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1. Success I ndi cat ors 
The school has a Heal th, Saf ety and Well bei ng poli cy whi ch:  
− Pr ovi des an overvi ew of the school poli cy on heal th, saf ety and well bei ng.  
− Outli nes the arrangements the school has i n pl ace f or heal th, saf ety and well bei ng.  
− Assi gns rol es and responsi biliti es to key staff i n the school. 
− Is moni tored and reviewed regul arl y by seni or l eaders.  
 
2. Overvi ew 
All school s are requi red to have a Heal th, Saf ety and Well bei ng Poli cy i n pl ace. The School’s 
Heal th, Saf ety and Well bei ng Poli cy shoul d be devel oped by the Headt eacher, me mbers of 
the School Leadership tea m i n conj uncti on wi th the Gover ni ng Body/Trust/Acade my Boar d.  
 
3. Empl oyer responsibiliti es 
Wher e the school /sponsor/boar d of governors i s the di rect empl oyer of school staff (such 
as i n Acade mi es, Trust School s, Foundati on School s and Vol untary Ai ded ( VA) School s) the 
school must have a Heal th and Saf ety Poli cy i n pl ace to compl y wi t h the Heal th and Saf ety 
at Work Act. Thi s can be i n any for mat.  
Wher e a County Council is the empl oyer of school staff, such as i n Mai ntai ned or 
Co mmuni ty School s, Vol untary Controll ed ( VC) or Short Stay School s it is recommended 
that school s use the Heal th, Saf ety and Well bei ng Poli cy templ at e to devel op thei r Heal th, 
Saf ety and Well bei ng Poli cy.  
 
4. Day to day manage ment of Heal th, Safety and Well bei ng 
The organi sati on and arrange ments whi ch support the H, S and W Poli cy ( day to day 
manage ment of Heal th & Saf ety) are the responsi bility of the Headt eacher/Pri nci pal and 
the School Seni or Leadershi p Tea m (supported and moni tored by the Gover ni ng Body).  
Not e that the Manage ment of Heal th and Saf ety at Work Regul ati ons requi res empl oyers to 
appoi nt one or mor e compet ent peopl e to support thei r manage ment of heal th and saf ety.   
Thi s may be done by appoi nti ng an external provi der to provi de thi s advi ce.  
 
Occupi ers Li ability  
Regar dl ess of the status of the empl oyer, all school gover ni ng bodi es have heal th and saf ety 
responsi bility as the occupi er of the pre mi ses and theref ore must take steps to ensure that 
the pre mi ses are managed effecti vel y to reduce ri sk to those usi ng, enteri ng or accessi ng 
the pre mi ses at any ti me f or any reason.  
 
5. Te mpl ate for Heal th, Saf ety and Well bei ng Poli cy  
The Staff ordshi re Heal th, Saf ety and Wellbei ng Servi ce provi de a templ ate Heal th, Saf ety 
and Well bei ng Poli cy for school s to cust omise and adapt for thei r own use.  Thi s is on the 
next page.  
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A.  I ntroducti on  
Thi s poli cy statement  compl e ments (and shoul d be read i n conj uncti on wi th) the St John 
Paul II Mul ti Acade my Heal th and Saf ety Poli cy State ment. It recor ds the l ocal organi sati on 
and arrange ments for i mpl e menti ng the poli cy.   
 
B.  Poli cy State ment  
The requi re ment to provi de a saf e and healthy worki ng envi ronment f or all empl oyees i s 
acknowl edged and the Boar d of Di rect ors, through the Local Gover ni ng bodi es of the 
school s, recogni se and take responsi bility for compli ance wi th the stat ut ory duti es under 
the Heal th and Saf ety at Work etc. Act 1974.  
 
The Gover ni ng Body of St. Ni chol as Cat hol ic Pri mary School will ensure so far as is 
reasonabl y practi cabl e that: 

− all pl aces and pre mi ses wher e staff and pupil s are requi red to wor k and engage i n 
school /acade my activi ti es are mai ntai ned i n a condi ti on whi ch is saf e and wi thout 
ri sk to heal th. (Thi s i ncl udes the heal th and saf ety of persons on the pre mi ses or 
taki ng part i n educational acti viti es el sewhere.) 

− all pl ant and equi pment i s saf e to use and that arrange ments exi st for the saf e use, 
handli ng and storage of arti cl es and substances at work.  

− appr opri ate saf e syste ms of work exi st and are mai ntai ned.  
− suffi ci ent i nf or mati on, i nstructi on, trai ni ng and supervi si on i s avail abl e and provi ded 

to ensure that staff and pupil s can avoi d hazards and contri bute i n a posi ti ve manner 
towar ds thei r own heal th and saf ety and others.  

− a heal thy worki ng envi ronment i s mai ntained i ncl udi ng adequate wel fare faciliti es.  
 
I n addi ti on to the above, the Boar d of Di rect ors will ensure that so far as i s reasonabl y 
practi cabl e that the heal th and saf ety of other non- e mpl oyees i s not adversel y affected by 
its’ acti viti es.  
 
