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SECTION 1: HEALTH & SAFETY POLICY 

Aims of the policy 

1. To provide the School with a general policy statement regarding Health & Safety 

2. To specify who is responsible for which areas of Health & Safety at which level 

3. To specify arrangements for ensuring there are adequate Health & Safety standards amongst the 

employees 

4. To provide information on the most common hazards found in a work environment. 

General statement of policy 

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work 

for all our employees, and to provide such information, training and supervision as they need for this purpose.  

We also accept responsibility for the health and safety of other people who may be affected by our activities. 

The allocation of duties for safety matters and the particular arrangements are set out in this document. 

The policy is kept up to date.  To ensure this happens, the policy and the way in which it is used will be 

reviewed annually or as and when the nature of the business changes. 

Responsibilities for Health and Safety Planning, Implementation, Monitoring, Reviewing and 

Communication 

Overall responsibility 

Overall and final responsibility for health and safety in the School is that of The Governing Body. 

It is their responsibility to ensure that adequate resources (human, financial and equipment) are made 

available.  In addition, they shall ensure that the planning for health and safety, including the monitoring and 

reviewing of procedures. 

Day to Day responsibility 

The person responsible for communicating health and safety and monitoring and implementing the policy 

on a day to day basis is: Barbara Senior, Facilities Manager and in their absence the responsibility falls to: 

Shirley Austin, Headteacher. 

Employees’ responsibility 

All employees have the responsibility to co-operate to achieve a healthy and safe workplace and to take 

reasonable care of themselves and others.  Whenever an employee notices a health or safety problem, which 

they are not able to rectify, they must tell the appropriate person in the site management team straight 

away. 
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Accident investigations 

The person responsible for carrying out accident investigations is: Charlotte Deer, First Aider 

General arrangements 

Accidents 

1. The first aid box is located in the medical room and defibrillator outside the entrance to the Raising 

Achievement Centre.  Charlotte Deer, First Aider is responsible for ensuring the first aid box is full. 

2. If the accident requires medical attention then the qualified first aiders in the premises are noted on 

the Health & Safety Notice Board in the staff room and main office 

3. If the person requires an ambulance the emergence services can be contacted on: 999 

4. The details of the accident must be put in the accident book, which is located in the medical room 

5. If the accident had resulted in a break of a bone, a stay in hospital for 24 hours or more, a major 

injury or the death of the person this must be notified immediately to your local Environmental 

Health Officer.  The positive of the person responsible for notifying the accident is: Charlotte Deer 

In the circumstances described above or where an accident results in the person being away from work for 

more than 3 consecutive days, or a member of the general public is taken directly to hospital, then the 

accident needs to be reported in the accident book to the local Environmental Health Officer at the following 

address: Wokingham Borough Council, Environmental Health Office, Shute End, Wokingham, RG40 1BN 

After the accident, the reason for it occurring must be established and if possible action taken to prevent it 

happening again.  The position of the person responsible for carrying out the investigation is: Charlotte Deer 

For each accident an ACCIDENT INVESTIGATION FORM should be completed. 

 

SECTION 2: HEALTH & SAFETY MANAGEMENT 

Aims 

1. To provide templates for the most common hazards found in a work environment so that an 

assessment of risk can be carried out. 

Guidance on how to use this section 

Risk assessment forms have been completed for as far as possible the most common hazards found in a work 

environment.  These are found in the following sections, this list is not exhaustive: 

1. Slips, trips and falls 

2. Manual handling 

3. Work equipment 
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4. Personal protective equipment 

5. Display screen equipment 

6. COSHH 

7. Electrical safety 

8. Gas safety 

9. Working at heights 

10. Lifts and hoists 

11. Young persons 

12. New or expectant mothers 

13. Other 

Use the form available from Barbara Senior, to identify which assessments are relevant to your department. 

The Risk Assessment Summary Form (Appendix 2) used should be used for any other hazards which are 

identified within the school. 

 

SECTION 3: HEALTH AND SAFETY TRAINING 

Induction Training 

These notes have been prepared to help you understand the essentials of health and safety so that the 

chances of you having an accident at work are reduced. 

Good health and safety is about being aware of this that could cause you to have an accident (hazards) and 

following procedures to prevent them occurring. 

What should you do if you see an accident happen? 

1. Call the First Aider/appointed person 

2. Reassure the patient that help is on the way 

3. Do not move the patient or offer drinks etc., you may make injuries worse 

Care in the way you work 

Ensure that you have read the necessary assessments in this manual so you are aware of work related risks 

and take the necessary precautions 

Work equipment 

1. Do not use any potentially dangerous equipment that you have not been trained in how to use 

2. Ensure that any safety procedures with work equipment are applied 

3. Report any faulty equipment to maintenance@forest.academy 

mailto:maintenance@forest.academy
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Working practices and accident prevention 

Nearly all accidents are preventable 

1. Notify maintenance@forest.academy of anything that could cause accidents to occur 

2. Always wear personal protective equipment or clothing that has been assigned to you for each work 

activity 

3. Keep a tidy work area.  Do not leave debris, tools or rubbish lying about mopping up spillages 

immediately 

4. Report any uneven surfaces or trip hazards to your supervisor 

5. Don’t lift anything that is too heavy, if it is heavy get help to lift OR use mechanical aids such as 

trolleys 

6. When lifting, bend at the knees, keep your head up and keep your back straight 

Who is responsible for Health and Safety? 

EVERYBODY! 

