfare at work of all employees, and on all employees to take reasonable care of their own safety. Teaching staff 

have a responsibility in loco parentis for the safety of children in their care.  

 

The Trust Board accepts that it has a responsibility to take all reasonably practicable steps to secure the health and 

safety of pupils, staff and others using the Trust’s premises or participating in school-sponsored activities. It believes 

that the prevention of accidents, injury or loss is essential to the efficient operation of the school and is part of the 

good education of its pupils.  

 

It is the aim of the Trust Board, ‘To provide a safe and healthy working and learning environment for staff, pupils 

and visitors’.  
 

The arrangements outlined in this Policy and the various other safety provisions made by the Trust Board cannot 

prevent accidents or ensure safe and healthy working conditions. The Trust Board believes that only the adoption 

of safe methods of work and good practice by every individual can ensure everyone’s personal health and safety. 

The Trust Board will take all reasonable steps to identify and reduce hazards within its control to a minimum. 

However, all staff and pupils must appreciate that their own safety and that of others also depends on their 

individual conduct and vigilance whilst on the academy premises or whilst taking part in academy-sponsored 

activities.  
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The Chief Executive makes this statement on behalf of Oak Trust Board, as the employer, and takes primary 

responsibility for the setting of standards to ensure the health and safety of all employees and others who may be 

affected by our activities. 

 

Organisation 
 

Overall accountability for health and safety lies with the employer of the members of staff in the school. However, 

day-to-day running of the school including responsibility for the health and safety of staff and pupils is delegated 

to the Academy Headteacher and school leadership team. They have a key role in making sure risks are managed 

effectively on site. 

Sensible and effective management of health and safety relies on every member of the leadership team making 

sure risk is managed responsibly and proportionately. Good communication by all parties is critical to getting this 

right. 

Health and safety representatives and safety committees also play a valuable role in contributing to the 

development of a positive health and safety culture. 

Oak Trust Board 

As the employer the Trust is responsible for making sure that risks, particularly the risks to staff and pupils, are 

managed so far as is reasonably practicable. 

Health and safety functions are delegated to members of staff in the school to fulfill on behalf of the employer. 

However, overall legal accountability for the health and safety of employees and others cannot be delegated and 

remains the responsibility of the employer. 

As the employer the Trust  

• Put in place sensible approaches to health and safety, with clear policies that focus on the real risks. 

• Implement arrangements that manage the risks to staff, pupils and visitors who may be affected by school 

activities. 

• Tell employees about the real and significant risks in the school and the precautions they need to take to 

manage them (refer to arrangements section). 

• Make sure employees have the relevant information and training to manage risks on a day to day basis, 

including access to competent health and safety advice. 

• Check that control measures have been implemented and remain appropriate and effective. 
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Academy Headteachers 

Academy Headteachers and the school leadership team have considerable autonomy in the day-to-day running of 

their schools. It is important that they exercise this autonomy in line with the Trusts policies, procedures and 

standards. 

The Academy Headteacher must; 

• Ensure that the school is following the Trust health and safety policy and has effective arrangements for 

managing the real health and safety risks at the school. 

• Maintain effective communications with the Trust Board, Central Team and the school workforce, and give 

clear information to pupils and visitors, including contractors, regarding the significant risks on site. 

• Make sure that the staff have the appropriate training and competencies to deal with risks in their areas of 

responsibility. 

• Consult and work with recognised TU safety representatives/employee representatives and safety committees. 

• Make sure that staff understand their responsibilities and know how to access support and advice to help them 

manage risks responsibly. 

