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BACKGROUND 
 
It is intended that this policy covers all aspects of the schools responsibilities in relation 
to ensuring individual safety whilst using NHLC premises. This document sets out the 
corporate and individual responsibilities in respect of health & safety and security 
management and compliance for the New Horizons Learning Centre.  
 

1. STATEMENT OF SAFETY POLICY 
 
 
The Governors of the New Horizons Learning Centre recognise their responsibility under 
the Health and Safety at Work etc. Act (1974), so far as is reasonably practicable, to: 
 

a) provide safe systems of work, plant and equipment; 
  

b) provide for the safe use, handling, storage and transport of articles and 
substances; 

  
c) provide such information, instruction, training and supervision as is necessary for 

staff and pupils to undertake their work safely; 
  

d) provide a safe place of work with safe means of access and egress for all persons 
using the premises; 

  
e) provide a safe and healthy working environment with adequate welfare 

arrangements; 
  

f) provide for the health and safety of persons not employed by the school, but who 
may be affected by its activities. 

  
g) encourage all staff to take reasonable care for their own health and safety and to 

co-operate with the management of the school in the carrying out of their statutory 
duty; 

  
h) require all staff to report through the appropriate channels, any problem, defect or 

hazard likely to lead to a lack of safe or healthy conditions for themselves or 
others. 

 
The Governors recognise the need to consult staff on matters of health and safety and 
will recognise the right of the staff to appoint Safety Representatives, through their 
recognised trade unions or professional associations.  The Governors will accommodate 
the establishment of a School Safety Committee on which the staff Safety 
Representatives, amongst others, may serve, should it be requested by staff or their 
representatives. 
 
No individual member of staff shall be required to undertake specific responsibility for 
any health and safety function without having first been consulted. 
 
The Governors recognise the Statement of General Policy of South Gloucestershire 
County Council Directorate of Educational Services, together with its organisation and 



 

arrangements and undertake to comply with its requirements and procedures in respect 
of maintaining safe and healthy places of work for the staff and pupils of the school. 
 
The Governors recognise that it may on occasions be necessary to seek advice on 
specialist matters pertaining to health and safety and will consult the Health and Safety 
Co-ordinator of South Gloucestershire County Council Directorate of Educational 
Services or such other persons as may be necessary. 
 
The Governors recognise the need to ensure that sufficient funds are reserved for the 
inspection and maintenance of those items of premises and equipment where financial 
responsibility has been delegated to them. 
 

2. THE ORGANISATION 
 
In the following sections, schools will need to select the appropriate wording, depending 
on their individual situations, structure and staffing. 
 

2.1 South Gloucestershire County Council Directorate of Educational Services:  
 

a) has overall responsibility as employer for all aspects of health and safety of 
employees, pupils and other persons at The New Horizons Learning Centre 
(under sections 2 and 3 of the Health and Safety at Work etc. Act 1974).  

 
b) has responsibility for appointing competent principal contractors where building or 

plant maintenance work is done which is the financial responsibility of the Local 
Education Authority under its Scheme for Financing of Schools. 

 
c) has responsibility for appointing a competent person as Planning Supervisor in 

those works which fall within the scope of the Construction (Design and 
Management) Regulations 1994 unless the school has initiated the building work, 
in which case this will be the responsibility of the Governing Body. 

 
 

2.2 The Governing Body, through the Executive Head, is responsible for: 
  

a) ensuring that the school's safety policy is implemented, monitored and regularly 
reviewed and revised as necessary. 

  
b) ensuring that sufficient funds are reserved for meeting their responsibilities for 

Health and Safety, in particular for the maintenance of those items of premises 
and equipment for which they have financial responsibility under the Scheme for 
Financing of Schools. 

  
c) monitoring the (health and safety) need for building maintenance in the school 

and implementing repairs as necessary. 
  

d) advising the Head of SGCC Property Services of structural defects that could 
adversely affect the health and safety of staff, pupils and other persons. 

  



 

e) the safe condition, storage and maintenance of equipment, vehicles and plant at 
the school, and ensuring that such equipment can be used safely in the normal 
running of the school. 

  
f) ensuring that the premises, the means of access and exit, and any plant or 

substance on  the premises are safe and without risks to health. 
  

g) ensuring that safety rules concerning the use of premises and equipment are 
displayed at appropriate locations in the school and are enforced. 

  
      h) the adoption of safe working practices by staff and pupils, and by contractors on    
          site. 
       i) acting to deal with potential hazards to health and safety, liasing where appropriate 
          with representatives of the County Council and contracting organisations. 
 
