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1. General Statement Of Intent
Downside School believes that excellence in the management of health and safety is an essential
element within its overall organisational strategy – a good health and safety record goes hand in hand
with high productivity and quality standards. As a Catholic Benedictine school, a high value is placed
on the welfare of all members of the School community.
It is the policy of Downside School to ensure, so far as is reasonably practicable the health, safety and
welfare of all employees, pupils, parents, visitors, contractors and members of the public who may be
affected by Downside School activities. Downside School recognizes that this is a regulatory policy. This
policy and its effectiveness will be reviewed regularly by governors – at least annually – and will be
amended as necessary according to the latest statutory guidance and advice. It follows the guidance in
the Departmental document for Health and Safety responsibilities and powers as detailed in the
Organisation and Management DfES/0803/2001, (DfE-Department for Education) that clarifies
responsibilities for Schools under existing health and safety legislation.
People are the most important asset to this school and therefore we are totally committed to ensuring
their health, safety and welfare at all times. From an economic point of view, the school believes that
prevention is not only better, but also cheaper than cure. There is no necessary conflict between
humanitarian and commercial consideration. A financial benefit and safety are not in competition. On
the contrary, safety is good business.
The School is committed to ensuring that it complies with all relevant health and safety legislation and
where it is reasonably practicable to do so, the school will strive to go beyond the requirements of
legislation. To achieve this, the School will provide the necessary resources and will seek the cooperation of all its employees for the purposes of implementing this policy. Moreover, the School will
also ensure all employees are adequately qualified and experienced to allow them to carry out their
work safely and without risk.
The School is committed to ongoing monitoring and review processes, so that continual improvement
in the management of health and safety can be achieved. Our general intentions are:








To provide adequate control of the Health and Safety risks arising from our work
activities;
To consult with our employees on all matters affecting their Health & Safety;
To provide and maintain safe equipment;
To provide information, instruction and supervision for employees;
To prevent accidents and cases of work related ill health;
To maintain safe and healthy working conditions; and
To review and revise this policy at regular intervals.

Signed:

Signed:

Head Master:

Chair of Governors

Date:

Date :
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2. Organisation
Downside School is an independent, co-educational boarding and day school for pupils aged 11 to 18
and one of England's oldest and most distinguished Catholic schools, located in Stratton-on-the-Fosse.
The school is located within the estate of a monastery which also provides an operational church and a
library, both of which are open to the public at specific times.
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3. Responsibilities
BOARD OF GOVERNORS
The Trustees have delegated responsibility to the Board of Governors to oversee Health & Safety
matters by ensuring that the health and safety policy and associated procedures are in operation at all
times and monitor its adequacy.
As the School’s governing body, the Board carries delegate responsibility for the health and safety of
employees, students and other individuals whilst on school premises and in other places where they
might be affected by the School’s operations.
Overall and final corporate accountability for health and safety is retained by the Trustees in their role
as directors of the Downside Abbey General Trust (Company Limited by Guarantee).
The Board itself is required:
 To satisfy itself that the School has an appropriate written statement of policy on health and safety
and effective arrangements for the implementation of that policy;
 To ensure that adequate resources for health and safety are provided.
In discharging these responsibilities, the Board will:
 Receive regular reports on health and safety from the Senior Leadership Team.
 Be notified of any untoward incidents carrying a major risk to health and safety.
 Be notified of any enforcement action taken against the School by the enforcing authorities.