Other Trust/School Leaders 

An identified Trustee or school employee will take on the lead for health and safety on site. They provide the focal 

point for the school's health and safety management arrangements. Their school wide roles include:  

• management and monitoring of purchasing and contracting procedures to ensure risks are effectively managed 

• advising contractors of site specific risks and overseeing their activities on site 

• ensuring staff and visitors are aware of the on-site procedures and the precautions to follow 

• accident and incident reporting 

• implementation, monitoring and review of training procedures 

• preparation of reports and returns for the school leadership team 

Our expectations are as follows:-  

Site Manager / Administrator / Other identified member of staff 

• co-ordinate and manage the annual risk assessment process for the academy; 

 

• ensure that a fire risk assessment has been undertaken for the academy; 

 

• ensure that emergency procedures including emergency evacuation plans are in place and displayed 

around the academy; 

 

• co-ordinate the general workplace monitoring inspections and performance monitoring process;  
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• make provision for the inspection, servicing and maintenance of work equipment throughout the academy;  

 

• manage the keeping of records of all health and safety activities;  

 

• advise the Academy Headteacher of situations or activities which are potentially hazardous to the health 

and safety of staff, pupils and visitors;  

 

• ensure that staff are adequately instructed in safety and welfare matters in connection with their specific 

work place; and is part of staff induction with regular reminders provided to staff. 

• ensure an asbestos survey and register are on site and available to contractors and all other visitors prior 

to any work being undertaken;  

 

• ensure that work equipment including fire fighting, portable electrical, lifting and other equipment is 

adequately maintained and accompanied by all necessary records; 

  

• ensure that all premises users and visitors are made aware of any activities or conditions that could 

create risk to their health and safety and of the emergency evacuation procedures;  

 

• ensure that maintenance work and repairs required are carried out adequately and safely;  

 

• ensure that general building and maintenance work is carried out by appropriately qualified and 

experienced trades people in compliance with the building regulations;  

 

• ensure that testing, inspection and maintenance, work in relation to electrical, gas, lifts, water, fire safety 

and other installations and equipment is carried out by appropriately qualified and experienced trades 

people to current legislation and standards;  

 

• ensure the safe condition, operation, maintenance and storage of equipment on the premises;  

 

• ensure the safe use, handling, storage and transport of substances on the premises;  

 

• ensure that routine cleaning work is carried out in a safe manner; 

Note – As the requirements / and skill sets of individual employees may be different in each academy, specific 

roles and responsibilities must be identified at local level and documented in Appendix 1.  This document should 

be retained and form part of the Health & Safety Policy 

Heads of Department/ Teachers 

Staff have expertise in their topic areas and are in the best position to advise or lead on the arrangements for 

assessing and managing risk in their phase / classrooms. 

Schools may appoint a subject specialist or other nominated lead to take a responsibility in providing support across 

the school's range of activities. 

Nominated health and safety leads should: 

• have sufficient authority to take the lead responsibility for health and safety 

• have time, resource and competence to fulfill the role 
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Staff 

All of the school workforce play an important part in sensible health and safety management in schools. Staff 

involvement makes a vital contribution towards achieving safer and healthier workplaces, and helps develop 

sensible rather than over cautious approaches. 

Staff must 

• Take reasonable care for their own health and safety and that of others who may be affected by their actions. 

• Be familiar with the school’s health and safety policy. 

• Ensure health and safety regulations, rules, routines and procedures are being applied effectively by both staff 

and pupils. 

• Cooperate with the Academy Headteacher, the Oak Trust Board, fellow members of staff, contractors and others 

to enable them to make and keep the workplace safe. 

• Participate in any instruction or training that is provided for health and safety. 

• Report any accident, incident, injury or near miss using the Trust reporting procedure using the accident / 

incident report form. 

• Report any unsafe, unhealthy or hazardous working conditions to their Line Manager. 

• Raise health and safety concerns in line with local arrangements. 

Hirers, contractors and others 

 

When the premises are used for purposes not under the direction of the Academy Headteacher, then the person 

in charge of the activities for which the premises are in use will have responsibility for safe practices.  

 

When the premises are hired to persons outside the employ of the Trust, it will be a condition for all hirers, 

contractors and others using the premises or facilities, that they comply with all safety directives of the Trust and 

that they will not without the prior consent of the Trust:  

 

• 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 

academy.  