 
 

2.3 The Executive Head is responsible for: 
 
 

a) The implementation of the school’s health and safety policy. 
 

b) Advising the Governing body of the need to review the school health and safety 
policy. 

 
c) The day to day responsibility for health and safety in the school.  

 
d) Ensuring that risk assessments are carried out in accordance with the 

Management of Health and Safety at Work Regulations 1999 in all areas of 
significant risk as well as those required under the Control of Substances 
Hazardous to Health (COSHH) Regulations 2002; the Manual Handling 
Operations Regulations 1992, the Provision and Use of Work Equipment 
Regulations 1998 and the Display Screen Equipment Regulations 2002. 

 
e) Ensuring that staff receive appropriate health and safety training.  

 
f) Carrying out the six-monthly safety audit required by the LA. 

 
g) Ensuring that all problems or defects affecting the health and safety of staff, pupils 

or other persons in the school are dealt with. 
 

h) Notifying the LA Health and Safety Co-ordinator of any serious accidents to pupils 
or any accidents to staff or other persons and any "near miss" situations, in 
accordance with the procedures laid down. 

 
i) Notifying the LA Health and Safety Co-ordinator of any hazards or problems 

affecting the health, safety or welfare of staff, pupils or others that cannot be 
resolved by appropriate local action. 

 
j) Emergency procedures, including evacuation in case of fire or bomb threats. 

 



 

k) Ensuring that adequate provision is made for the administration of First Aid. 
 

l) Ensuring that all new material on health and safety matters, supplied by the LA or 
the Health and Safety Executive, is brought to the attention of any relevant 
persons promptly. 

 
m) Facilitating the meeting of a School Safety Committee, if it is requested by staff or 

approved trade union safety representatives, and for attending such meetings. 
 

n) Consultation with approved trade union safety representatives on any matters 
affecting the health, safety or welfare of any members of staff and for facilitating 
the carrying out of their duties, including safety inspections and attendance at 
training courses. 

 

2.4 Heads of Faculty / Department / Subject Co-ordinators are responsible for: 
 

a) all matters of health and safety in their faculty, department or subject area. 
  

b) bringing to the notice of the Headteacher (or the School Safety Officer) any 
problems or defects affecting the health, safety or welfare of staff, pupils or other 
persons in their faculty, department or subject area. 

  
c) having a working knowledge of regulations, guidance materials and codes of 

practice in their subject areas. 
  

d) producing a faculty / departmental / subject safety policy and revising it as 
necessary. 

 
e) ensuring that staff have received adequate training on health and safety aspects 

of their  
specialist areas (especially where use of potentially hazardous equipment or 
substances is undertaken). 

 
The general duties imposed by the HSWA are supported by more detailed provisions in 
the Managements of Health and Safety at Work Regulations 1999 (MHSWR). Under the 
MHSWR (regulation 7) employers need to appoint one or more competent persons to 
assist in undertaking the measures necessary for compliance with the requirements and 
prohibitions imposed by legislation.  
 
Under the MHSWR a person is deemed to be competent if they have an adequate 
combination of training and experience or knowledge. Regulation 7 (8) requires 
employers to consider appointing a competent person who is in their employment, This 
is in preference to one who is not. 
 
There are three main areas in terms of what constitutes a competent person: 
1. Core knowledge of the subject 
2. Experience to apply that knowledge correctly 
3. Personal qualities needed to undertake functions effectively: 
Once a person is deemed to be competent arrangements must be put in place to ensure 
that this level of competence is retained e.g through regular training. 
 



 

 
f) ensuring that necessary personal protective equipment (ie. eye protection or 

protective  clothing) is available and kept well maintained. 
  

g) ensuring that any risks specific to their area of work are adequately assessed (eg. 
risk assessments for the use of tools or equipment, COSHH assessments for the 
use of hazardous substances). 

  
h) ensuring that relevant safety signs and notices are displayed (eg. signs requiring 

use of eye protection, restricting use of teacher only machines to named 
individuals, positions of gas, water or electrical isolators etc.). 

 

2.5 Other Teaching and Technician/Support Staff are responsible for: 
 

a) ensuring that they are familiar with and comply with the school and, where 
applicable, the departmental or subject safety policy.  

 
b) reporting any defects or problems affecting the health and safety of themselves, 

their pupils, other staff or any other person, to the Headteacher or School Safety 
Officer.  

  
c) co-operating with their employer (LA or Governing body as appropriate) to enable 

them to comply with the requirements of the Health and Safety at Work etc. Act 
1974. 

 

2.6 The Sites and Buildings Manager / Caretaker / Cleaner in Charge ( as 

appropriate) is responsible for: 
 

a) Ensuring that he/she is familiar with and complies with the school safety policy. 
He/she should also be familiar with the LA's Safety Policy. 
 

b)  Bringing to the attention of the Headteacher (or School Safety Officer) any 
problems or defects affecting the health and safety of any person on the school 
premises. 

  
d) Bringing the school safety policy and risk assessments to the attention of any 

cleaning or other staff (including contract cleaners or grounds staff) working under 
their direction, in so far as it affects the work of those persons (e.g. in use and 
storage of equipment and materials). 

  
e) Ensuring that any staff under his/her direct control (ie. non contract staff) receive 

adequate training and instruction in the use of any equipment or materials that 
they are expected to use. 

  
f) Ensuring that all equipment and materials received have adequate health and 

safety information (eg. safety data sheets to allow COSHH assessments to be 
carried out). 

  
g) Ensuring that safe procedures are laid down and used when work of a potentially 

hazardous nature is undertaken by themselves or others working under their 
direction. 