E mpl oyee i nvol ve ment i s an i mportant part of managi ng saf el y, and consul tati on on health 
& saf ety wi th empl oyees and empl oyee repr esentati ve’ s for ms part of thi s poli cy.  
 
Thi s poli cy statement  and the accompanyi ng organi sati onal arrange ments supersede any 
pr evi ousl y issued.    
 

 
 
 
 
 

  

Si gned:  Ri char d May 
  Chai r of Gover ni ng Body 

 Si gned:  Neil Porter 
  Executi ve Pri nci pal  

Dat e: 17/05/2023  Dat e: 15/05/2023 
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C.  Manage ment Arrange ments  
The f oll owi ng procedur es and arrange ments have been establi shed wi thi n our school to 
eli mi nate or reduce heal th and saf ety ri sks to an acceptabl e l evel and to compl y wi th 
mi ni mu m l egal requi re ments:  
 

Co mpet ent Heal th and Saf ety Advi ce 
The school /acade my obt ai ns compet ent heal th and saf ety advice from:  

Staff or dshi re County Council – Dean Will etts – na med li nk officer 

Dean Will etts | Heal th & Saf ety Advi sor 
Strategi c Heal th, Saf ety & Well bei ng Servi ce 

Fourt h Fl oor, Staff ordshi re Pl ace 1 
Ti ppi ng Street, Staff ord, ST16 2DH 

': (01785) 355777 ( Duty Offi cer) 
shss @st aff ordshi re. gov. uk ( Duty Offi cer) 

*: dean. will etts @st affordshi re. gov. uk  
Tel: 07773 791499 

8: www. staff ordshi re.gov. uk  

I n an emer gency we cont act: Duty officer 01785355777 
 

Moni t ori ng Heal th and Saf ety 

Na me of person(s) responsi bl e for the 
over all moni tori ng of heal th and saf ety at  
St. Ni chol as Cat holi c Pri mary School: 

Na me:  
Neil Porter (St. Ni chol as) 
John Carroll (SJPII MA) 

The school /acade my carri es of out for mal eval uati ons and audi ts on the manage ment of 
heal th and saf ety (frequency): 

- Oct ober statut ory testi ng and pre mi ses check – annuall y 
- January self-audi t – annuall y  
- Su mmer Ter m audi t – annuall y 
- Audi ts and revi ews also take pl ace i n response to maj or i nci dents or acci dents.  

Our arrange ments for the moni tori ng of heal th and saf ety are (i ncl ude here how 
perf or mance i s measured, reported upon when these are reported):  

- Annual report to the gover ni ng body 
- Hal f ter ml y updates to the gover ni ng body 
- Gover nor site/ li nk vi sits - annuall y 

The l ast audi t took place:  Dat e: June 2019 
By: Dean Wi ll ets 

Na me of person responsi bl e for moni tori ng 
the i mpl e ment ati on of heal th and saf ety 
poli ci es: 

Na me:  
Neil Porter 

Al l staff are awar e of the key perf or mance i ndi cat ors i n part E and how they are 
moni tored 
Wor kpl ace i nspecti ons – type:  
 

Na me of person who carri es these out: 
 

 

mailto:shss@staffordshire.gov.uk
mailto:dean.willetts@staffordshire.gov.uk
http://www.staffordshire.gov.uk/
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D.  Det ail ed Heal th and Saf ety Arrange ments  
 
Adapt thi s list of arrange ments as appr opri ate for your school.  
For further i nf or mation from t he Heal th, Saf ety and Well bei ng Servi ce i n any of these areas 
you may al so wi sh to vi ew the i nf or mati on on the SLN: 
htt ps://educati on. staff ordshi re. gov. uk/School - Ad mi n/ Heal thSafety Well bei ng/ Heal th-
Saf ety-and- Well bei ng-Servi ce. aspx or consul t wi th your Heal th and Saf ety Advi ser / Ot her 
Speci ali st Advi ser. 
 
1.  Acci dent Reporti ng, Recor di ng & I nvesti gati on 

 
Our arrange ments for recordi ng and i nvesti gati ng acci dents:  
Ne w pr ocedures i n place for i nvesti gati ng, recor di ng and reporting acci dents i n pl ace – 
agreed March 2019.  

The person responsi bl e for reporti ng acci dents to the Heal th and Saf ety Executi ve (under 
RI DDOR) i s: Neil Porter. 

Our arrange ments for reporti ng to the Gover ni ng Body or Acade my Boar d are:  
- Annual report to LGB ( Aut umn Ter m)  
- Ter ml y updates through the Pri nci pal’s report. 

Our arrange ments for revi ewi ng acci dents and i dentifyi ng trends are:  
- Usi ng the Staffordshi re portal for maj or i nci dents.  
- SLT revi ews of acci dents on the pre mi ses at l east ter ml y.  

