


























APPENDIX H&S/1 J 

Statement of Health & Safety management system 

(Copies are displayed on notice boards in prominent positions) 

1 
2 

················-·---· 

3 
4 

5 
6 

7 

. ···········-····---

8 

Health & Safety Officer 
Location of central file of 
Codes of Practice and 
Standards: 

Location of Fire Register: 
Location of School Fire File: 
(black file containing current 
student & staff lists) 
Location of Accident Book: 
Location of central file of 
Health & Safety Information 
Bulletins: 
a) Name of member of staff to
report accident to:

b)Who should complete 
accident form:

c) Notifiable incidents person
who contacts HSE:
d) Resident on-call:
Name/s of Establishment's
Representatives of Employee
Safety, i.e. the Health & Safety
Committee.

Mr Matthew Gray, De:euty Head of O:eerations and H&S Officer 
Estate Manager's Office located in Swimming Pool car park ( one 
copy) 
Staff Rooms (one copy) 
All departments have their copies of their departmental Codes 
of Practice 
Adjacent to Fire Alarm Panel 
In Reception (Ambulacrum) 
Preparatory Division Reception 

Online EVOLVE system 
Deputy Head of Operations and H&S Officer's Office 

For medical help contact; 
Staff on duty at the Health & Wellbeing Centre during term time 
(8.00am-6.00pm) extension 232 
Between 6.00pm-8.00am - contact the on call Nurse: 
Tel: 07811 819 135 
Two Parts: (1) Member of staff supervising the person who 

has had the accident 
(�)Nurse 

Mr Matthew Gray (Deputy Head of Operations and H&S 
Officer) or Principal in his absence 
Tel: 07850 306 301 
Mr M Gray - Deputy Head of Operations and H&S Officer 
(Chair) 
Mr M Day - H&S Governor 
Mrs K Jeffrey - Principal 
Mr A Fardell- Deputy Principal 
Mr L Childs -Estate Manager 
Mr S Bailey - Estate Supervisor 
Mr J Doherty Bigara - Director of Sport 
Mrs C Tomy - School Nurse 
Mr C Lonsdale - Head of Art 
Mr T Britton - Head of Physics 
Miss S Twomey - Head of Preparatory Division 
Mrs R Tagoe - Head of Pre-Prep Division 
Mrs E Mackintosh - Estate & H&S Adminish·ator 
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APPENDIX H&S/4 I 

GENERAL SAFETY AND WELFARE GUIDELINES 

Stress at work 

Workplace related stress is recognised by the School as a type of sh·ess that may affect staff and 
that needs careful and sympathetic management. It is accepted that unmanaged sh·ess can lead 
to adverse effects on the School as a whole. 

Whilst individual reactions to stress vary widely, the need to recognise and act upon potentially 
stressful situations is essential. Regular consultation with staff is encouraged, in order to 
prevent such situations or to reduce their effects. To this end the School has a well-being 
programme which includes review at staff meetings, a well-being suggestion box and a 
publicised contact for a 24-hour confidential counselling helpline. In addition, staff 
are encouraged to speak directly to the Staff Support Manager about matters they may find 
stressful. If staff wish to speak about personal matters, causing them sh·ess/ anxiety members 
of the Chaplaincy Team are available. 

Major changes in working practices or management structures can be sh·essful. Therefore, it is 
the policy of the School that, where appropriate, members of staff will be kept informed of any 
major changes as far in advance as possible, and that training will be made available as 
necessary. 

Staff are encouraged to seek advice from management regarding any situation they feel is 
causing them undue stress. Such consultations will be treated without prejudice and in the 
sh·ictest confidence. 

Waste disposal 

The School ensures that all waste produced will be disposed of in accordance with the 
requirements of the Environmental Protection (Duh; of Care) Act 1990 to a licensed waste disposal 
site via a registered carrier. 

All food waste will be placed in polythene bags and sealed. Polythene bags will then be 
disposed of in designated bins. When appropriate food waste will be removed from site by 
licensed carriers to an anaerobic digestion plant for processing. 

All sharp insh·uments, broken glassware and other sharp waste materials will be placed in 
special 'sharps' containers and labelled appropriately prior to collection by a specialist 
contractor. 