 

 
h) Ensuring that due warning is given of any caretaking/cleaning operations that 

could constitute a hazard to other users of the premises. 
  

i) Informing the Headteacher (or School Safety Officer as appropriate) of the arrival 
(or expected arrival) of contractors for maintenance work. 

  
j) Informing contractors of any hazards that could affect their health and safety while 

working in the school. 
  

k) The safe use and maintenance of all plant and equipment and the safe use and 
storage of all materials used for that maintenance.  

  

2.7  The First Aider / Appointed Person is responsible for: 
 
Maintaining the First Aid box(es) in line with the guidance given by the LA and controlling 
and maintaining any other First Aid supplies as may be kept separately. 
 
2.8 Safety Representatives (Appointed by Staff / Trade Unions / Professional 
Associations) have the right to: 
 

a) Carry out termly inspections of the premises and submit a written report to the 
headteacher. 

  
b) Receive any reports of inspections or accident investigations made by the Health 

and  Safety Executive and will report on any incidents to the FGB 
  

c) Represent their membership to the headteacher (as representative of the 
employer) on matters affecting the health, safety or welfare of staff. 

 
d) Represent the staff / union membership on school safety committees. 

 
e) Receive such training as may be necessary for them to perform their duties. 

 
2.9 Catering / Kitchen Manager (if employed by the school) is responsible for: 
 

a) Ensuring that he/she is familiar with and complies with the school safety policy. 
 

b) Ensuring that all kitchen staff receive such training, instruction and information as 
they need to undertake their duties safely and without risk to themselves or 
others. 

  
c) Ensuring that they are familiar with the requirements of the Food Safety Act 1990 

(and the Regulations published under it) and that they and staff working under 
them comply with these requirements. 

  
d) Bringing to the attention of the Headteacher (or School Safety Officer) any 

problems or defects affecting the health and safety of any person in the area for 
which they have responsibility. 

 

3. THE ARRANGEMENTS 



 

 
 

Accident Reporting  
 
All accidents will be reported in the accident book which is kept in the school office. 
Relevant LA paperwork will be completed and sent off as appropriate. 
 
The Health & Safety officer must be informed of any serious injury caused to a pupil or 
member of staff. The area should be evacuated and the emergency services alerted. 
First aid will be administered until the arrival of the emergency services. 
 

Blood-borne Diseases  
 
All staff, when dealing with incidents where there is a blood risk, will use plastic gloves 
and the appropriate antiseptic wipes. Gloves and wipes will be disposed of according to 
the LA guidelines. 
 

BOMB THREAT  
 
If a bomb is detected or bomb threat received the school should be evacuated 
immediately according to the fire drill and the emergency services informed. 
 

Building Repairs and Contractors 
 
The school site manager will organise all repairs to the building. As far as is humanly 
possible they will be conducted after school hours or in the holiday periods. The 
contractors will all be LA approved and checked. 
 

Cleaning  
 
All cleaning materials are in a locked area, with their use supervised by the site manager 
at all times. 
 

Collection, storage and banking of money 
 
All monies collected by staff must be safely secured in a locked area as soon as possible 
and then given to the member of staff responsible for recording and banking that money. 
Any money collected must be banked as soon as possible and should not be left on 
school premises overnight unless placed in the safe. Two members of staff hold the keys 
and money will be stored and a written record of that money must be made. Staff 
responsible for the banking of money must ensure that they are vigilant and try and vary 
their banking routines. When any large amounts are to be banked staff should request 
that another member of staff accompany them to the bank. The personal safety of staff 
is paramount and if staff responsible for banking money are approached by thieves then 
they should comply with demands for monies and never place their own personal safety 
at risk. 
 

 

Design & Technology  
 



 

The Design Technology area has its own Health and safety guidelines. Please see 
appendix to this document. 
 

Educational Journeys and Visits 
 
The school follows and adheres to the LA policy on school visits.  
 
Staff will closely supervise pupils during educational visits. All staff will follow the LA 
guidelines on educational visits. The wearing of school uniform may be requested on all 
school visits. The school should be contacted if any pupil is injured or the party is likely to 
be delayed e.g. if the coach breaks down. Parents will then be informed accordingly. A 
member of staff who will remain there until the child’s parents arrive will take any pupil 
requiring medical attention to a hospital.  
 