 
2.  Asbest os 
 

Na me of Pre mi ses Manager responsi bl e for 
Managi ng Asbestos: 

Na me: Neil Porter 

Locati on of the Asbestos Manage ment Log 
or Recor d Syste m:  

Locati on: School offi ce 

Our arrange ments to ensure contractors have i nf or mati on about asbestos ri sk pri or to 
starti ng any work on the pre mi ses are:  

- Si gn i n foyer and si gn i n sheets i n offi ce.  
Our arrange ments to ensure all school /acade my staff such as class teachers or caretakers 
have i nf or mati on about asbestos ri sk on the pre mi ses:  

- St aff bri efi ngs – at l east once per year and foll owi ng any i nci dent/ near mi ss.  

St aff must report damage to asbestos 
mat eri al s to: 

Na me: Neil Porter 

St aff must not drill or affi x anyt hi ng to wal ls wi thout first obt ai ni ng appr oval from the 
pre mi ses manager.  

 
 
 
 

https://education.staffordshire.gov.uk/School-Admin/HealthSafetyWellbeing/Health-Safety-and-Wellbeing-Service.aspx
https://education.staffordshire.gov.uk/School-Admin/HealthSafetyWellbeing/Health-Safety-and-Wellbeing-Service.aspx
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3.  Co mmuni cati on 
 
Na me of SLT me mber who i s responsi bl e for 
communi cati ng wi th staff on heal th and saf ety matters: 

Na me: Neil Porter 

Our arrange ments for communi cati ng about heal th and safety matters wi th all staff are:  
- St aff bri efi ngs, email. 

St aff can make suggesti ons for heal th and saf ety i mpr ove ments by:  
- Rai si ng the m at staff bri efi ngs/ meeti ngs, speaki ng to SLT i nf ormal l y.  

 
4.  Constructi on Wor k *See al so Contract or Manage ment  
 

Na me of person coordi nati ng any constructi on 
wor k/acti ng as Cli ent for any constructi on pr oj ect: 

Na me: John Carroll 

Our arrange ments for managi ng constructi on proj ects wi thi n the scope of the Constructi on 
Desi gn and Management Regul ati ons are:  

- Duty hol ders will be identifi ed and na med as part of any Constructi on proj ect.    

Our arrange ments for the exchange of health and safety i nf or mati on/ri sk assess ments/saf e 
wor ki ng arrange ments/ moni tori ng are:  

- Exchange of Hazar ds for m to be compl eted bef ore the commence ment of the work.  
Our arrange ments for the i nducti on of contractors are:  

- Faciliti es Manager to meet wi th contractor bef ore the commence ment of works/ 
Noti ce of Safeguar ding and Chil d Protection i nf or mati on sheets avail abl e to vi sitors 
i n recepti on.  

St aff shoul d report concer ns about contractors to: John Carroll (Faciliti es Manager) 

We will revi ew any constructi on acti viti es on the site at regul ar int erval s. 
 
5.  Consul tati on  
 

Na me of SLT me mber who i s responsi bl e for 
consul ti ng wi th staff on heal th and safety matters:  

Na me: Neil Porter 

The name of the Trade Uni on Heal th and Saf ety 
Represent ati ve i s: 

There i s currentl y no represent ati ve.  

Our arrange ments for consul ti ng wi th staff on heal th and safety matters are:  
- St aff bri efi ngs/ meetings, staff questi onnai res, Staff Consul tati ve Commi ttee.  

St aff can rai se i ssues of concer n by:  
- Cont acti ng Staff Consul tati ve Commi ttee, speaki ng to a me mber of SLT, report to SLT 

vi a email. 
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6.  Contract or Management  
 
Na me of person responsi bl e for managi ng and moni tori ng 
contractor acti vity: 

Na me: John Carroll (Site ) 

Our arrange ments for sel ecti ng compet ent contractors are:  
- Managi ng contractors Poli cy 5. 2 

Our arrange ments for the exchange of health and safety i nf or mati on/ri sk assess ments/saf e 
wor ki ng arrange ments/ moni tori ng are:  

- Pre works meeti ng and compl eti on of Exchange of Hazar ds Form and I ntrusi ve Works 
For m 

Our arrange ments for the i nducti on of contractors are set out i n the Managi ng Contract ors 
Poli cy and a Pre works meeti ng will set out expect ati ons and carry out assess ment of the 
wor k area.  
St aff shoul d report concer ns about contractors to: SLT/ Site supervi sor/ Manager  

 
7.  Curri cul um Ar eas – Heal th and Saf ety  
 
Na me of person who has overall responsi bi lity for the 
curri cul um areas as foll ows:  

- EYFS – Jane Griffiths 
- Sci ence – Jane Griffiths 
- D&T – Rebekah Guest 
- PE – I an Rei d 

Head of Curri cul um:  
Cl ai re Nobl e- Barton 

Ri sk assess ments for these curri cul um areas are the 
responsi bility of: 

Curri cul um l eaders as named 
above.  