All laboratory waste will be disposed of in the approved mam1er and chemicals will be disposed 
of in accordance with CLEAPSS recommendations and guidelines. 

Any waste which may contain biological hazards will be disposed of separately, via a specialist 
conh·actor. 

Any computer or screen equipment waste will be disposed of separately under the Environment 
Agency Code No AA 4499 and in accordance with The Waste, Electrical and Electronic Equipment 
Regulations (WEEE). 
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Is Electricity at work 

It is strictly forbidden for work to be conducted on live mains electrical circuits by members of 
staff or students within the School. 

Electrical work on mains circuits will only be carried out by qualified persons. 

Elech·ical equipment will be maintained in good order and subjected to regular inspection and 
testing. 

A record of all elech·ical tests and inspections will be kept by the Estate Manager. 

If any item of electrical equipment fails to function properly the user shall report the fact to the 
Estate Manager without delay. 

Under no circumstances should unauthorised members of staff attempt to repair or fix electrical 
equipment 

School minibus fleet 

The Health & Safett; Policy in respect of the use of the School's minibus fleet is subject to 
regulations, which are published in the School Minibus Policy and reviewed and amended as 
required. 

School trips 

The Health & Safety Policy regarding organised expeditions is subject to the Educational Visits 
Policy, which is published separately. 

Is Medicines 

The Health & Safett; Policy regarding medicines is subject to the Medical and First Aid Policy, which 
is published separately. 

Alcohol & drugs 

The Health & Safett; Policy regarding drugs and alcohol is subject to the Smoking, Alcohol & Drugs 
Policy in the Employment Manuat which is published separately. 

/ 10 Guarding machinery 
All machinery will be guarded according to the standards required under the Health & Safett; at 

Work etc Act 1974. The Provision and Use of Work Equipment Regulations 1998 BS5304 should also 
be considered, 1988 for older machinery and BS EN 194:1992 for all new machinery. Machinery 
will be ins ected and tested in line with manufacturers' instructions.
 
11 Control of Substances Hazardous to Health (COSHH) 

The School will take all necessary steps to comply with COSHH Regulations 1999. 
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It is recognised that substances to which the regulations apply are used in the teaching of 
science, the teaching of art, technology and by maintenance, domestic cleaning, kitchen and 
grounds staff. 

The Estate Manager, Operations Manager, Catering Manager and the relevant Head of 
Department will keep a record of data sheets and risk assessments for each substance. 

The School will provide information and h·aining through the external consultant so that 
appropriate staff understand the COSHH Regulations. 

Contractors are required to carry out their own COSHH assessments. 

j 12 Portable Appliances Testing (PAT) 

The School will inspect and test all appliances, apparatus and equipment in accordance with the 
provisions of the ElectricitJJ at Work Regulations 1989. Generally, portable elech·ical appliances are 
tested annually on an on-going basis apart from IT computers and equipment, which are tested 
on a 3-year cycle. 

Heads of Department/ Heads of Division will be responsible for taking damaged appliances to 
the Estates Team for repair. 

The annual inspection of appliances will be the responsibility of the Estate Manager who will 
ensure inspections are carried out by a suitably competent person. 

j 13 Use of electrical equipment 

If electrical equipment is brought into School from home, the appliance must be 'PAT' tested 
prior to use in School. This applies to boarders bringing electrical equipment into boarding 
houses. It is the responsibility of the Head of Boarding of each house to ensure all such 
equipment is tested before use. 

It is the responsibility of staff who use electrical equipment e.g. music systems, heaters, laptops, 
to turn off at the socket after use. 

Computers in the IT suites have an automatic shut-down system which operates at the end of 
each day. With regard to other computers, it is the responsibility of the last user to shut down at 
the end of each day and tum off the switch when it is reasonably practical to do so. 

j 14 Working at height regulations 

The Work at Height Regulations require duty holders (those who schedule work at height) to 
ensure: 

• all work at height is properly plaimed and organised

• those involved in work at height are h·ained and competent

• the risks from work at height are assessed and appropriate work equipment is selected
and used

• the risks from fragile surfaces are properly controlled

• the equipment for work at height is properly inspected and maintained
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