Fire 
 
In the event of a fire the school should be evacuated immediately according to the fire 
drill and the emergency services informed. 
 
Fire Alarms are tested regularly and are serviced as per the manufacturers’ guidelines. 
The site manager has undertaken the training to ensure that this is done appropriately. 
 
Fire Appliances: are tested regularly and are serviced as per the manufacturers’ 
guidelines. The site manager has undertaken the training to ensure that this is done 
appropriately 
 
Fire Evacuation and Fire Drills: There are clear signs throughout the building to ensure 
that everyone knows the best way to exit the building. 
Pupils and staff undertake at least one drill every half term to ensure that they can exit 
the building successfully. There is a procedure for clearing the building and checking that 
every one is out of the building safely. 
 
Fire Prevention: The site is non – smoking. Pupils are actively encouraged to hand in any 
lighters / matches at the start of every day.  Any staff who smoke are asked to do so off 
site, as we actively try to show the young people in the school that it is an unhealthy habit 
to form. 
 
Fire Risk Assessment: This is undertaken by the LA and we follow their guidelines once 
it has been completed.  
 
Flammable Substances / Hazardous Chemicals: These are stored in locked cupboards in 
the Science prep room or in the Site Manager’s area. They are clearly labelled and 
access to them is restricted to those staff who need access. 
 

 

 

 

 

First Aid  / Medicines 
 



 

There are named first aiders, clearly displayed throughout the building.  The medical 
room houses all medication and first aid equipment. There is additional equipment in the 
different specialist areas around the school. 
 
All individual pupil medication is clearly labelled and locked in a cabinet. It is recorded in 
the medicine book and this has to be completed by staff when they administer it.  
 
At Frenchay alternative arrangements are made as the hospital staff administer the 
medicines.  
 

Playground Safety and Supervision 
 
Pupils are supervised at all times when they are outside. Playground equipment is 
checked regularly by the site manager and repaired as appropriate.  
 

Portable Electrical Appliance Testing  
 
This is undertaken annually by the site manager on all equipment within school. Any new 
equipment is tested as appropriate. 
 

Record Keeping  
 
All record keeping is undertaken as per the LA guidelines. 
 

Risk Assessment  
 
There is a risk assessment written as part of every pupils’ Personal Support Plan (PSP). 
This details how to deal with that young person in specific situations should they arise. 
 

Safety Inspections  
 
These are undertaken as necessary and at the appropriate times. 
 

Security  
 
The school is fitted with a security system, which is turned on at all times that the building 
is empty. The site manager looks after the system and ensures that the relevant people 
have access to codes etc as needed. 
 
Access to the NHLC campuses for all visitors is through the main reception areas, where 
they will be greeted by the office staff and issued with a visitor’s pass. They will be 
escorted to where they need to be and escorted out again as needs be.  
 
Pupil access will be through the main reception area, or through a designated pupil 
entrance. Pupil entrances are manned by staff. Pupils are then escorted to their relevant 
classroom. Pupils will leave through the same exit at the end of every day 
 
Staff will access and leave the building through the main entrance. At this point they 
need to complete the signing in book, to ensure we have a record of who is in the 
building. 
 



 

Across all the sites, the main entrances are fitted with a security intercom opening 
system and entry is gained after sounding the buzzer system (this sounds in the main 
office) and the opening system being operated by a member of staff. The intercom 
allows visitors to identify themselves before entry is permitted. Pupils are not allowed to 
open the doors. 
 On the primary and secondary sites in Kingswood, a CCTV camera allows staff to view 
and all visitors to the school. 
 
A member of staff will be on duty at each entrance. If parents need to speak to a 
member of staff they may speak to the secretary at the main office and make an 
appointment.  
Doors will be locked during the school day. Any pupils arriving at school after the doors 
have been locked must enter the building via the main entrance and their late arrival will 
be recorded in the ‘Late Book’ 
 
The primary and secondary school buildings are fitted with CCTV and there are cameras 
sighted around the school premises. These are recording on a 14 day hard drive and 
backed up onto CD when requested by Police. During the school day staff are able to 
monitor the school from the main office.  
Notices informing the public of the CCTV system are displayed in prominent places on 
the school premises. The caretaker has been trained regarding the monitoring 
procedures of the CCTV security system and the equipment will be regularly maintained 
to ensure that it is always fully operational.  
 
All visitors must report to the main office on arrival at the school and enter the building 
via the main entrance. All visitors must sign the visitor’s book on arrival and departure. 
Parents collecting their child/children early must report to the office.  
 
Staff should park in the allocated spaces in the main car park area. 
All visitors must park in the Visitors’ car park area. Parents must not proceed past the car 
park provided for the safety of the children.  
Minibuses and taxis should stop and drop off / collect students in the designated area at 
all times. 
 