 
8.  Di spl ay Screen Equi pment Use (i ncl udi ng PC’ s, l apt ops and tabl ets)  
 

The school /acade my assesses the ri sk of the use of comput ers/lapt ops by carryi ng out a 
DSE assess ment for staff usi ng thi s type of equi pment conti nuousl y and regul arl y for over 
an hour.   

Our arrange ments for carryi ng out DSE assess ments are:  
- Offi ce staff and i n conj uncti on wi th Pri ncipal / Headt eacher. 

Na me of person who has responsi bility for 
carryi ng out Di spl ay Screen Equi pment 
Assess ments: 

Na me:  
Neil Porter 

DSE assess ments are recor ded and any 
control measures requi red to reduce ri sk 
are managed by:  

Na me:  
Neil Porter 
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9.  Earl y Years Foundation Stage (EYFS)  
 

Na me of person who has overall responsi bi lity for EYFS: Na me: Jane Griffiths 
Our arrange ments for the safe manage ment of EYFS are:  

- Regul ar ri sk assess ments of acti viti es and envi ron ment.  
- Me mber of SLT has over all responsi bility. 
- All staff worki ng i n EYFS First ai d trai ned.  

 
10.   Educati onal visits / Off-Site Acti viti es 
 
Na me of person who has overall responsi bi lity for 
Educati onal Vi sits: 

Na me:  
Neil Porter 

The Educati onal Vi sits Coor di nat or i s: Na me: Neil Porter 

Our arrange ments for the safe manage ment of educati onal vi sits:  
- Affili ati on to Shapestone for support and advi ce.  
- Regul ar and up to date trai ni ng for EVC.  
- Co mmon poli cy and prof or mas used across the MAC 

  
11.   El ectri cal Equi pment  [fi xed & portabl e] 
 
Na me of person responsi bl e for arrangi ng Fi xed 
El ectri cal Wi ri ng Tests and taki ng any re medi al acti on 
requi red:  

Na me: Mr John Carroll 
( Acade my Faciliti es Manager) 

Fi xed el ectri cal wi ri ng test records are l ocat ed:  School buil di ngs Log Book 
All staff vi suall y i nspect el ectri cal equi pment bef ore use.  

Our arrange ments for bri ngi ng personal electri cal items ont o the school site are:  
- St aff are not aut hori zed to bri ng i n personal el ectri cal items wi thout aut hori zati on and PAT 

testi ng.  

Na me of person responsi bl e for arrangi ng the testi ng of 
portabl e el ectri cal equi pment ( PAT): 

Na me: Mr John Carroll 

Na me of person responsi bl e for defi ni ng the frequency 
of portabl e el ectri cal equi pment ( PAT) testi ng:  

Na me: Mr John Carroll 

Portabl e el ectri cal equi pment ( PAT) testi ng records are 
l ocated:  

School Buil di ngs Log Book 

St aff must take def ecti ve el ectri cal equi pment out of use 
and report to: 

Na me: Mr John Carroll 

The portabl e el ectri cal equi pment on the school /acade my site owned and used by 
contractors is the responsi bility of the contractor, who must provi de records of thi s if 
requested.  
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12.   Fire Precauti ons & Procedur es [and ot her emergenci es i ncl. bomb t hreats]  
 
Na me of compet ent person responsi bl e for undertaki ng 
& revi ewi ng fire ri sk assess ment i n addi ti on to any 
associ ated acti on pl anni ng:  

Na me: Mr John Carroll 

The Fi re Ri sk Assess ment i s l ocated:  Mai n Offi ce 
When the fire al ar m is rai sed the person responsi bl e for 
calli ng the fire servi ce i s … 
OR The site has a fire al ar m whi ch acti vates a response 
from ( a 3rd party / listeni ng servi ce) 

Na me: Offi ce Staff 

Na me of person responsi bl e for arrangi ng and recordi ng 
of fire drills: 

Na me: Neil Porter 

Na me of person responsi bl e for creati ng and revi ewi ng 
Fi re Evacuati on arrange ments: 

Na me: Neil Porter 

Our Fire Evacuati on Arrange ments are publ ished and 
avail abl e i n all rooms . 

Locati on: All rooms  

Our Fire Marshal s are listed.  Locati on: Foyer and hall  

Resul ts of the testi ng and mai ntenance of fire 
equi pment and i nstal l ati ons i s recorded i n a Fi re Log 
Book l ocated at: 

Locati on: School Buildi ngs Log 
Book 

Na me of person responsi bl e for trai ni ng staff i n fire 
pr ocedures: 

Na me: John Carroll 

Al l staff must be aware of the Fire Procedures i n school  - thi s is done through staff 
handbook annuall y and through bri efi ngs as necessary.  

 
13.   First Ai d *see al so Medi cati on 
 
Fi rst Ai ders are listed:  
 

Locati on:  I n first ai d poli cy 
  On wall i n foyer. 

Na me of person responsi bl e for arrangi ng and 
moni tori ng First Ai d Trai ni ng:  

Na me: Neil Porter 

Locati on of First Ai d Boxes: Resources Roo m, cl assrooms.  