Employers must provide: 

1. Safe systems of work healthy and safe working environments 

2. Adequate amenities appropriate information and training 

You must: 

1. Take reasonable care of yourself and others 

2. Ensure that what you do does not cause harm 

3. Co-operate with your employer on health and safety issues 

 

SECTION 4:  SLIPS, TRIPS AND FALLS 

Aims 

1. To reduce the number of slips, trips and fall injuries that are caused at work 

Guidance on how to use this section 

Cleanliness 

All floors must be kept clean, in good order and free from obstacles.  If spillages occur, they must be wiped 

up at once.  When floors are slippery, a sign drawing attention to the fact should be conspicuously displayed. 

mailto:maintenance@forest.academy
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Care must be taken when vacuuming is in progress to ensure the electrical cable does not pose a trip hazard.  

Cables should be laid so as to avoid trip hazards.  Obstacles must not be left in walkways or where people are 

likely to trip over them. 

Waste disposal 

All waste needs to be deposited into the bins provided and not placed on the floor.  Broken glass must be 

swept up using a dustpan and brush.  The glass must then be wrapped in paper/cardboard, identified and 

disposed of in a solid bin. 

Safe stacking and storage 

Merchandise and equipment must be stored at an appropriate level and position to its weight or bulk, and 

the storage areas available.  Heavy good should be stored off the floor, ideally at waist level.  Appropriate 

strength shelving must be provided. 

Employees should not stand on chairs, shelves or racking and must use steps or ladders securely placed to 

gain access to high storage areas.  Any ladders or steps must be regularly inspected for wear. 

Please report any hazards to maintenance@forest.academy. 

 

SECTION 5:  COSHH 

Aims 

1. To meet the requirements of the Control of Substances Hazardous to Health Regulations (COSHH) 

2. To provide a format to carrying out assessments of hazardous substances 

Guidance on how to use this section 

1. Make a list of all substances used that have the potential to be hazardous.  This will be any product 

that contains a warning sign on a label.  The main different warning labels are: hazardous /  corrosive 

/ irritant / flammable / explosive/ bio hazard 

2. For each of these products a COSHH assessment must be carried out.  Every manufacturer or supplier 

has a legal duty to provide Hazard Data Sheets (or ‘Safety Data Sheets’) for each sof the substances 

they provide.  All Hazard Data Sheets and COSHH Assessment Forms should be placed in this section 

of this manual and retained. 

3. Find out how and where the substances is being used, be particularly careful when the substances 

are to be used in confined areas, or with other substances as the same time or on hot surfaces.  These 

details should be entered onto the following form entitled COSHH Assessment.  Photocopy one of 

these forms for EACH chemical used. 

4. Compare the safety precautions that are recommended by the manufacturer with those that are 

currently being employed.  Ensure that staff employ the safety conditions recommended by the 

manufacturer. 

mailto:maintenance@forest.academy
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5. Generally speaking, the only substances that should be used are those that at most require the use 

of gloves, goggles and paper masks.  If substances are currently in use that do not fall within the 

above definition then it should be replaced with a substitute that carries out the same function 

without posing the same risk. 

6. All staff who use hazardous substances must be trained and a record of training should be kept using 

the following form entitled COSHH Training Records. 

 

SECTION 6:  GAS SAFETY 

Aims 

1. To prevent the risk of gas poisoning (e.g. Carbon Monoxide) or gas explosion whilst at work 

Guidance on how to use this section 

The risk of gas poisoning is mad worse because toxic gases such as Carbon Monoxide cannot be detected by 

taste or smell.  This means that additional measures need to be taken to ensure that leaks do not occur. 

Furthermore, the consequences of a gas explosion are severe if a gas leak is unchecked. 

Ensure that you complete the risk assessments to reduce the risk associated with gas sources and appliances.  

Please speak to Barbara Senior for the risk assessment pro-forma.  It is the teachers’ responsibility to ensure 

they complete risk assessments. 

 

SECTION 7:  WORKING AT HEIGHTS 

Aims 

1. To reduce the risks associated with personnel working at heights 

2. To provide the basis for compliance with Workplace (Health, Safety and Welfare) Regulations, 

Personal Protective Equipment Regulations, Lifting Operations and Lifting Equipment Regulations 

1998 – LOLER 

Guidance on how to use this section 

Working at heights is one of the most dangerous activities in any work environment.  This means carefully 

considered control measures are needed at all times. 

These will include a variety of access and egress procedures, fall prevention, supervision levels and work 

equipment that maybe used. 

Only site staff are to use the tower in Drama. 
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Ladders, although cost effective, may be a second best option to other safer equipment.  Each building, work 

area will have its own specific risk so an assessment should be carried out for each area. 

Working at heights training is essential for staff.  Please contact Barbara Senior if you require training. 

 

SECTION 8:  LIFTS AND HOISTS 

Aims 

1. To record the presence of any lifts or hoists onsite 

2. To provide a procedure to ensure that they are inspected in accordance with the Lifts, Operations 

and Lifting Equipment Regulations 

Guidance on how to use this section 

1. Enter onto form entitled Lifts and Hoists Records the location of all lifts and hoists in the premises 

and details of the maintenance company 

2. Make arrangement for the inspection of passenger lifts every 6 months.  A regular maintenance 

contract is recommended 

3. Insert a photocopy of the maintenance contract 

Lift and Hoist Inspection and Maintenance Records 

Maintenance Company: Gartec Ltd 
 

Address: Unit 6 Midshires Business Park, Smeaton Close, 
Aylesbury, HP19 8HL 

Lift or Hoist Number Location 

C1738 6th Form Centre 

 

SECTION 9:  YOUNG PERSONS 

Aims 

1. To provide sufficient support and assistance for young workers 

2. To meet the requirements of The Management of Health & Safety at Work Regulations 

Guidance on how to use this section 

The Regulations place a legal obligation on Employers to assess the risks in the workplace which may affect 

the young and inexperienced worker. 
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The Healthy & Safety (Young Persons) Regulations 1997 define a ‘young person’ as being someone who has 

not attained the age of 18, and a ‘child’ as being someone who is not yet over compulsory school age.  The 

Regulations apply to the employment of all young people regardless of the number of hours worked or the 

duration of the period of work. 