 

All contractors who work on the school premises are required to ensure safe working practices by their own 

employees under the provisions of Health and Safety at Work legislation and regulations and must pay due regard 

to the safety of all persons using the premises in accordance with ss.3-4 of the Health and Safety at Work, etc. Act 

1974.  

 

In instances where the contractor creates hazardous conditions and refuses to eliminate them or to take action to 

make them safe the Academy Headteacher will take such actions as are necessary to prevent persons in his or her 

care from risk or injury.  

 

The Trust draws the attention of all users of the academy premises (including hirers and contractors) to s.8 of the 

Health and Safety at Work, etc. Act 1974, which states that no person shall intentionally or recklessly interfere with 

or misuse anything which is provided in the interests of health, safety or welfare in pursuance of any of the relevant 

statutory provisions.  
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Students 

 

Each academy has its own code of conduct and behaviour policy. There is an expectation that pupils are required 

to:  

 

• Maintain a high standard of behaviour at all times. 

• To move about the school building in a quiet, safe and orderly manner.  

• To remain in designated areas at break and lunchtimes.  

• To obey adult instructions.  
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Arrangements 

 

These arrangements follow the requirements of the Health and Safety at Work etc. Act 1974 and other relevant 

legislation and give details on how people should meet these responsibilities. Because of their legal status they are 

mandatory requirements of this policy, and it is important that all employees follow them. 

 

Codes of practice and safety rules 

  

The implementation of this Policy is supported by the Oak Trust Health and Safety Staff Manual (A-Z). This manual 

contains arrangements, protocols and procedures for implementation at academy level.  The Oak Trust Health and 

Safety Staff Manual can be found under ‘documents’ on the ‘Every’ system. 

 

From time to time the Department for Education (DFE), the Risk Protection Agency, the Health and Safety Executive 

and other regulatory or advisory bodies will issue codes of practice on particular topics for the guidance of Academy 

Headteachers and others who are in control of educational premises, who will normally incorporate such codes 

into their site specific health and safety policy and procedures.  

 

All policies and handbooks are openly available to all staff members and available as e-copies. 

 

1         Health and safety risks arising from our work activity 

 

Risk assessment  

 

1.1  The Academy Headteacher will ensure that risk assessment surveys of the premises are undertaken and in 

order to evaluate the standard of health and safety management and compliance with statutory obligations 

within individual schools, safety inspections and audits will also be carried out from time to time.  Refer to 

monitoring section (9). 

 

1.2 Staff will identify and complete discrete risk assessments associated with any task, activity and/or work in 

their area and implement suitable and sufficient control measures prior to work taking place.  These must 

be reviewed on a ‘regular’ basis, following an accident, equipment changes, building changes, or when they 

cease to be valid.  The expectation of the Trust is an annual review. 

 

1.3 Staff will complete discrete risk assessments in respect of educational visits (see separate policy). 

 

Safe working procedures (Also referred to as Safe Systems of Work or Method Statements) 

 

1.4 Following the risk assessment process, where hazards cannot be eliminated and where risks still exist, 

written detailed instructions will be produced and effectively communicated to the relevant staff.  The level 

of detail included will be proportionate to the level of risk involved. 

 

2  Accidents 

 

2.1 All employees are responsible for following the Trust reporting procedure. Employees should report all 

accidents, incidents, including verbal or physical assault, or near miss incidents.      

 

2.2      Accident / Incident report forms must be completed on the day of the accident and  

 

• Copy submitted to external Health and Safety Consultants (if under RIDDOR the accident is reportable 

to the HSE). 

• Copy submitted to the Oak Trust. 

Or 

• Report form retained on site (if not deemed reportable). 
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2.3 Preliminary investigation report completed. 