HEAD MASTER
The Head Master shall retain overall responsibility for the health, safety and welfare of all employees
within Downside School and delegates operational responsibility through the existing management
structure.
The responsibilities include:
 Ensuring the School has access to competent Health and Safety advice as required by the
Management of Health and Safety at Work Regulations 1999.
 Ensuring that there exists an effective policy for Health and Safety management, supplemented
by additional documents as necessary, and that these documents are implemented throughout
the school.
 Ensuring this policy is routinely reviewed on an annual basis to ensure the arrangements for
health and safety remain current and valid.
 Ensuring that necessary resources and information is made available for the policy to be
effectively put into practice.
 Ensuring that employees carry out their respective duties regarding health and safety within their
areas of control.
 Co-operating and assisting, as necessary, with all enforcing authorities and any other external
body concerned with Health and Safety in the course of their duties.
 Set a high personal standard of safety, health and welfare awareness
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DEPUTY HEAD MASTER AND CHIEF EXECUTIVE OFFICER
As members of the Senior Leadership Team the Deputy Head Master and Chief Executive Officer hold
responsibility for fire and health and safety and have the delegate authority of the Head Master to ensure
that the requirements of Downside School’s Health and Safety Policy are met.
The Deputy Head Master and Chief Executive Officer are directly responsible for the sound and effective
day-to-day management of the health and safety arrangements within the School.
The organisation for Health and Safety of the School will also include sub division into smaller
operational units administered by the Senior Leadership Team. These Personnel will have principal line
management responsibility for implementation of the School’s Health & Safety Policy in their areas of
control. In practice Directors and Heads of Departments may delegate the performance of health and
safety duties as described above to their Staff as appropriate, but will nevertheless provide a clear and
decisive lead to ensure that adequate arrangements are in place to discharge their responsibilities.
The responsibilities include:
 Ensure that the duties and responsibilities for safe working are properly assigned, accepted and
understood by all personnel working in or entering the School.
 Budget for adequate resources to fully implement the health and safety policy.
 Ensure that the health, safety and welfare arrangements provided are maintained and available
at all times.
 Ensure that the Head Master and Board of Governors are kept informed of any issues that may
arise from the Health & Safety Management Committee Meetings.
 Take responsibility, as far as is reasonably practicable, for implementing any recommendations
arising from any risk assessment carried out within the School. Where recommendations cannot
be actioned take responsibility for informing the Headmaster.
 Ensure that all accidents and near misses are reported and investigated to determine if further
controls are necessary to prevent a re-occurrence.
 Ensure that Health and Safety training is provided to all new employees as part of the School’s
overall training programme.
 Ensure that all employees have been briefed on and understand the Health and Safety Policy
along with any safe working systems/procedures relevant to their work.
 Ensure employees have access to all necessary and relevant information appertaining to their
health, safety and well-being at work.
 Carry out routine inspections and monitor the activities within the School, to ensure all equipment,
the working environment, local fire precautions and welfare arrangements satisfy the appropriate
standards.
 Set a high personal standard of safety, health and welfare awareness
 Informing the Charities Commission of any events that might be deemed Serious Incidents in
accordance with the Charities Commission Risk Framework.