The additional risks which may follow as a consequence of the employment of young persons need to 

consider measures necessary to minimise those risk, so far as possible. 

Consider young workers immaturity and inexperience before any work placement commences.  Consider also 

the consequential lack of awareness of risk and work which may be beyond their physical or psychological 

capabilities. 
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Young Workers Risk Assessment 
 

Name 
 

Company 

Position 
 

 

Objectives 

To provide sufficient support and assistance for young workers.  To meet the requirements of The Management of Health & Safety at Work Regulations. 

Who is at risk? 

Young staff 

Instructions 

Staff and management must be aware of the vulnerabilities and needs of young workers at all times 

Building Area/Room Type of Activity 
 

 
 

  

 
 

  

 
 

  

 

For each item check ‘yes ‘ or ‘no’ accordingly.  If your answer is ‘yes’ move onto the next item.  If ‘no’ look at the ‘potential risks’ and ‘possible action’ and decide 

whether the possible action is the right course of action.  If it is, check the ‘as per possible action’ box and move onto the next item. 
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Risk item Yes  No Potential risk Possible action Action taken - /X 

Young workers 

Accidents as a result of 
inexperience or lower 
perception of risk 

  A range of injuries 
work 

Limiting hours of to 48 hours per week 
maximum 

 As per ‘possible action’ 

 Other 

Exclusion from heavy manual activity  
 

 As per ‘possible action’ 

 Other 

Exclusion from any potentially dangerous 
activities until full induction training and 
supervised experience has been completed 
 

 As per ‘possible action’ 

 Other 

Supervision and training required 
 

 As per ‘possible action’ 
 

 Other 

Provision of protective clothing and 
equipment 
 

 As per ‘possible action’ 
 

 Other 

Provide longer breaks if requested 
 

 As per ‘possible action’ 
 

 Other 
 

Other 
 

     As per ‘possible action’ 
 

 Other 
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SECTION 10:  NEW AND EXPECTANT MOTHERS 

Aims 

1. To provide sufficient physical comfort and support for new or expectant mothers and help prevent 

them suffering any strain or exertion injuries 

2. To comply with EC Directive on Pregnant Workers (2185/EEC) 

Guidance on how to use this section 

Ensure that the nature of tasks are changed or reduced to take account for all new or expectant mothers.  It 

may also be necessary to reduce the amount of physical work, or provide aids for her in future to reduce the 

risks she faces. 

Ensure that hours of work and the volume and pacing of work are not excessive and that, where possible, 

the employees themselves have some control over how their work is organised. 

Longer more frequent rest breaks will help to avoid or reduce fatigue.  Adjusting workstations or work 

procedures may help remove postural problems and risk of accidents. 

Ensure that pregnant workers are excluded from working at heights and in working in tightly fitting 

workspaces. 

Workstations may need to be adjusted to take account of increased abdominal size, particularly during the 

later stages of pregnancy. 

Dexterity, agility, co-ordination, speed of movement, reach and balance may also be impaired and an 

increased risk of accidents need to be considered. 

The risk assessment will be carried out by Barbara Senior. 
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Appendix 1 

THE FOREST SCHOOL ACADEMY TRUST – HEALTH & SAFETY AUDIT FORM 

Name: ............................................... Date:  ………………………………………. Position  

 

  STANDARD 
MET? 

RECOMMENDATION 

1. Documentation   

1.1 Health & Safety Manual & Policy available 
and complete. 
 
Guidelines – Ensure that all declarations 
and documents are in place and signed off.  
These include risk assessments and staff 
training records.  There needs to be 
evidence that the manual is a working 
document. 
 

  

2. Management Monitoring   

2.1 Appropriate and periodical monitoring of 
health & safety by nominated staff. 
 
Guidelines – Safety habits need to be 
observed and deficiencies acted upon. 
 

  

2.2 Other.   

3. Staff feedback on Safety   

3.1 A system of consultation with employees 
should be in place (to include effective 
representation for employee safety). 
 
Guidelines – Consultation can be 
represented by any means that canvasses 
the views of staff e.g. periodical 
meetings/questionnaires etc. 
 

  

3.2 Other.   

4. Expectant and New Mothers   

4.1 A policy is needed for expectant 
mothers/new mothers returning to work? 
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Guidelines – Risk assessment should be 
carried out to determine needs and 
arrangements.  Evidence of policy in place. 
 

5. Contractor Control   

5.1 Service contractor details recorded in 
health & safety manuals are complete and 
up to date. 
 
Guidelines – This is a list of contractors 
dealing with work they do and any 
certificates of accreditation. 
 

  

5.2 Other.   

6. Safety Training/Information   

6.1 Health & Safety training requirement is 
identified in Company Health & Safety 
Policy. 
 
Guidelines – Should detail who needs to 
be trained in which are of safety at which 
point in time after induction. 
 

  

6.2 Staff have received induction training 
before starting work. 
 
Guidelines – Documented evidence is 
needed to prove training has been 
completed. 
 