Pupils that are collected from school must be collected by their parents or nominated 
representative. Pupils who are not collected on time must wait inside the main entrance 
until parents arrive. Parents are requested to inform the school if there is an emergency 
or change in collection arrangements.  
 
 
 
The headteacher must be informed of any special concerns regarding pupils (e.g. pupils 
on the Child Protection Register/ looked after children/those who may be abducted/ 
those who may run way and any who are subject to Care Orders) and parents and 
outside agencies have a responsibility to ensure that this information is shared with the 
school. Relevant teachers will be informed in confidence, of any pupils who require 
special care and sensitivity.  
 
The Executive Head must be informed immediately of any intruder or visitor under the 
influence of drink or drugs being on the premises. Children should be shielded or moved 
away quietly and quickly if required. The police will be alerted immediately. Any visitors or 



 

parents who gain entry to the school grounds or classroom and behave in an 
inappropriate manner must be asked to leave the premises immediately, the Executive 
Head must be informed immediately. The police will be informed of any such instances 
even if that person leaves the building on request. If such an incident occurs during 
break times the teacher on duty will first ensure that all pupils return to the school 
building safely and secure all entrances and alert a senior member of staff. 
  
All incidents of vandalism/damage/threat must be reported to the Executive Head and a 
written record of the incident must be made and reported to the relevant bodies. 
 
Nominated key holders only have possession of keys to external doors. The Executive 
Head must be informed immediately if any keys are lost so that replacement locks can 
be fitted.  
 
Key holders called to the school premises in answer to the intruder alarm must not enter 
the school premises unaccompanied. The police must be summoned and entry to the 
building made once the police have ensured that the premises are safe to enter. 
 
Staff must ensure that all valuable personal property is stored securely during the school 
day. It is the responsibility of all staff to safeguard their own personal property. 
 

Supervision of pupils 
 
During break time it is the responsibility of staff on duty to monitors the pupil behaviour. If 
a teacher requests that a pupil remain in class for any reason then it the class teacher’s 
responsibility to supervise that pupil. It is always advisable for staff to ensure that they 
are not alone with pupils for any length of time. It is good practice to always have another 
person present at all times to safeguard both staff and pupils from sensitive situations. 
Pupils must not be left alone in classroom areas. In the event of school staff having to 
take pupil’s home by car, another member of staff must always accompany them. 
 

Violent Incident Reporting 
 
The school follows the policy of the LA and completes serious incident forms, Riddor 3 
and accident forms as needed. 



 

4. SCHEDULE OF ACTIVITIES 

NB: This Schedule merely provides an outline of the specific areas, their service requirements and inspection regimes it is important that 

cognizance is taken of the requirements of the overarching Health and Safety legislation as described in the ‘Introduction to Legislation’ section of 

this document. 

Aspect Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
 
 
Air Conditioning 
Systems 
 

 
 
 
Inspection 

 
 
Best Practice 
 
Statutory 

 
 
Annual or bi – annual 
 
Not exceeding five  
years 

The Energy 
Performance of 
Buildings (Certificates 
and Inspections) 
(England and Wales) 
Regulations 2007 no. 
991 

Under The Energy Performance of 
Buildings (Certificates and 
Inspections) (England and Wales) 
Regulations 2007 

 
 
Asbestos register 
 

  
 
Statutory 

When circumstances 
dictate e.g. if changes to 
the premises have been 
made 

 
http://www.hse.gov.uk/a
sbestos/schools.pdf 
 

Control of Asbestos at Work 
Regulations 2006 

Car Parking and 
Vehicle/ 
Pedestrian 
Segregation 

Risk 
assessment 

   The Workplace (Health, Safety and 
Welfare) Regulations 1992 
(regulation 17) 

 
Compulsory 
Display of 
Notices 
 

Checks made 
to ensure 
correct and 
up to date 
information is 
displayed 

 
The display of 
most information  
Statutory 

 
Regular checks to 
ensure information is 
still on display and is 
current 

  
 
Various 

Construction 
(Design and 
Management) 
Regulations 2007 

On letting of 
a 
construction 
project 

 
Statutory 

 
As required – on letting 
of a construction project 

 
http://www.hse.gov.uk/c
onstruction/cdm.htm 
 

 
Construction (Design and 
Management) Regulations 2007 



 

 

 

 

 

Aspect 

 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
 
 
Contractor 
Qualification 
Check 
 
 

 
 
Checks made 
on 
contractors 
qualifications 
i.e. NICEIC, 
ECA 

 
 
 
Statutory or Good 
Practice 

 
 
 
On appointment of 
contractor 

 
 
See also sections on 
Gas Safety 
Regulations and 
Electricity at Work 
Regulations 

Where contractors are appointed 
directly by the premises manager 
then checks should be made to 
ensure that they have the appropriate 
qualifications to carry out the 
specified work. This is covered by 
various pieces of legislation, such as 
Electricity at Work Regulations 1989, 
Gas Safety Regulations 1998 etc 