Na me of person responsi bl e for checki ng & 
restocki ng first ai d boxes: 

Hel en Magui re 

I n an emer gency staff are awar e of how to 
summon an ambul ance:  

Yes – Emer gency ai d car d and through 
bri efi ngs. 

Our arrange ments for deali ng wi th an i nj ured 
person who has to go to hospi tal are ( who is 
cont acted/ who accompani es staff or chil dren to 
hospi tal): 

Cont act the parents in the first i nstance.  
Me mber of staff deter mi ned by SLT will 
accompany if parent not abl e to attend.  

Our arrange ments for recordi ng the use of First 
Ai d are: 

Use of first ai d l og and sli ps for mor e 
seri ous acci dents.  
St aff ordshi re portal for maj or i nj uri es.  
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14.   Gl ass & Gl azi ng 
 

All gl ass i n doors and si de panel s are constructed of safety gl ass. 
Al l repl ace ment gl ass is of safety standar d.  

A gl ass and gl azi ng assess ment took pl ace i n 
(year) and the recor d can be found ….  

Dat e and Locati on:  
School Buil di ngs l og book 

 
15.   Hazar dous Substances ( COSHH)  
 
Na me of person responsi bl e for carryi ng out ri sk 
assess ment for hazardous subst ances ( COSHH 
Assess ments): 

Na me: Mr John Carroll  
Churchill Cl eani ng Servi ces 

Our arrange ments for managi ng hazar dous substances (sel ecti on, storage, ri sk assessment, 
ri sk control etc.) are: 

- The school /acade my uses CLEAPPS as a resource and all staff must be awar e of how 
to access thi s i nf or mati on.  

 
16.   Health and Saf ety Law Poster 
 

The Heal th and Saf ety at Work poster is l ocated:  Locati on: Foyer 
 
17.   Housekeepi ng, cl eani ng & waste di sposal  
 

All staff and pupil s share the responsi bility for keepi ng the school/acade my site cl ean,  ti dy 
and free from hazar ds. 

Our waste manage ment arrange ments are: Bi r mi ngha m Ci ty Council Waste Coll ection 
Our site housekeepi ng arrange ments are:  

Si te cl eani ng i s provi ded by: Chart well s 
  

Na me and cont act detail s: 
Mr J ake Robi nson 

Cl eani ng staff have recei ved appr opri ate inf or mati on, i nstruction and trai ni ng about the 
foll owi ng and are compet ent: 

- Wor k equi pment. 
- Hazar dous substances. 
- Wast e ski ps and bi ns are l ocated away from t he school /acade my  buil di ng.  

Al l staff and pupil s must be awar e of the arrange ments for di sposi ng of waste and the 
l ocati on of waste bi ns and ski ps.  

St aff i n all Depts. who gener ate waste (e.g. cateri ng/cl eani ng/curri cul um areas) must be 
awar e of the ri sk assess ments and control  measures i n pl ace for thei r rol e.  
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18.   I nfecti on Control  
 
Na me of person responsi bl e for managi ng i nfecti on 
control: 

Na me: Neil Porter 

Our i nfecti on control arrange ments (i ncl udi ng communi cabl e di seases/hand hygi ene 
standar ds) are: 

- We li ai se wi th School  Heal th for support or advi ce about any communi cabl e di sease.  
- Hand sani ti ser is used i n school, pupil s are remi nded about correct hand washi ng 

pr ocedures bef ore every meal ti me i n school. 
 
19.   Letti ngs 
 

Na me of Pre mi ses Manager or me mber of Leadershi p 
team responsi bl e for Letti ngs:  

Na me: John Carroll 

Our arrange ments for managi ng Letti ngs of the school /academy /rooms or external 
pre mi ses are: 

- Managed through the SJ PII MA Central Tea m.  
The heal th and saf ety consi derati ons for Letti ngs are consi dered and revi ewed annually.  

Hi rers have i n pl ace thei r own ri sk assess ments, first ai d arrangements/ fire procedures and 
e mer gency procedures.  

Hi rers are responsi ble for obt ai ni ng the necessary l ocal aut hority li censes for thei r acti viti es 
and these must be provi ded to the school /acade my on request.  

Further condi ti ons are found i n the Academy Letti ngs Poli cy and Condi ti ons of Hi re. 
  

20.   Lone Wor ki ng 
 

Our arrange ments for managi ng l one worki ng are:  
Lone worki ng i s not encouraged i n school s i n the St John Paul II MAC but if staff are 
requi red to work at any site al one, the followi ng must be i n pl ace:  
 

● Avoi d worki ng at height or any hi gher ri sk acti viti es.  
● Me mbers of staff worki ng al one must have a mobil e phone wi th the m at all ti mes.  
● Cont act arrange ments must be i n pl ace so that the me mber of staff can contact a 

li ne manager i n the event of an emergency.  
● Me mbers of staff who are requi red to work al one shoul d ensure that next of ki n 

have out of hours cont act numbers for li ne managers.  
● Wor ki ng hours must be agreed i n advance and adhered to.  
● Any Ho me Vi sits must al ways be carri ed out by t wo me mbers of staff and the 

addresses of the vi sits must be known by school.  Staff must have a mobil e phone 
wi t h the m at all ti mes if they are off site.  
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21.   Mai ntenance / I nspecti on of Equi pment (i ncl udi ng sel ecti on of equi pment)  
 
NOTE Types of equi pment to consi der i n thi s secti on:  

- Ladders and steps, fume cupboar ds, other extracti on syste ms, PE equi pment, D&T 
machi nes, lifts & lifting equi pment, pressure cookers, aut ocl aves, fire al ar m and 
s moke detecti on, emer gency li ghti ng, fire exti ngui shers.  