  

6.3 Information relating to Health & Safety 
displayed on staff notice board.  Staff 
understand health & safety reporting 
procedures. 
 
Guidelines – Minimum requirement is the 
statutory health & safety poster.  Ask staff 
if they are kept up to date with safety 
issues. 
 

  

6.4 Staff have received refresher training. 
 
Guidelines – Documented evidence is 
needed to prove training has been 
completed. 
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6.5 Other.   

7. Incidence Reporting   

7.1 Accident Book available, up to date and 
being correctly used. 
 
Guidelines – Hazards and near misses also 
need to be report and investigated. 
 

  

7.2 Sufficient action being taken in respect to 
identified injuries (i.e. help prevent these 
accidents from occurring again). 
 
Guidelines – In particular have the causes 
of incidents been follow up. 
 

  

7.3 Other.   

8. First Aid   

8.1 First aid kit/s available at appropriate 
locations. 
 
Guidelines – Each employee should be in 
easy reach of first aid facilities. 
 

  

8.2 First aid kit available and contains 
adequate stock including sterile dressings 
and plasters. 
 
Guidelines – Should be appropriate to 
type of business.  May include eye 
irrigation and burn relief products. 
 

  

8.3 A company first aider or appointed person 
nominated. 
 
Guidelines – As a minimum, an appointed 
person should take charge when someone 
is injured or ill and look after the first aid 
equipment. 
 

  

8.4 Other.   

9. Facilities   

9.1 Provision of sufficient rest room and staff 
facilities. 
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Guidelines – The presence of hot and cold 
running water, soap hand drying and toilet 
facilities, and good condition of these 
areas. 
 

9.2 Staff facilities and restrooms clean and in 
full working order. 
 
Guidelines – Evidence of cleaning and 
disinfection to a high standard. 
 

  

9.3  Other   

10. Structure/Ventilation/Light   

10.1 Walls, flooring, cabling and ceilings in 
adequate state of repair. 
 
Guidelines – Standards need to be 
sufficient to prevent safety hazards, this 
includes handrails and stairs. 
 

  

10.2 Ventilation provided is suitable for 
adequate working conditions. 
 
Guidelines – The temperature range of 
most workplaces should be between 19.4 
and 22.8 degrees Celcius.  The minimum 
temp should be 16 degrees Celcius after 
the first hour of working. 
 

  

10.3 Lights in good order and providing enough 
light. 
 
Guidelines – Sufficient illumination for 
adequate working conditions.  The 
recommended level for most workplaces is 
200 lux. 
 

  

10.4 Other.   

11 Work Equipment – Lifts & Hoists   

11. Work equipment listed (risk items only) 
and maintenance schedule available for 
each item listed. 
 
Guidelines – Include: Guillotines; lathes; 
jacking or lifting tackle; drills, compressed 
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air equipment; electric or gas welding; 
lifts; ramps; abrasive wheels; wood 
working machinery; hand-tools. 
 

11.2 Examination reports are available with 
respect to lifts and hoists – 6 monthly to 
annually. 
 
Guidelines – Must be signed off and detail 
any action required.  Evidence of remedial 
work completed / no outstanding work 
needed. 
 

  

11.3 Examination reports are available for 
pressure vessels including boilers (written 
examination and associated reports). 
 
Guidelines – Must be signed off and detail 
any action required.  Evidence of remedial 
work completed/no outstanding work 
needed. 
 

  

11.4 Other   

12 PPE   

12.1 A list of PPE identified to be worn for 
specific tasks. 
 
Guidelines – Appropriate to the task, 
available and in good repair. 
 

  

12.2 Staff trained in how to use PPE where 
appropriate. 
 
Guidelines – Should detail who needs to 
be trained in and the nature of the training 
received. 
 

  

12.3 Evidence that PPE is used when necessary. 
 
Guidelines – Look for evidence of wear on 
the PPE, should be accessible. 
 

  

12.4  Other   

13 Electrical/Gas/Water   
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13.1 Electrical installation certified in the last 
12 months. 
 
Guidelines – Must be signed off and detail 
any action required.  Evidence of remedial 
work completed/no outstanding work 
needed. 
 

  

13.2 Portable appliance register is up to 
date/tests have been undertaken. 
 
Guidelines – PAT testing by a competent 
person. 
 

  

13.3 Maintenance records with respect to gas 
appliances are available and complete. 
 
Guidelines – Must be signed off by a 
GasSafe registered contractor within the 
last 12 months.  Evidence of remedial 
work completed/no outstanding work 
needed. 
 

  

13.4 Potable water must be provided for all 
staff. 
 
Guidelines – Source must be mains supply.  
Water storage should consider control of 
legionellosis (risk assessment). A register 
of negative results must be available. 
  

  

13.5 Electrical procedures such as isolation and 
“no live working” are being followed. 
 
Guidelines – look out for exposed wires, 
unlocked or expose electrical junctions. 
 

  

13.6 Other   

14 Stopping falls   

14.1 List of ladders, tower scaffolds etc. 
available. 
 
Guidelines – Ideally these records should 
be kept in the Health & Safety Manual. 
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14.2 Log sheet available for each ladder, tower, 
scaffold etc. 
 
Guidelines – Should include identify codes 
for each piece.  Ideally these records 
should be kept in the Health & Safety 
Manual. 
 

  

14.3 Copy of maintenance agreement for 
ladders, tower scaffolds etc. (6 monthly 
for hydraulic lifts). 
 
Guidelines – Must be signed off and detail 
any action required.  Evidence of remedial 
work completed/no outstanding work 
needed. 
 