 

2.4      Actions to prevent recurrence put in place and monitored. 

 

3  Asbestos 

 

3.1 An asbestos survey has been undertaken at each academy and every Academy Headteacher must ensure; 

  

• A copy of the premises asbestos survey is available in school. 
• A copy of the asbestos report and register must be made available to all contractors and visitors if 

applicable prior to any work being undertaken.   
• All contractors must sign to acknowledge they have read / received all the above information.   
• All asbestos / asbestos containing materials are labelled as such. 
• Staff must be advised of the locations to avoid damaging (e.g. drawing pins in notice boards).  
• A monthly inspection of any in situ asbestos material for damage. 

 

4  Consultation with employees 

 

• The Academy Headteacher will incorporate agenda items on health and safety matters into meetings of 

Senior Leadership meetings, Strategic Business meetings with the Oak Trust. 

• Health and Safety will be a standing item on the agenda for the Oak Trust meetings with the Professional 

Associates. 

 

5 Emergency plans 

 

5.1  The Academy Headteacher will ensure that an evacuation plan is prepared (following the Trust model) to 

cover fire or other such major incidents which could put at risk the occupants of the academy. This plan will 

indicate the actions to be taken in the event of a fire, major or critical incident so that everything is done 

to:  

 

• Save life.  

• Prevent injury.  

• Minimise loss.  

• Ensure business continuity. 

 

5.2  The plans will be regularly rehearsed by staff and students.  Records of such rehearsals will be kept by the 

school administrator.  

 

6 Environment 

 

6.1 All academies are provided with adequate welfare facilities which must be maintained to a safe standard 

at local level. Adequate access and egress must be maintained and all employees should maintain good 

housekeeping standards. Defects or unsafe conditions should be reported to the appropriate person (e.g. 

School Administrator, Site Manager, Caretaker – identified at Academy level) as soon as possible, and 

appropriate remedial work completed. 

 

7  First Aid and Work Related Ill Health 

  

7.1  Each Academy Headteacher is responsible for ensuring they have adequate first aid provision available 

(number of first aiders and appropriate equipment).   

 

7.2 First aid training must be offered for staff and regularly refreshed in line with statutory requirements. 
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7.3  Adequate and appropriate first aid provision will form part of the arrangements for all out-of-school 

activities.  

 

7.4  A record will be made of each occasion any member of staff, student or other person receives first aid 

treatment either on the school premises or as part of a school-related activity.  

 

7.5       The Trust has an Occupational Health Provider which is available to all academy personnel. 

 

8  Information, Instruction and Supervision 

 

8.1 Appropriate information, instruction and training must be provided to ensure that employees are 

competent to carry out their work safely. The Academy Headteacher must ensure that their employees are 

provided with information and instruction on workplace hazards and all control measures in place to 

protect them.  In addition, health and safety training, including refresher training, must be provided at 

Academy level. 

  

8.2 The training needs of all employees will be identified at;  

 

• During the interview process, using an appraisal system, during supervision to highlight any gaps in 
knowledge and to recommend further training. 

• Identifying issues raised by risk assessments. 
 

8.3 Records of all employees’ health and safety training must be kept by the employing academy. Refresher 

training must be provided as and when necessary. 

 

9 Monitoring 

 

9.1 The Academy Headteacher and The Oak Trust will continuously monitor their health and safety 

performance through monitoring accidents, ill health, or near miss reports, followed by reviewing 

applicable risk assessments to ensure control measures remain effective. Delegated personnel will also 

monitor health and safety at a local level by undertaking safety tours, inspections and checking that control 

measures and regulatory testing is followed.    

 

10  Safe plant, equipment and services 

 

10.1 Each academy is responsible for purchasing work equipment and plant. Each must make reasonable checks 

for health and safety standards and assess for suitability. Where necessary, equipment and plant should 

conform to British Standard requirements and hold appropriate standard (e.g. kite mark). Once purchased, 

arrangements should be made to keep equipment and plant in good working order by following the 

manufacturer’s instructions. Appropriate maintenance, inspection and servicing must be arranged at 

Academy level and recorded.   