Thi s secti on must i nclude the arrange ments for school /acade my kitchens, sci ence 
l abor at ori es or Desi gn and Technol ogy rooms.  

Na me of person responsi bl e for the sel ection, 
mai ntenance / i nspecti on and testi ng of 
equi pment  

Na me: Mr John Carroll 

Recor ds of mai ntenance and i nspecti on of 
equi pment are retai ned and are l ocated:  

Locati on: School Buildi ngs Log Book 

St aff report any broken or defecti ve 
equi pment to: 

Na me: Mr John Carroll by usi ng the Par ago 
reporti ng syste m 

The equi pment on the school /acade my  site owned and used by contractors is the 
responsi bility of the contractor, who must pr ovi de recor ds of testi ng , i nspecti on and 
mai ntenance if requested.  

 
22.   Manual Handli ng  
 

Na me of compet ent person responsi bl e for carryi ng 
out manual handli ng ri sk assess ments: 

Na me: Mr John Carroll 

Our arrange ments for managi ng manual handli ng acti viti es are:  

- St aff must awar e of the requi re ment to avoi d hazar dous manual handli ng and carry 
out ri sk assess ment wher e the task cannot be avoi ded.   

- St aff who carry out manual handli ng must be awar e of the manual handli ng ri sk 
assess ment and the control measures i n place for the task.  

- St aff are trai ned appropri atel y to carry out manual handli ng activiti es.  

Wher e peopl e handling takes pl ace an I ndivi dual Manual Handl i ng Pl an must be i n place 
and communi cated to all parti es (i ncl udi ng where appr opri ate the young person/their 
parents/carers/support staff).   

  
23.   Medi cati on 

 

Na me of person responsi bl e for the 
manage ment of and ad mi ni strati on of 
medi cati on to pupil s in school /acade my:  

Na me: Neil Porter 

Our arrange ments for the admi ni strati on of medi ci nes to pupils are:  
- See Medi cal Needs Poli cy 

The names me mbers of staff who are 
aut hori sed to gi ve / support pupil s wi th 
medi cati on are:  

Any me mber of staff who are first ai d trained 
and have been bri efed by a me mber of SLT. 



St John Paul  II MAC Heal th,  Safety and Wel l bei ng Policy –  S t .  Ni c h o l a s  C a t h o l i c  P r i ma r y  S c h o o l  

14 

Medi cati on i s stored:  Locati on: Mai n offi ce 

A recor d of the admi ni strati on of 
medi cati on i s l ocated: 

Locati on: Mai n offi ce 

Pupil s who ad mi ni ster and/or manage thei r own medi cati on i n school are aut hori sed to do 
so by the Pri nci pal and provi ded wi th a sui tabl e pri vate l ocati on to admi ni ster 
medi cati on/store medi cati on and equi pment. Thi s onl y appli es to chil dren who need 
i nhal ers i n Key Stage 2.  

St aff are trai ned to ad mi ni ster compl ex medi cati on by the school nursi ng servi ce when 
requi red. Thi s takes pl ace annuall y. 

Our arrange ments for admi ni steri ng e mergency medi cati on (e.g. Asthma i nhal ers/Epi - pen) 
are:  
Key Stage 1 – I nhal ers and epi -pens are always kept securel y and taken where the chil d is. 
Key Stage 2 – as above for epi -pens but children needi ng i nhal ers carry the m wi th them at 
all ti mes.  
The school has a non-personal use i nhal er and epi-pen for emergenci es – stored i n the 
school offi ce. 

St aff who are taki ng medi cati on must keep thi s personal medi cati on i n a secure area i n a 
staff onl y l ocati on.  

St aff must advi se the school /acade my l eaders if they are taki ng any medi cati on whi ch 
mi ght i mpai r thei r ability to carry out thei r nor mal work.   

 
24.   Personal Protecti ve Equi pment ( PPE) (li nks to Ri sk Assess ment)  

 
PPE i s provi ded free of char ge where a ri sk assess ment i dentifi es thi s is needed to control a 
ri sk and the ri sk cannot be controll ed by anot her means.  
Na me( s) of person responsi bl e for sel ecti ng sui tabl e 
personal protecti ve equi pment ( PPE) for 
school /acade my staff: 

Na me: Neil Porter 

Na me of person responsi bl e for the checking and 
mai ntenance of personal protecti ve equi pment 
pr ovi ded for staff: 

Na me: Neil Porter 

Na me( s) of person responsi bl e for sel ecti ng sui tabl e 
personal protecti ve equi pment ( PPE) for pupil s. 