 
Control of 
Substances 
Hazardous to 
Health (COSHH) 
Risk Assessment 
 

 
Check on 
storage and 
use of 
hazardous 
materials 

 
 
Statutory 

 
Annual (Best Practice) 

COSHH A Brief Guide 
to the Regulations 
 
COSHH 
Approved Code of 
Practice (NB this is a 
priced publication) 

The Control of Substance Hazardous 
to Health Regulations 2002 (as 
amended) 

 
 
Disability 
Discrimination Act 
 

 
 
Inspection 

 
 
Statutory  

 
Checks to be made 
whenever 
alteration/changes are 
made to the building or 
the external environment 
 

Disability 
Discrimination 
Act 1995 
 
Disability 
Discrimination Act 
2005  
 
BS8300 

Disability Discrimination Act 1995 and 
2005 and BS8300 



 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
Duct Hygiene 
(Air Conditioning, 
Plenum Heating) 
 

 
Inspection and 
testing 

 Annual Inspection and 
testing – thorough 
cleaning routine 
determined from testing/ 
inspection results 

 Workplace (Health, Safety and 
Welfare Regulations) 1992 and 
COSHH LEV Testing 

 
Electrical - PAT 
 

 
Portable 
appliance 
testing 
 

 
Statutory 

 
Variable but can be up to 
annual 

The Provision and Use 
of Work Equipment 
Regulations 1998 

The Provision and Use of Work 
Equipment Regulations 1998 
(PUWER) 

 

 

 

 

 

 

 

 

 

 



 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
 
 
 
 
 
 
 
 
Electrical – 
Fixed Electrical 
Installations 
 

 
Schematic of 
supply route 
and primary 
distribution 
 

 
 
Best Practice 

 
 
Annual Update 

Simple precautions – 
Work on electrical 
equipment machinery 
or installations 

Electricity at Work Regulations 
1989 and BS 7671 IEE Wiring 
Regulations 

 
Inspection of 
fixed wiring and 
all distribution 
boards and 
safety devices 
 

 
 
Highly 
Recommended 

 
 
 
Annual 

The Electricity at Work 
Regulations 1989 
 
Electrical Safety 
Council’s Best Practice 
Guide on Periodic 
Inspection Reporting 

Electricity at Work Regulations 
1989 and BS 7671 IEE Wiring 
Regulations 

Testing of all 
fixed wiring and 
all distribution 
boards 

 
Statutory 

5 yearly (or more 
frequently as determined 
by competent person) 

 Electricity at Work Regulations 
1989 and BS 7671 IEE Wiring 
Regulations 

Testing of all 
distribution 
boards in mobile 
accommodation 

 
Statutory 

 
Annual 

 Electricity at Work Regulations 
1989 and BS 7671 IEE Wiring 
Regulations 



 

 

 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
Electrical Stage 
Lighting 
 

 
Inspection and 
testing 

  
Annually inspection and 
test by competent person 

  

 
Electrical Stage 
Lighting 
 

Inspection and 
testing of 
portable dimmer 
racks with no 
fixed cabling, 
plugs, sockets, 
flexible leads 

  
 
Every 3 months and after 
every alteration 

  

 
Emergency 
Lighting 
 

 
Inspection and 
testing of 
system 
 

 
Statutory 

Variable but recommend 
monthly checks by 
premises manager to 
check functionality, RCD 
(Residual Current Device 
[Circuit Breaker]) test. To 
include stop button 
functional test. Every six 
months – 1 hour duration 
test Annual full duration 
test 

 Electricity at Work Regulations 
1989 and Regulatory Reform (Fire 
Safety) Order 2005 



 

 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
 
 
 
Extraction 
Systems 
Including Fume 
Cupboards 
 

Inspection and 
Testing of Dust 
Extraction 
Equipment 

 
Best Practice 

 
Annual 

 Control of Substances to 
Hazardous to Health 2002 (as 
amended) 

 
 
 
Local Exhaust 
Ventilation 
 

 
 
 
Statutory 

 
 
 
Every 14 months 

Controlling Airborne 
Contaminants at Work: 
A Guide to Local 
Exhaust Ventilation NB 
this is a priced 
publication 

Control of Substance Hazardous 
to Health 2002 (as amended) 
 
Building Bulletin 88 Fume 
Cupboards, DfES applies to 
installation and maintenance of 
school fume cupboards 
There is a British Standard that 
applies to other fume cupboards 