Health & Safety Coordinator
The Health & Safety Coordinator is responsible for maintaining the Safety Management System
(SMS), tracking and monitoring to ensure that records are up-to-date, and to confirm that responsible
persons have discharged their duties & obligations. This ensures the completeness and timeliness of
our records and actions. They work closely with our external Health & Safety Advisors, who in turn
ensure that our records and actions, as performed by responsible persons, are of sufficient quality.
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HOUSE MASTERS, HOUSE MISTRESSES, HEADS OF FACULTY AND HEADS OF
DEPARTMENT
The House Masters, House Mistresses, Heads of Faculty and Heads of Department are responsible for
the management of fire and health and safety within their areas of authority and have the role of
building/area custodian for fire and health and safety.
The House Masters, House Mistresses, Heads of Faculty and Heads of Department set a positive
example and provide support and guidance to their staff, pupils and other workers so as to enable them
to maintain good standards of fire and health and safety practice and to implement best practice and
manage staff and student safety.
The House Masters, House Mistresses, Heads of Faculty and Heads of Department are responsible to
the Senior Leadership Team for the management of health and safety within their areas of control and
for ensuring effective implementation of the School’s health and safety policy and codes of safe working
practice.
To achieve this they will:
 Foster a health and safety culture in which health, safety and related welfare issues are seen as
essential and integral parts of the School’s activities to ensure effective governance on health and
safety issues.
 Ensure that health and safety policies and procedures are effectively implemented in areas under
their control.
 Ensure that a risk assessment of all activities/processes and substances has been undertaken,
are available to and understood by employees and that the requirements are implemented,
regularly reviewed and the results formally recorded where appropriate.
 Seek advice from the Senior Leadership Team on health and safety issues for which clarification
or assistance is required.
 Take prompt and appropriate action on any matters brought to their attention by the Senior
Leadership Team, Health and Safety Advisors, Staff or any other body.
 Ensure that sufficient information, instruction, training and supervision is given to staff to enable
them to carry out their duties in a safe and competent manner.
 Ensure that new members of staff receive induction, members of staff changing roles receive
appropriate training, and staff receive appropriate training when new equipment is installed.
 Assist in investigation and report all accidents, dangerous occurrences and near misses to the
Senior Leadership Team and ensure that appropriate remedial measures are taken to prevent a
reoccurrence. Ensure that arrangements are in place for regular monitoring, auditing and review
of health and safety performance
 Ensure that external contractors undertaking works on the premises comply with the Health &
Safety Policies, Procedures and rules of the School
 Co-operating and assisting, as necessary, with all enforcing authorities and any other external
body concerned with Health and Safety in the course of their duties
 Set a high personal standard of safety, health and welfare awareness
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HOUSE TUTORS AND HOUSE MOTHERS
House staff are crucial to the effectiveness of fire and health and safety management within the Houses.
They liaise with their Housemaster/Housemistress and are required to:
 Identify and report any hazards associated with their work, buildings and activities
 Try to remove these hazards where possible
 Foster and promote the development of safe working practices.
 Implement safety precautions to reduce the potential harm of any hazards that cannot be removed
 Inform, instruct and train relevant staff, pupils and third parties with regard to the required safety
precautions
 Review risk assessments periodically (at least annually), or in response to an accident or incident

ALL STAFF INCLUDING TEACHING AND ADMINISTRATIVE
Downside School personnel at every level have a responsibility for looking after their own health and
safety and that of others who may be affected by their acts or omissions.
To this end, members of staff have the following specific responsibilities for:


Conducting themselves in a manner conducive to their own safety and health and the safety of
others.



Complying with the School health and safety policies and procedures and with the arrangements
in place to control health and safety risks.



Co-operating with the School in complying with statutory obligations and approved codes of
practice.



Undertaking any health and safety training which is deemed necessary to secure the health,
safety and welfare of themselves or others.



Only using machinery, plant or equipment which they have been trained to use in the manner
for which they were designed and in accordance with the appropriate safety precautions.



Reporting all defects in plant and equipment through reporting channels.



Reporting all accidents and incidents immediately whether injury has been sustained or not, in
accordance with the School Accident, Incident, and Near Miss Policy.



Ensuring that the highest standards of house-keeping are maintained in their workplace.



Demonstrating their personal commitment to health and safety through the adoption of best
practice and encouraging those whom they supervise to do the same