Na me: Neil Porter 

Al l PPE provi ded for use i n a cl assroom environment i s kept cl ean, free from def ects and 
repl aced as necessary.  

Na me( s) of person responsi bl e for cl eani ng and 
checki ng pupil PPE.  

Na me: Neil Porter 

 
25.   Reporti ng Hazar ds or Def ects 

 

All staff and pupil s must report any hazar ds, defects or danger ous situati ons they see at 
school /acade my.   

Our arrange ments for the reporti ng of hazar ds and def ects: 
- usi ng the site @sj p2. net email or by i mmedi atel y reporti ng di rectl y to Site staff. 

mailto:site@sjp2.net
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26.   Ri sk Assess ments 
 
The school /acade my has i n pl ace ri sk assess ments for any i dentifi ed si gnifi cant ri sk. Control 
measures whi ch are put i n pl ace to eli mi nat e or reduce ri sk are communi cated to staff, 
pupil s and other who may be exposed to the ri sk.  

Ri sk assess ments are i n pl ace for the foll owi ng areas:  
- EYFS 
- Pre mi ses and grounds 
- Curri cul um / cl assrooms  
- Hazar dous acti viti es or events 
- Letti ngs or contract wor k whi ch may affect staff or pupil s i n the school /acade my  
- Fi re Ri sk Assess ment  
- Hazar dous Subst ances 
- Wor k Equi pment 
- Manual handli ng activi ti es  
- Ri sks rel ated to i ndi vidual s e. g. heal th i ssues 

Na me of person who has overall responsi bi lity for the 
school /acade my  ri sk assess ment process and any 
associ ated acti on pl anni ng:  

Na me: Neil Porter 

Our arrange ments for carryi ng out, recordi ng, communi cati ng and revi ewi ng ri sk 
assess ments are: 

- Revi ewed at l east annuall y or more frequentl y if circumst ances or the need ari ses.  
Appr opri ate trai ni ng is provi ded for staff who are creati ng, revi ewi ng or i mpl e menti ng ri sk 
assess ments.  
When an acci dent or i nci dent occurs a post risk assess ment takes pl ace when a new hazar d 
has been i dentifi ed.   
Ri sk assess ments are created or revi ewed when somet hi ng new is i ntroduced or a change 
has occurred.   

 
27.   Smoki ng  
 

No s moki ng or vapi ng i s per mi tted on site or i n vehi cl es owned or oper ated by the 
school /acade my.  

 
28.   Shared use of pre mi ses/shared workpl ace  
 

Na me of Pre mi ses Manager or me mber of Leadershi p 
team responsi bl e for Pre mi ses Manage ment:  

Na me: John Carroll 

The school /acade my pre mi ses are shared wi t h anot her 
or gani sati on (e. g. Contract caterer/publi c l ei sure centre). 

Na me: Chart well s Cl eaners, 
Mi quill Cateri ng.  

Our arrange ments for managi ng heal th and saf ety i n a shared wor kpl ace are:  
- All staff are expected to foll ow our poli ci es and procedures.  
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29.   Stress and Staff Wel l-bei ng  
 
Na me of person who has overall responsi bi lity for the 
heal th and well bei ng of school /acade my staff: 

Na me: Neil Porter 

Al l staff have responsi bility to take care of thei r own heal th and wel l bei ng and the 
school /acade my supports staff to do thi s by i mpl e menti ng the foll owi ng arrange ments:  

- See staff well-bei ng poli cy 
- Educati on Workf orce Wel l bei ng Charter 

Sol uti ons to stress hazards and suggesti ons on how to mi ni mi se stress have been i dentifi ed, 
di scussed and communi cated.  

Al l staff have an opportuni ty to contri bute to di scussi ons, meetings and i niti ati ves around 
wel l bei ng i ssues at work.  

I ndi vi dual stress ri sk assess ments take pl ace when a me mber of staff requi res addi ti onal 
i ndi vi dual support.  

A team stress ri sk assess ment has been compl eted i nvol vi ng all staff and thi s is revi ewed at 
l east annuall y. 

 
30.   Trai ni ng and Devel op ment  
 
Na me of person who has overall responsi bi lity for the 
trai ni ng and devel opment of staff:  

Na me: Neil Porter 

Al l new staff recei ve an i nducti on whi ch i ncl udes heal th and safety, fire procedures, first ai d 
and e mer gency procedures.  
Our arrange ments for carryi ng out sui table and suffi ci ent heal th and safety trai ni ng for all 
staff are: 

- St aff bri efi ngs, staff meeti ngs for specifi c trai ni ng.  
- Off-site courses for staff wi th specifi c responsi biliti es rel ati ng to Heal th and Saf ety.  
- Pri nci pal attends health and safety bri efi ngs at SCC.  