  

14.4 Condition of ladders is satisfactory 
 
Guidelines – Back rungs must be fitted 
from 2 metres up.  Check the integrity 
bolts and fixings.  Assess overall structure 
– look out for buckled or twisted frames, 
loose, or damaged rungs. 
 

  

14.5 Hydraulic lifts, tower scaffolds and 
tallesopes chained and locked when not in 
use. 
 
Guidelines – Ideally these records should 
be kept in the Health & Safety Manual. 
 

  

14.6 Training of tower scaffold, hydraulic lift 
and tallescope use consistent with 
Company policy. 
 
Guidelines – Ideally, these records should 
be kept in the Health & Safety Manual. 
 

  

14.7 Other.   

15 Hazardous Substances/Asbestos   

15.1 COSHH assessment available for all 
chemicals used. 
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Guidelines – Ideally should be provided by 
the chemical suppliers and kept in the 
Health & Safety Manual. 
 

15.2 Asbestos survey taken place (if applicable). 
 
Guidelines – Must be signed off and detail 
any action required.  Evidence of remedial 
work completed/no outstanding work 
needed. 
 

  

15.3 Other.   

16. Noise at work   

16.1 Noise at work assessment is available. 
 
Guidelines – Applicable if the level of 
noise exceeds 90 decibels. 
 

  

16.2 Noise at work assessment is being 
implemented (if applicable) 
 
Guidelines – Evidence to show what is 
being done to keep noise below 90 
decibels or provision of PEP noise 
protection. 
 

  

16.3 Other.   

17 Manual handling   

17.1 All manual handing activities of 
significance have been suitable assessed 
and up to date. 
 
Guidelines – Applies to repetitive manual 
handling activities and those involving 
twisting or heavy loads. 
 

  

17.2 Controls identified in the manual handling 
risk assessment are being implemented. 
 
Guidelines – includes provision of lifting 
aids and implementation of training 
received. 
 

  

17.3 Manual handing training has been 
implemented (where necessary). 
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Guidelines – Should detail who needs to 
be trained in manual handling and the 
nature of the training received. 
 

17.4 Other.   

18 Computer operator safety   

18.1 Display screen equipment risk 
assessments. 
 
Guidelines – Should be available for all 
users of visual display equipment. 
 

  

18.2 Adequate furniture for safe use of 
computers. 
 
Guidelines – Should include supporting 
chair, mouse wrist rests, foot/lumbar 
support provided for each user as and 
where necessary. 
 

  

18.3 Environmental conditions set for safety of 
the computer operator. 
 
Guidelines – Should include correct height 
of the screen, sufficient working space – 
minimum of 11 metres of workspace etc. 
 

  

18.4 Other   

19 Refuse   

19.1 Waste collected regularly and not allowed 
to accumulate or cause a health risk. 
 
Guidelines – Housekeeping and 
cleanliness maintained to a high standard. 
 

  

19.2 Other.   

20  Pest Control   

20.1 Signs of active/current infestations 
 
Guidelines – If an active infestation is 
present, evidence it is under control and 
treatment applied. 
 

  

20.2 Other.   
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Appendix 2 

Risk Assessment Summary Form (to be completed by all Subject Leaders) 

HAZARD RELEVANT? ACTION REQUIRED ADEQUATELY 
CONTROLLED 

1. Slips, trips and falls    

2. Manual Handling    

3. Work equipment    

4. Personal protective equipment    

5. Display screen equipment    

6. COSHH    

7. Electrical safety    

8. Gas safety    

9. Working at heights    

10. Lifts and hoists    

11. Young persons    

12. New or expectant mothers    

13. Other    
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Appendix 3 

 

HEALTH AND SAFETY IN OFFICES 

Introduction 

The Forest School Health and Safety Manual is produced in accordance with the Health and Safety at Work 
Act 1974(Section 2), Workplace health, Safety & Welfare Regulations 1992.  
 
This Health and Safety Handbook has been produced to be a ‘user friendly’ guide for all staff.  All staff must 
take the time to read and understand the University’s health and safety documents. 
 
The Health and Safety Handbook is available in the School main office and on-line. This handbook will be 
revised in line with any changes to the government regulations/guidelines.    
 
All members of the school will be given a copy of this handbook, which they should read and understand. A 
copy will also be sent by email that can be read on screen and the web addresses identified easily accessed. 
 
Health and safety at work act 

Legal Requirements 

The Legal requirements as outlined in the School’s Health and Safety Policy identifies that under the 
Workplace Health, Safety and Welfare Regulations 1992, that it is the employers responsibility to ensure the 
health, safety and welfare at work of all employees.   
 
In addition, it is the responsibility of the Headteacher to make necessary arrangements to ensure the health, 
safety and welfare at work of all employees. 

General requirements 

Environment 

The place in which you work should:  
 

 Be a safe, clean and comfortable place. 
 Have good ventilation with a source of Fresh or Purified’ air. 
 The office should attain a minimum legal temperature of 16°C after the first hour.  
 An ideal temperature is between 18°C -20°C but should not be higher than 27°C. 
 Lighting should be good and appropriate and sufficient for the job. 
 Space – everyone should have at least 11 cubic metres of working space and floor area of 3.66 Square 

metres. 