 

10.2 All operators must be trained in the proper operation of the equipment. 
 

10.3 The Academy Headteacher or delegated person is responsible for ensuring that all the required statutory 

building compliance requirements (e.g. gas, electric, water) inspections, assessments, testing, maintenance 

and/or servicing are carried out within the appropriate timescales. In addition, they must ensure that all 

actions and remedial work identified is completed in a timely manner. 

 

11  Visitors 

 

11.1 All visitors / contractors must be made aware of health and safety arrangements on site (e.g. fire). 

11.2 Contractors should be given a copy of ‘Instructions for Contractors’ form before any work commences.  This 

should be completed, checked and retained by the school. 
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11.3 Each academy must make themselves aware of anyone requiring assistance to vacate the building in the 

 event of an emergency. 

 

11.4 Each academy must have a recording system (e.g. signing in book) to ensure that senior management and 

 staff are aware of all visitors on site. 

 

12 Water 

12.1 The Academy Headteachers must ensure compliance with legislation and; 

• A survey of all water services is drawn up in schematic and written format. 

• A risk assessment of these services is undertaken. 

• A recording system instituted. 

• Annual inspections and reports carried out by an appointed contractor. 

• Regular water risk assessment reviews. 

 

Academy Headteachers are responsible for ensuring a suitably competent contractor is appointed. 

 

13 Workplace Stress 

13.1 The Trustee’s and Headteachers in each school are responsible for taking steps to reduce the risks of stress 

in the workplace by taking measures to ensure colleagues are supported through; 

• An environment in which there is good communication/support, trust and mutual respect. 

• Training to enable employees to carry out their jobs competently. 

• Control to plan their own work and seek advice when required. 

• Involvement in any major changes. 

• Clearly defined roles and responsibilities. 

• Consideration of domestic or personal difficulties. 

• Individual support, mentoring and referral to outside agencies where appropriate. 

 

14 Review 

14.1  The Trust Board will review this policy statement from time to time and update, modify or amend it as it 

 considers necessary to ensure the health, safety and welfare of staff and students. This review will be a 

 minimum of every two years and after any serious accident. 

 

Individual Academies must complete Appendix 1.  

 

The document must record academy protocols at a local level and supplement this Policy. 
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Appendix 1 – North Chadderton School                                            

 

This form is a supplement to the Trust Health and Safety Policy, giving details of roles / responsibilities 

for implementing aspects of the safety policy within North Chadderton School. 
 

Area of responsibility Responsible person 

The person responsible for annually reviewing 

Appendix 1 is: 
Executive Director of Business/COO 

The person delegated as the health and safety lead 

/ co-ordinator within this Academy is 
Executive Director of Business/COO 

Accidents & First Aid 

Report accidents and incidents to: Executive Director of Business/COO/Office Manager 

Accidents and incidents will be investigated by: Executive Director of Business/COO/Office manager 

Completion of accident forms Executive Director of Business/COO/Office manager 

Reporting RIDDOR incidents to the Trust Executive Director of Business/COO/Office Manager 

Monitoring accidents and incidents Executive Director of Business/COO 

Responsible for preparing Personal Emergency 

Evacuation Plans (PEEPs) 

Co-Headteachers  

First Aid boxes are maintained by Student Reception 

First aiders are: First Aid at work Mrs V Smith                             

Mr M Sumner                                         

Mrs S Hayes                          Mr T Fletcher                        Mrs A Marsh           Mrs A Knight               

Mrs W Brierley                     Mr S Beswick 

Mrs S Robinson      Miss T Lowe 

Emergency Response        Miss N Westhead 

Mrs R Begum                       Miss Z Spanswick                 Mr S Ali 

Miss A Greenhalgh 

Mrs J Foden                         Mrs A Amjad          Mrs K Lewis 

Mr J Vazquez                       Mrs K Slack (Mat leave) 

Mr R Wild                            Mrs S Neshad                         

Mr L Molloy                         Mr J Mannix                          Mr N Joy 