  
31.   Vi ol ence and Aggressi on and School /Acade my Security 
 

The school /acade my pr ovi des a pl ace of work whi ch i s desi gned and managed to mi ni mi se 
the ri sk of vi ol ence and aggressi on to staff, pupil s and vi sitors.    

A ri sk assess ment i s carri ed out where staff are at i ncreased ri sk of i nj ury due to thei r wor k.  
 

Tr ai ni ng, i nf or mati on and i nstructi on i s avail abl e to staff to help the m manage the risk of 
vi ol ence and aggression where requi red.  

St aff and pupil s must report all i nci dents of verbal & 
physi cal vi ol ence to:  

Na me: Neil Porter 

I nci dents of verbal & physi cal vi ol ence are 
i nvesti gated by:  

Na me: Neil Porter 

Na me of person who has responsi bility for si te 
security:  

Na me: Neil Porter 
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Our arrange ments for site security are:  
- All external gates are l ocked except to admi t or di s mi ss chil dren. Duri ng entrance and 

exi t ti mes, staff supervi se on duty at all gates.  
- Access to school is only through the offi ce and the mai n door i s secured wi th a 

magneti c l ock.  
- Out of hours, the buildi ng i s protected by ADT i ntruder al ar m system.  

 
32.   Wat er Syste m Saf ety 
 
Na me of Pre mi ses Manager responsi bl e f or 
managi ng wat er syste m saf ety:  

Na me: Mr John Carroll 

Na me of contractors who have undertaken a ri sk 
assess ment of the water syste m:  

Na me: Hydr acl ean 

Na me of contractors who carry out regul ar testi ng 
of the wat er syste m:  

Na me: Hydr acl ean 

Locati on of the wat er syste m saf ety 
manual /testi ng l og:  

Locati on: Hydr acl ean Portal – J Carroll 
moni tors and reports concer ns.  

Our arrange ments to ensure contractors have i nf or mati on about wat er syste ms are:  
- Log book fill ed i n wi th Weekl y and mont hly checks 

Our arrange ments to ensure all school /acade my staff carryi ng out checks or testi ng or 
mai ntenance have i nfor mati on about the wat er syste m:  

- Log book avail abl e at all ti mes i n the offi ce 

 
33.  Wor ki ng at Hei ght  
 
Na me( s) of person responsi bl e managi ng the ri sk of 
wor k at hei ght on the pre mi ses:  

Na me: Neil Porter 

Wor k at hei ght i s avoi ded where possi bl e.  

Our arrange ments for managi ng work at hei ght are:  
- Step l adders are provi ded. There i s a regi ster for these and they’ re checked regul arl y.  

 
34.  Wor k Experi ence 
 
Na me of person who has overall responsi bi lity for 
managi ng work experi ence and work pl ace ments 
for school /acade my pupil s: 

Na me: Cl ai re Nobl e- Barton 

Our arrange ments for assessi ng potenti al wor k pl ace ments, arrange ments for i nducti on 
and supervi si on of students on work pl acement are:  

- An i ni ti al meeti ng as part of the i nducti on to assess any needs and adj ust ments are 
made pri or to commence ment if necessary. 

The name of the person responsi bl e for the heal th 
and saf ety of peopl e on work experi ence in the 
school /acade my  premi ses:   

Na me: Neil Porter 
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Our arrange ments for managi ng the heal th and safety of work experi ence students in the 
school /acade my are: 

- Bri efi ngs on i nducti on, staff handbook.  

 
35.   Vol unt eers 
 
Na me of person who has overall responsi bi lity for 
managi ng/coor di nating vol unteers worki ng wi thi n the 
school /acade my:  

Na me: Neil Porter 

Vol unteers are consi dered as a me mber of staff and all heal th and saf ety arrange ments 
i ncl udi ng i nducti on and trai ni ng must appl y.  

 
E.  Heal th and Saf ety Key Perf or mance I ndi cat ors ( KPI’s)  
 
It is i mportant that school l eaders, gover nors and managers can moni tor the heal th and 
saf ety perf or mance of thei r school i n order to deter mi ne where pr ogress i s bei ng made and 
wher e f urther acti ons and resources may be requi red.  
 
KPI s 
1.  The Heal th and Saf ety audi t (January) will be compl eted annual ly – John Carroll provides 

support for school s to compl ete thi s but it is the school’s responsi bility.  
2.  Oct ober pre mi ses checkli st to be compl eted annuall y – Site staff i n conj uncti on wi th 

na med SLT, John Carroll provi des support and advi ce.  
3.  Fi re ri sk assess ment to be revi ewed and updat ed annuall y – John Carroll coor di nates 

wi t h SCC H&S.  
4.  Ter ml y fire evacuati on drills to take pl ace.  
5.  Acci dents i n school s to be revi ewed at l east annuall y. 
6.  For mal report on Health and Saf ety to be sub mi tted to Gover nors and Boar d of Di rectors 

annuall y.   
 
 
 
 
 
 
 
 
 
 