Fire Rick 
Assessment and 
Management 
Plan 

 
Fire Risk 
Assessment 
 

 
Statutory 

Whenever any changes 
are made that will impact 
on the original 
assessment 

The Regulatory 
Reform (Fire Safety) 
Order 2005 

Regulatory Reform (Fire Safety) 
Order 2005 

 
Fire Detection 
and Alarm 
Systems 
 

 
Inspection and 
testing of 
system 

 
Best Practice 

Weekly test with formal 
quarterly and annual 
inspections by competent 
person 

 Regulatory Reform (Fire Safety) 
Order 2005 

 
Fire Doors 
 

 
Inspection 

  
Weekly 

 Regulatory Reform (Fire Safety) 
Order 2005 



 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
 
Fire Fighting 
Equipment 
 

Inspection and 
maintenance 
extinguishers 

 
Best practice 

 
Annual 

 Regulatory Reform (Fire Safety) 
Order 2005 

Inspection and 
testing of fire 
sprinkler system 

 
Best practice 

Annual, although further 
checks may be 
necessary for specific 
insurance requirements 

 Regulatory Reform (Fire Safety) 
Order 2005 

 
First Aid 
Equipment 
 

 
Inspection 

 Regular checks to ensure 
no equipment is outside 
of expiry date 

HSE – First aid at 
work: Legislation 

Health and Safety (First Aid) 
Regulations 1981 

 
 
 
 
 
 
Fuel Oil storage 

 
Plan of primary 
pipe work and 
main isolation 
points 
 

 
 
Best Practice 

 
 
Annual Update 

The Control of 
Pollution (Oil Storage) 
(England)  
Regulations 2001 

The Control of Pollution (Oil 
Storage) 
(England) Regulations 2001 

Visual Condition 
Inspection 

Recommended Annual  The Control of Pollution (Oil 
Storage) 
(England) Regulations 2001 

Maintenance 
checks on all 
pipe work 
devices 

 
Best Practice 

 
Annual 

 The Control of Pollution (Oil 
Storage) 
(England) Regulations 2001 



 

 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

Gas Safety 
 
 
 
 
 
 
Gas Appliance 
 
 
 
 
 
 
 
 
 
Gas Pipe Work 

    The Gas Safety (Installations and 
Use) Regulations 1998 

 
Gas Safety 
Inspections and 
certificates 
 

 
 
Statutory 

 THE GAS SAFETY 
(INSTALLATION AND 
USE) REGUALTIONS 
1998 

The Gas Safety (Installations and 
Use) Regulations 1998 

Identification 
and location 

Statutory Annual Updating  The Gas Safety (Installations and 
Use) Regulations 1998 

Servicing for 
efficient 
operation, 
combustion 

Recommended 
for all premises 
Statutory duty on 
Landlords 

Annual Servicing to 
include check on 
ventilation, adequate 
flues, heat input 
combustion 
conformance, appliance 
is stable and safety 
devices working 

 The Gas Safety (Installations and 
Use) Regulations 1998 

Visual condition 
inspection and 
testing if 
required 

 
Recommended 

 
Annual 

 The Gas Safety (Installations and 
Use) Regulations 1998 

 
Glazing 

 
Checks 

 
Statutory 

Initial survey if building to 
identify areas where 
safety glazing should be 
in place, ongoing checks 
that any glazing 
replacements are with 
safety glass as req’d 

 Workplace (Health, Safety and 
Welfare Regulations 1992) and 
building Regulation Part M 



 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
Hydrotherapy 
Pools and 
Swimming Pools 
 

 
Risk 
Assessment 

  The Health and Safety 
Executive publication 
HSG179 
Managing health and 
safety in swimming 
pools 
(HSG179) 

Health and Safety act Work Act 
1974 

 
Lifts and Hoists 
 

 
Thorough 
examination, full 
maintenance 
and Inspection 
 

 
 
Statutory 

Every 6 months minimum 
for passenger lifts 
Every 12 months for 
goods lifts 
After substantial and 
significant changes have 
been made 

 
 
The Lifting Operations 
and Lifting Equipment 
Regulations 1998 

Lift Operations and Lifting 
Equipment Regulations 1998 
 
Thorough examination and testing 
of lifts 

 
Lighting 
Conductors 
 

 
Inspection and 
testing 
 

 
Best Practice 

Every 11 months full test 
to assess adequacy of 
earthing, evidence of 
corrosion, alterations to 
structure (by competent 
persons to BS 7430) 

 BS 6551, 1992 

 
Mobiles – 
Stability of 
 

Structural 
inspection of 
mobile 
accommodation 

 
Best Practice 

 
Annual 

  



 

 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

Playground & 
Gymnasium 
equipment - 
Fixed 

 
Inspection and 
testing 

 
Best Practice 

 
Annual 

 BS 5696, BS 7188, BS 7044, BS 
1892  
Part 1 2003 

 
Radon 
 

 
Risk 
Assessment 

    

 
Shared Premises 
 

 
Risk 
Assessment 

  
As required 

  

 
Slips and Trips 
 

 
Risk 
Assessment 

  
As required 

  

 
Tree Safety 
 

 
Risk 
Assessment 

 Annual and following and 
works that could have 
caused damage and high 
winds 

  