Miss M Bradford                 Mrs F Younge                       Mrs H Kaysor 

Mrs L Fallows 

Paediatric First Aid 

Mrs G Hutchings 

Health & Safety information, instruction and training  

First day induction & safety familiarisation Executive Director of Business/COO 

Employee safety training needs & retention of 

training records 
Staff files / Every system 

Informing visitors of safety procedures and "school 

rules" 
Receptionist 

Informing contractors of known hazards which may 

exist e.g. asbestos 
Estates/Premises Manager  
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Consultation 

Raise health & safety issues with Co-Headteachers/Executive Director of Business/COO / Estates 

Manager 

Meetings where health & safety issues should be 

raised  
Subject Meetings / School JCC 

Union Safety Representative (if applicable) N/A 

 

 

Building & equipment management 

Checking safety standards prior to purchase of 

plant, equipment or services 
Executive Director of Business/COO / Estates Manager  

Arranging inspection and maintenance of 

equipment and plant: 

Estates/Premises Manager  

Arranging safe storage of plant, equipment and 

substances / chemicals 

Estates/Premises Manager  

Keeping inventories and records of equipment and 

inspections: 
Estates/Premises Manager  

Carrying out routine safety inspections or checks: Estates/Premises Manager  

Undertaking Ladder inspection Estates/Premises Manager  

Fire & Evacuation 

 

Ensuring Fire Risk Assessment is available Executive Director of Business/COO  

Ensuring Emergency evacuation procedures are in 

place and displayed around the academy 

Executive Director of Business/COO 

Organising termly fire drills  Senior Director Inclusion and Community  

Keeping Fire log book up to date Head Teachers PA  

Fire Marshal is: 

Fire Wardens are: 

 

 

 

Evacuation Lead – (Any named Lead Officer – first to arrive at 

rendezvous point) Senior Director Inclusion and Community  

Assembly Point Co-Ordinator – ELB (Usually Headteacher or 

Senior Director) 

Fire Marshal – Mrs S Hayes,  Mr D Mills, Mr I Tomlinson,  Miss A 

Gidley,  Miss K Berry, Mrs V Smith, , Mrs W Brierley, Mr A 

Bateman, Miss T Henthorn, Mrs J Matthews,   Mr H Patel, Mrs L 

Hilton, Mr B Hilton, Mrs L Hardman, Mrs A Marsh, Mrs N 

Taylor/Mr R Wild, PE Class Teachers, Mrs E Murray, Mrs S 

Billingham, Mrs R Begum, Mr M Wilkinson, Mr J Hamer, Mrs S 

Robinson 

 

Risk assessment responsibilities 

Co-ordinate and manage the annual risk 

assessment process 

Executive Director of Business/COO/Estates manager 

Classrooms Class Teachers 

Caretaker & Cleaning Estates/Premises Manager  

Kitchen  Catering Manager  

Office  Office Staff 
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Communal areas e.g.: 

Playground 

Lunchtime 

Staffroom 

Toilets 

Grounds  

Estates/Premises Manager  

 

Display screen equipment (DSE) Executive Director of Business/COO  

Expectant mothers HR Manager 

Art Mrs L Hardman 

Cookery Miss E Bent / Mrs W Brierley 

Design & technology  Mrs W Brierley 

Science Mr K Young  / Mrs J Matthews 

Physical education Miss F Younge 

Forest school N/A 

Educational visits/ trips including swimming Senior Director Inclusion and Community 

COSHH: Estates/Premises Manager  

Work at height Estates/Premises Manager  

 

Review date: September 2025 
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Appendix 1      - Fir Bank Primary School                                       

  

This form is a supplement to the Trust Health and Safety Policy, giving details of roles / responsibilities 

for implementing aspects of the safety policy within Fir Bank Primary School.  