Sickness 

On the first day of sickness/illness, you should contact your line manager.  If you are absent through sickness 
for up to 5 working days (7 days including Saturday and Sunday) you should complete a Self-Certificate SC1 
which is available via your line manager or HR Administrator.  This should be completed and sent to HR no 
later than the 8th calendar day of sickness.  A doctor’s certificate is required for more than 7 days sickness.  
Long term sickness/injury absence occurs when a employee is absent form work for a continuous period of 
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3 weeks or more.  Where it is clear at the outset or becomes clear after a time that the absence will be long 
term, a referral can be made to Occupational Health. 

Accident/hazard reporting 

 
Any accident/incident or hazard must be reported immediately.  
 
You should: 

 Contact the nearest First Aider.  (Call MI) 

 Make safe any equipment involved where safe to do so. 

 For emergencies ring main school during normal working hours or 999 at any other time. 

 Contact the Duty First Aider if either the accident has caused the injured party to attend hospital 
and/or in the event of a dangerous occurrence 

 As soon as immediate action has been carried out, the accident/incident must be reported by the 
member of staff present using the School’s Accident Book.  Accident report book is available from 
the Facilities team. 

Fire  

 
Fire prevention is the key.   
 

 Smoking – This School has a `No Smoking’ policy and this applies to staff, students and visitors. 

 Paper - The School holds a lot of paper.  Care should be taken that this is stored properly and not 
next to electrical equipment and/or sources of heat. 

 Electrical circuits are not overloaded. 
 

Fire action 

 
On discovering a fire you should: - 

 Sound the alarm. All staff should familiarise themselves with the location of the alarm nearest to 
them – it is a RED BREAKGLASS UNIT 

Fire evacuation procedures 

Upon hearing the fire alarm you must: - 
 Vacate the building using the nearest fire exit. Head towards the main playground – the schools Fire 

Assembly Point, unless directed otherwise 
 Never stop to collect personal belongings. 
 Never use a lift  
 Do not run. 
 You should NEVER re-enter the building until it is safe to do so and you have been given the ‘all clear’.  

 
Remember you must always vacate the building when you hear the fire alarm, unless you know it’s a fire 
alarm test. Test times are termly.  These procedures are repeated on the last page of the handbook for easy 
reference. 
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DSE (display screen equipment) 

If you have a fixed workstation: 

Your workstation should be set for you. The location of the monitor and keyboard should be so that you 
body/spine is straight and not stretched unnecessarily. The desk and keyboard should be so that your arms 
are parallel to the keyboard. This helps to avoid strain on the wrists. Wrist rests are available if required. The 
School’s assessor will be able to advise you.  
 
Monitors should be free from glare, flickering and noise.   Hoods and screen filters can be used to help reduce 
glare. 
 
It is helpful to take a break at regular intervals when working on a lengthy document or a DSE task that takes 
more than 30 minutes to complete. This does not mean you have to stop working but to change the type of 
task you do. Perhaps to do some filing, photocopying or other manual task. 
 
Dedicated DSE users are entitled to a contribution of £49 (this amount equates to the cost of basic frames 
and lenses) towards the cost of special spectacles for DSE work if, following an eye test, the optician confirms 
that their ordinary prescription is not suitable for the prescribed distance the screen is viewed at.  HR will 
advise you on how to claim. 
 

Other office equipment 

 
All office equipment should be in good order and qualified people should carry out any repairs to any piece 
of office equipment. 
 

 Chairs should be at the correct height for you and should be adjusted in line with the workstation, 
monitor and keyboard. If you have special needs regarding your chair i.e. back problems, you should 
speak to HR to identify the correct chair for your needs. 

 

Lifting and handling 

Lifting/Moving 

Care should be taken when lifting or handling heavy or bulky objects in the office. Do not try to lift or move 
something that is too heavy. Assistance should be sort if the item is too large or bulky. Site staff should be 
contacted to assist in the moving of furniture, large amounts of post, confidential shredding etc.   

Paper Cuts  

One of the most common accidents is that of Paper Cuts. Take care when handling paper, files or other 
documents, try not to run your fingers along the edges of the paper. If you need to cover the cut, you can 
find a plaster in the first aid box. 
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First aid 

  
The First Aid box is located in the First Aid Room. A list of First Aiders is displayed in the Staff Room and main 
school office 
 

Electrical safety 

 
All fixed and portable electrical equipment has to conform to the Electricity at Work Regulations 1989, the 
Provision and Use of Work Equipment Regulations 1992 and must be wired to the IEE Regulations (16th 
Edition). 
 
The School uses a Specialist Contractor trained to carry out the testing of portable electrical equipment and 
electrical equipment such as plugs, cables etc are inspected regularly. If you have any problems with any of 
your electrical equipment, PC, plugs, fans etc. you should inform the site team on 
maintenance@forest.academy 
 

Security 

 
The site team deal with the main School’s security. They also have other responsibilities within the school, 
such as managing the cleaning contractor, reports etc.  
 
All staff should note the following: - 
 

 You should be able to produce your staff identification card on request. 
 You should not leave personal belongings unattended. 
 If you are working after normal working hours let the site team office know. 

 

Good practice 

 
Good practice is really good housekeeping. If you re-arrange your work area, you should always have safety 
in mind. 
 
You should be aware of the following: - 
 

 Safe storage – shelves should not be overloaded and at a reasonable height. Access to high shelves 
should be by use of a step stool. You should not over-stretch yourself. 