 
Water Hygiene 
and Safety  
(Legionnaires’ 
Disease etc) 
 

 
 
Risk 
Assessment 

 
 
Statutory 

 
Risk assessments 
reviewed regularly or in 
any case if there is a 
reason to believe original 
assessments 

 
HSE Legionnaires’ 
Disease – further 
information 

Health and Safety Act Work Act 
1974 Control of Substances 
Hazardous to Health and 
Regulations 2002 (COSHH) 
The Notification of Cooling 
Towers and Evaporative 
Condensers Regulations 
Legionnaires’ Disease – The 
Control of Legionella Bacteria in 
Water Systems Approved Code of 
Practice 



 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
 
 
 
 
 
Water Hygiene 
and Safety 
Legionnaires’ 
Disease Water 
Systems  
Cold water 
Systems 
 

 
Plan of Primary 
pipe work and 
main isolation 
points 
 

 
 
Best Practice 

 
 
Annual Updating 

 Health and Safety Act Work Act 
1974 Control of Substances 
Hazardous to Health Regulations 
2002 (COSHH) 
The Notification of Cooling 
Towers and Evaporative 
Condensers Regulations 
Legionnaires’ Disease – The 
Control of Legionella Bacteria in 
Water Systems Approved Code of 
Practice 

Visual Condition 
and Compliance 
inspection 

 
Recommended 

 
Annual 

  

Tank condition 
and Compliance 
inspection 

 
Statutory 

 
Annual 

  

 
Water Quality 
Check 
 

 
By exception 
from supply 
company 

 
By exception 

  

 
Water Hygiene 
and Safety 
Legionnaires’ 
Disease Water 
Systems – Low 
pressure hot 
water systems 
 

Visual condition 
inspection 

Recommended Annual   

Maintenance 
checks on all 
pipe work 
devices 
(strainer, valves, 
blending valves, 
pumps etc) 

 
 
 
Best practice 

 
 
 
Annual updating 

  



 

 



 

Aspect 
 

Service 

Requirement 

Statutory/Reco

mmended/ 

Best Practice 

Frequency/ Regularity Links to Other 

Information/ 

Documents 

Relevant Legislation/ British 

Standard/ Approved Code of 

Practice 

 
Water Hygiene 
and Safety 
Legionnaires’ 
Disease Water 
Systems  - 
 
 
 
Water and 
Surface 
Temperature 
 

 
Water Systems 
Risk 
Assessment 
 

 
Statutory 

 
Bi-annual review, any 
change to the system to 
initiate a review or user 
can initiate 
 

 Health and Safety Act Work Act 
1974 Control of Substances 
Hazardous to Health Regulations 
2002 (COSHH) 
The Notification of Cooling 
Towers and Evaporative 
Condensers Regulations 
Legionnaires’ Disease – The 
Control of Legionella Bacteria in 
Water Systems Approved Code of 
Practice 

Water Quality 
checks 

Statutory Subject to risk 
assessment 

  

Water and 
Surface 
Temperature  

Statutory Risk Assessment  Education (School Premises 
Regulations) 1999 

 
Workstation 
Assessment 
 

Analysis of 
workstation to 
assess any 
health and 
safety risks 

  
Change of employee or 
relocation of workstation 

The Health and Safety 
(Display Screen 
Equipment) 
Regulations 1992 

Health and Safety (Display 
Screen Equipment) Regulations 
1992 

 
Working at 
Height 
 

 
Risk 
Assessment 

  The Work at Height 
Regulations 2005 
 
HSE Guide to Working 
at Height Regulations 
2005 

Working at Height Regulations 
2005 

Working at 
Height – safety 
Eyes Bolts and 
Cradles 

 
Inspection and 
testing 

 
Statutory 

 
Annual 

 Lift Operations and Lifting 
Equipment Regulations 1998 



 

CONCLUSION  
 
It is the responsibility of all staff to ensure that the procedures agreed in this security policy 
are complied with. The safety of everyone in our school community is of paramount 
importance to us all. In the event of an incident occurring, an enquiry into the incident will 
be carried out be the Senior Management Team and then discussed with staff. An 
evaluation of the effectiveness of procedures will be made and the policy will be amended 
if necessary 
The Governors recognise their responsibilities to ensure that any significant risks arising 
from work activities, equipment or premises are assessed, as required under: 
 

the Management of Health and Safety at Work Regulations 1999;  
the Control of Substances Hazardous to Health (COSHH) Regulations 2002; 
the Manual Handling Operations Regulations 1992  
the Provision and Use of Work Equipment Regulations 1998 and 
the Display Screen Equipment Regulations 2002. 

 
 
 
 
 
 
 
Signed:  __________________________  Executive Head,    Date:  
_________ 
 
 
 
Signed:  __________________________  Chair of Governing Body,  Date:  
_________ 
 
 
 