  

Area of responsibility  Responsible person  

The person responsible for annually reviewing 

Appendix 1 is:  Headteacher / Administrator  

The person delegated as the health and safety 

lead / co-ordinator within this Academy is  Administrator/Site Manager  

Accidents & First Aid  

Report accidents and incidents to:  Administrator 

Accidents and incidents will be investigated by:  Community Support Manager  

Completion of accident forms  Staff member involved in accident/ Administrator 

Reporting RIDDOR incidents to the Trust  Community Support Manager  

Monitoring accidents and incidents  Community Support Manager  

Responsible for preparing Personal Emergency 

Evacuation Plans (PEEPs)  

SENDco  

First Aid boxes are maintained by  Community Support Manager 

First aiders are:  H Woodall – First Aid at Work                     

R McLaughlin – First Aid at Work    

L Hudson – First Aid at Work    

J Knuckey – First Aid at Work               

M Simpson - Paediatric 

L Kerrigan - Paediatric 

 

K Round - Paediatric 

L Kerrigan - Paediatric 

L Harrop - Paediatric 

A Scholes – Paediatric 

S Brookes – Paediatric 

L Birchill – Paediatric 

I Ferguson – Paediatric 

E Harrop – Paediatric 

C Rutter - Paediatric 

All staff have basic first aid training  

L Bull   D Dawson 

A Dale   N Pecket 

S Mellor   

C Conway   

D Derbyshire  R Greenwood 

Health & Safety information, instruction and training   

First day induction & safety familiarisation  Headteacher 
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Employee safety training needs & retention of 

training records  Administrator 

Informing visitors of safety procedures and 

"school rules"  Headteacher/Administrator  

Informing contractors of known hazards which 

may exist e.g. asbestos  Site Manager/ Administrator 

Consultation  

Raise health & safety issues with  Headteacher/Site Manager  

Meetings where health & safety issues should 

be raised   Staff Meetings/SLT  

Union Safety Representative (if applicable)    

  

  

  

Building & equipment management  

Checking safety standards prior to purchase of 

plant, equipment or services  Site Manager/ Administrator 

Arranging inspection and maintenance of 

equipment and plant:  

Site Manager/ Administrator 

Arranging safe storage of plant, equipment 

and substances / chemicals  

Site Manager  

Keeping inventories and records of equipment 

and inspections:  Site Manager/ Administrator 

Carrying out routine safety inspections or 

checks:  Site Manager  

Undertaking Ladder inspection  Site Manager  

Fire & Evacuation  

  

Ensuring Fire Risk Assessment is available  Site Manager/ Administrator 

Ensuring Emergency evacuation procedures 

are in place and displayed around the academy  

  

Site Manager  

Organising termly fire drills   Site Manager  

Keeping Fire log book up to date  Site Manager  

Fire Marshal is:  

Fire Wardens are:  

  

  

  

Headteacher 

Site Manager/N Pecket (cover)  

Class Teachers  

Risk assessment responsibilities  

Co-ordinate and manage the annual risk 

assessment process  

Administrator 

Classrooms  Class Teachers  
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Caretaker & Cleaning  Site Manager  

Kitchen   Site Manager  

Office   Administrator 

Communal areas e.g.:  

Playground  

Lunchtime  

Staffroom  

Toilets  

Site Manager  

  

Display screen equipment (DSE)  Administrator 

Expectant mothers  Headteacher 

Art  Headteacher supported by class teachers  

Cookery  Headteacher supported by class teachers 

Design & technology   Headteacher supported by class teachers 

Science  Headteacher supported by class teachers 

Physical education  Headteacher supported by class teachers 

Forest school  N/A  

Educational visits/ trips including swimming  Headteacher supported by class teachers 

COSHH:  Site Manager  

Work at height  Site Manager  

  

Review date:  Sept 2025 
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Appendix 1    - Thorp Primary School                                        

 

This form is a supplement to the Trust Health and Safety Policy, giving details of roles / responsibilities 

for implementing aspects of the safety policy within (Name) Academy. 
 