 Do not leave any materials or equipment where people may trip or fall over them. 
 Do not use a chair to reach high places, the step stool should be used. 
 Take care when using a stapler especially if it has jammed. Care should be taken on opening and or 

re-filling it. 
 Hair, jewellery and clothing should be kept away from Photocopiers and Printers. 
 Filing cabinets should be stable and care should be taken when opening and closing the drawers. 

mailto:maintenance@forest.academy
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Training 

 
The School provides every member of staff with the opportunity to obtain training in range of Health and 
Safety aspects. For example: 
 

 First Aid courses 

 Manual Handling 

 Ladder training 
 
Your training for the required courses will be arranged with you. Information on other courses should be 
discussed with your line manager and approved by the Business Manager  
 

General well being 

 
We offer staff the Bike to Work scheme to support healthy living.  Staff also have the option of an annual 
Birthday day* (terms and conditions apply). 
 
Useful web sites 
 
Here are a few useful web sites.  

Health and Safety Executive http://www.hse.gov.uk/ 

Riddor – Accident Reporting http://www.riddor.gov.uk/info.html 

 
Useful contacts 

Health and Safety Advisor: Barbara Senior 

telephone: ext. 3004  email: maintenance@forest.academy  

 

Any Health and Safety Issues should be addressed to Barbara in the first instance  

Senior First Aid:  Charlotte Deer  ext. 1044 email: cdeer@forest.wokingham.sch.uk 

School Site Services Office  email: maintenance@forest.wokingham.sch.uk 

http://www.hse.gov.uk/
http://www.riddor.gov.uk/info.html
mailto:cdeer@forest.wokingham.sch.uk
mailto:maintenance@forest.wokingham.sch.uk
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Fire Evacuation Procedures 

 

IN THE CASE OF FIRE:  GO TO THE NEAREST RED BREAK GLASS UNIT AND PRESS 
 
WHEN THE ALARM SOUNDS –  inform occupants in a calm but assertive manner and evacuate the area taking 
the closest and safest exit.  Pupils will evacuate buildings in an orderly fashion under the direction of staff 
who will remain responsible for the whole class until they are at the assembly point where Tutors and Heads 
of Year assume responsibility. 
 

 If you have time, shut doors as you exit your classroom.  Do not stop for student belongings.  Leave your 
classroom unlocked so that checks can be made for unaccounted personnel or for fire personnel to enter.   

 Students will line up in the areas marked at the Assembly Point.  They will be instructed to stand still and 
silently to ensure an accurate register can be taken.  Tutors to check groups and report to the Head of 
Year any absentees which will be checked against the signing out book and Sims.  It is essential that all 
staff and students are accounted for. 

 Do not re-enter the building until give then ‘all clear’ to do so by the Head Teacher.  Dismissal from the 
Assembly Point will be guided by SLT. The process of dismissal should also be in a controlled manner. 

 All staff without fire drill responsibilities to gather at assembly points in departmental groups. 

 Guard against complacency on the children’s part and maintain a consistent following of these 
instructions. 

 Fire Engines will enter by main entrance, come through car park and down fire path (depending on 
location of fire). 

 Visitors remain with you but you must report them to the Receptionist 

 Reading Football Club staff to assemble as a group and report all present to the Receptionist. 

 SEN department staff to report to SENCO. 

 Receptionist to call the Library to notify all staff there. 

 Receptionist to Main Entrance. 

 If an alarm sounds after school hours all colleagues must evacuate the building to the normal assembly 
points and ensure any remaining students accompany them until the Headteacher (or Site Staff) 
dismisses them. 

 

Fire Drill – Visitors  

Would you please adhere to the following procedure when responding to a fire alarm bell and you have a 
visitor/s with you. 
 
Escort the visitor/s to the designated meeting area adjacent to the tennis courts and assemble in front of 
the rear of the Core Block.  It is essential that you then escort your visitor/s to the Receptionist to enable a 
quick check against the signing in book. 
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Fire Positions 

 
ENGLISH BLOCK 

     
             

 FIRE ROAD/STAFF/VISITORS 
        

 
YEARS 12/13  YEAR 11  

         

 

 

 

               
        YEAR 10  YEAR 9                   
     

 

 

 

 

        
        YEAR 8   YEAR 7   
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Appendix 4 

 

Health and safety 
checklist for classrooms 
 
 

How this checklist can help you 
 
School premises are a valuable resource for local communities and are increasingly being used for 

extended services. 

 
Health and safety in a school is about taking a sensible and proportionate approach to ensure the 

premises provide a healthy and safe place for all who use them, including the school workforce, 

visitors and pupils. 

 
Because written risk assessments are not required for every classroom activity, this checklist is being made 

available for use as required. It is not mandatory, but is intended as a helpful tool. Schools may choose other ways 

to comply with health and safety legislation and ensure staff and children are safe. 

 
School-wide measures should be in place to deal with the real risks, so that teachers and support staff do 

not need to produce written assessments for an ordinary classroom – unless new activities lead to 

additional risks. 

 
Members of staff can use this checklist to help ensure ordinary classrooms meet minimum health and safety 

standards. However, the results and findings from completed checklists will provide a useful resource to the 

school management team when reviewing their whole-school risk assessments. 

 
The checklist is a tool for school staff to raise awareness of areas of concern in a classroom. Employers in the 

education sector, whether they are a local authority, governing body, trust or proprietor, have wider responsibilities 

under health and safety law (see www.hse.gov.uk/services/education for further advice). 

 
This checklist covers the most common areas of concern/risk in ordinary classrooms, but is not 

exhaustive. It does not cover drama and sports facilities or specialist classrooms, including laboratories, 

art, IT, design and technology facilities or pupil referral rooms. 
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Using the checklist 
 
It can be used by class teachers, teaching assistants, premises staff or department heads – those running 

the school can decide how best to use the checklist in their school. It can be used as required, for example 

at the start of a term to provide reassurance to teaching staff that the most common areas of risk in the 

classroom are being adequately controlled. 