Area of responsibility Responsible person 

The person responsible for annually reviewing 

Appendix 1 is: 
Headteacher 

The person delegated as the health and safety lead 

/ co-ordinator within this Academy is 
Headteacher / Admin Co Ordinator 

Accidents & First Aid 

Report accidents and incidents to: Headteacher  

Accidents and incidents will be investigated by: Headteacher  

Completion of accident forms minor incident forms are completed by the staff member initially 

dealing with incident and then completed by first aider 

Reporting RIDDOR incidents to the Trust Admin Co Ordinator 

Monitoring accidents and incidents Headteacher and LAC Chair  

Responsible for preparing Personal Emergency 

Evacuation Plans (PEEPs) 

Headteacher and SENDCo 

Relevant teacher 

First Aid boxes are maintained by Admin Co Ordinator and Apprentice 

First aiders are: Lisa Graham – Paediatric & First Aid at Work       Sarah Wheeler – Paediatric 

Sally Grayson – Paediatric                    Natalie Carroll - Paediatric 

Lynsey Smith Walkden – Paediatric     Helen Hartley –  Paediatric & First Aid at Work 

Rebecca Liptrot – Paediatric   Emma Nixon – Paediatric 

Geoff Wheeler – First Aid at Work & Outdoor and Forest School 

Vanessa Procter – Paediatric   Emma Bradley – Paediatric & Outdoor and 

          Forest School 

Martin Gooding – Paediatric   Lindsey Buckley - Paediatric 

Joan Fairbrother – Paediatric   Emma Fernandez – Paediatric 

Andy Muzyka – Paediatric   Abby Watts – Paediatric 

Julie Marland – Paediatric   Melanie Hopkinson – Paediatric 

Amy Yates - Paediatric 

Health & Safety information, instruction and training  

First day induction & safety familiarisation Headteacher  

Employee safety training needs & retention of 

training records 
Admin Co Ordinator 

Informing visitors of safety procedures and "school 

rules" 
Admin Co Ordinator and Apprentice 

Informing contractors of known hazards which may 

exist e.g. asbestos 
Site Manager  

Consultation 

Raise health & safety issues with Headteacher / Site Manager 

Meetings where health & safety issues should be 

raised  
School Internal Business meeting 
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Union Safety Representative (if applicable)  

 

 

 

 

Building & equipment management 

Checking safety standards prior to purchase of 

plant, equipment or services 
Headteacher/Site manager 

Arranging inspection and maintenance of 

equipment and plant: 

Site Manager  

Arranging safe storage of plant, equipment and 

substances / chemicals 

Site Manager  

Keeping inventories and records of equipment and 

inspections: 
Site Manager  

Carrying out routine safety inspections or checks: Site Manager  

Undertaking Ladder inspection Site Manager  

Fire & Evacuation 

 

Ensuring Fire Risk Assessment is available Site Manager  

Ensuring Emergency evacuation procedures are in 

place and displayed around the academy 

Site Manager  

Organising termly fire drills  Headteacher  

Keeping Fire log book up to date Site Manager  

Fire Marshal is: 

Fire Wardens are: 

 

 

 

 

Lisa Graham 

All staff 

Risk assessment responsibilities 

Coordinate and manage the annual risk assessment 

process 

Headteacher/Site Manager 

Classrooms Site Manager  

Caretaker & Cleaning Site Manager 

Kitchen  n/a kitchen is LA responsibility 

Office  Admin Co Ordinator 

Communal areas e.g.: 

Playground 

Lunchtime 

Staffroom 

Toilets 

Site Manager  

Display screen equipment (DSE) Headteacher 

Expectant mothers Headteacher  

Art Headteacher  
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Cookery Headteacher  

Design & technology  Headteacher  

Science Headteacher  

Physical education Headteacher  

Forest school n/a 

Educational visits/ trips including swimming Headteacher  

COSHH: Site Manager  

Work at height Site Manager  

 

Review date: September 2025 
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