 
It is designed to be helpful and quick and easy to use but there is no obligation on staff to use it. If an issue is not 

relevant to a classroom, simply mark it as ‘N/A’ (not applicable) and move to the next question. There is space at 

the end to list any additional issues. 

 

Further information 
 
HSE’s homepage (www.hse.gov.uk/) has information on general topics to help employers and teaching staff 

comply with health and safety law. We have specific web pages for education, which provide guidance on 

the common types of risks within the sector (www.hse.gov.uk/services/education). 

 
The Department for Education, Welsh Assembly Government and Scottish Government have guidance for 

schools on health and safety: 

 
■ England: www.education.gov.uk/schools/ adminandfinance/healthandsafety  
■ Wales: www.wales.gov.uk/topics/ educationandskills/allsectorpolicies/healthandsafety  
■ Scotland:  

www.scotland.gov.uk/topics/education/schools 

 
The Health and Safety Executive has developed this checklist, through a public consultation, to help schools 

comply with health and safety law. It has been produced in consultation with: 

 
■ Department for Education (DfE), England;  
■ Department for Children, Education, Lifelong Learning and Skills (DCELLS), Welsh Government;  
■ Learning Directorate, People and Places (LDSG), Scottish Government; 

■ Department for Communities and Local Government (DCLG), England; 

■ trade unions. 
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  Health and Safety 

  Executive 

      
   Further   

   action   

Questions you should ask: Yes needed N/A  

Movement around Is the internal flooring in a good condition?     

the classroom 
     

Are there any changes in floor level or type of flooring that need to be highlighted?     

(slips and trips) 
     

Are gangways between desks kept clear?     
     
      

 Are trailing electrical leads/cables prevented wherever possible?     
      

 Is lighting bright enough to allow safe access and exit?     
      

 Are procedures in place to deal with spillages, eg water, blood from cuts?     
      

 For stand-alone classrooms:     

 ■ Are access steps or ramps properly maintained?     

 ■ Are access stairs or ramps provided with handrails?     

Work at height Do you have an ‘elephant-foot’ stepstool or stepladder available for use where     

(falls) necessary?     

 Is a window-opener provided for opening high-level windows?     
      

Furniture and Are permanent fixtures in good condition and securely fastened, eg cupboards, display     

fixtures boards, shelving?     

 Is furniture in good repair and suitable for the size of the user, whether adult or child?     
      

 Is portable equipment stable, eg a TV set on a suitable trolley?     
      

 Where window restrictors are fitted to upper-floor windows, are they in good working     

 order?     

 Are hot surfaces of radiators etc protected where necessary to prevent the risk of burns     

 to vulnerable young people?     

Manual handling Have trolleys been provided for moving heavy objects, eg computers?     
      

Computers and If you use computers as part of your job, has a workstation assessment been completed?     

similar equipment 
     

Have pupils been advised about good practice when using computers?     
      

Electrical Are fixed electrical switches and plug sockets in good repair?     

equipment and 
     

Are all plugs and cables in good repair?     

services 
     

Has portable electrical equipment, eg laminators, been visually checked and, where     
     

 necessary, tested at suitable intervals to ensure that it’s safe to use? (There may be a      

 sticker to show it has been tested.)     

 Has any damaged electrical equipment been taken out of service or replaced?     
      

Asbestos If the school contains asbestos, have details of the location and its condition in the     

 classroom been provided and explained to you?     

 Have you been provided with guidance on securing pieces of work to walls/ceilings that     

 may contain asbestos?     

Fire If there are fire exit doors in the classroom, are they:     

 ■ unobstructed;     

 ■ kept unlocked; and     

 ■ easy to open from the inside?     

 Is fire-fighting equipment in place in the classroom?     

 Are fire evacuation procedures clearly displayed?     
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 Are you aware of the evacuation drill, including arrangements for any vulnerable adults or     

 children?     

Workplace Does the room have natural ventilation?     

(ventilation and 
     

Can a reasonable room temperature be maintained during use of the classroom?     

heating) 
     

Are measures in place, for example blinds, to protect from glare and heat from the sun?     
     
      

 

This is not an exhaustive list and you should identify any other hazards associated with the daily use of the 

classroom in the space overleaf, including any further actions needed. If necessary, discuss this with your 

head teacher or employer. 

 
  Health and Safety 

  Executive 

     
   Further  

   action  

Additional issues Yes needed N/A 

     

     

     

     

     

     

     

     

     

 
Further action needed 

 

Hazards noted: Action taken and when:  
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Name (and position): Signature: Date: 

   

Location/name of classroom:   

   
 
For information about health and safety, or to report inconsistencies or inaccuracies in this guidance, 

visit www.hse.gov.uk/. You can view HSE guidance online and order priced publications from the 

website. HSE priced publications are also available from bookshops. 

 

This checklist can be found online at: www.hse.gov.uk/risk/classroom-checklist.htm. 

 

© Crown copyright If you wish to reuse this information visit www.hse.gov.uk/copyright.htm for details.  
First published 08/11. 
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Appendix 5 

Fire Positions for Covid 19 Risk Assessment  

 

ENGLISH BLOCK 

                 

 FIRE ROAD/STAFF/VISITORS 

        

 

YEAR 11  

         

        

 YEAR 9    YEAR 10                   
                                                                    

                                                                                                                 

                  YEAR 

                  12/13 

                  YEAR 8               YEAR 7   

         

 

 

 

 

        

Please note that teachers will stay with taught classes and not tutor groups. 