Set a high personal standard of safety, health and welfare awareness
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HEALTH AND SAFETY MANAGEMENT COMMITTEE
The School Health & Safety Management Committee which meets at regular intervals is to interpret the
Trustees requirements and to implement these through the existing management structure.
The purpose of the Committee is:
 To provide a channel of communication through which members of the committee may raise
general matters relating to the health, safety and welfare of employees, students and visitors to
the School.
 To encourage co-operation between Personnel of the School, Board of Governors and Trustees
in order to improve the health and safety of staff at work.
 To provide representation from different areas of staffing responsibility within the School in
relation to awareness of Health & Safety issues.
 To advise on the development of policies, procedures and regulations which will safeguard the
health and safety, welfare and well-being of staff, students and visitors to the School and to
monitor their implementation.
 To receive reports from the Health & Safety Coordinator and External Health & Safety Advisors
on the completeness and quality of Health & Safety compliance, controls, policy and record
keeping within the School
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4. Arrangements
Arrangements for Implementing the Health & Safety Policy
Downside School’s strategy for fulfilling its Health & Safety requirements is through the implementation
of their Health & Safety Policy and this is made accessible to all staff. Downside School aligns with this
through the provision of Health & Safety procedures based on the relevant Codes of Practice, Guidelines
and Statutory requirements.
Health & Safety procedures are regularly reviewed and improved to take advantage of best practice,
learning from incidents (internally and externally) and changes in statutory requirements.
All work of a potentially hazardous nature, is subject to a risk assessment.
The implementation of the Health & Safety Policy is everyone’s responsibility, with management and
supervision at all levels leading the way. It follows the normal chain of responsibility and authority shown
on the School organisation structure.
All management within the School should familiarise themselves with the School Health & Safety Policy
and ensure that their staff comply with all relevant Health & Safety legislation and instructions. If and
where appropriate they wish to delegate any part of these duties to a colleague with special
responsibilities for safety, they may do so, always remembering that ultimate responsibility still lies with
that individual.
The School’s Health & Safety policy is administered by the Senior Leadership Team who are responsible
for the provision of a comprehensive infrastructure to support the Headmaster, Board of Governors and
Trustees in fulfilling their responsibilities. This infrastructure provides policies, procedures, information,
advice, training and audits.
Downside School will strive for excellence and continual improvement, so far as is reasonably
practicable, in the health, safety and welfare of its staff, students and visitors and others affected by its
activities.
Downside School considers that health and safety controls are about the management of risk and not
necessarily about the elimination of risk altogether. Health and safety controls are in place at the School
in order to enable activities to be undertaken in a reasonable and safe manner and are not established
to prevent activities which may contain an element of controlled risk.

Health and Safety Assistance
Downside School utilises the services of an external Health & Safety Consultancy Company to fulfil the
role of Health and Safety Advisors.
Downside will appoint Competent Persons to advise the Board of Governors, the Senior Leadership
Team and other School personnel on matters of health and safety, policy, management, good practice
and legislation and to assist us in meeting our health and safety obligations. The advisors will have
sufficient training, experience and knowledge or qualification to ensure that statutory provisions are met
and that Management are guided on how the safety policy can be adhered to, is accurate and relevant.
Working with the Health & Safety Coordinator, who shall ensure that duties and obligations are
discharged - “completeness”; The Health & Safety Advisors will augment such controls with regular
quality assurance sampling and oversight to ensure appropriate rigour and standards are met - “quality”.
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Child Protection
Downside School fully recognises its responsibilities for child protection. Whilst we strive to minimise
risk, we are fully aware that child protection risk cannot be eliminated.
Every complaint or suspicion of abuse from within or outside the school will be taken seriously and will
be referred to an external agency such as the Children’s Social Care department of the local authority
or the Police Child Protection Unit, without investigation by the school, which could compromise any
subsequent criminal investigation. In cases where a member of staff or volunteer may be implicated,
the matter will be referred by the Head Master to the Local Authority Designated Officer for Allegations
(LADO) within 24 hours.
Our policy applies to all staff, governors and volunteers working for and on behalf of the School (whether
on the School site or away from the School) and is available to parents on request. It is also published
on the School’s website.
The Downside School Child Protection Policy is available and known by staff and volunteers. Staff
training on Child Protection is updated on a three yearly basis by the Child Protection Officer. All new
employees and volunteer helpers are DBS checked in line with Downside School’s Child Protection
Policy.

The Child Protection Policy can be found on the Downside
www.downside.co.uk or is available from the Chief Executive Officer.

School

website

The Management of Outdoor Education, Visits and Off-Site Activities
Downside School seeks to ensure that every pupil has access to a wide range of educational
experiences as an entitlement. As part of this entitlement the School recognises the significant
educational value of visits and activities which place away from the immediate School environment.
School aims to enable this School to become an educational environment in which all members of the
School community can thrive, regardless of race, religion, culture, gender or individual need. We intend
to apply this aim to the planning and management of all visits and off-site activities.
Visits and off-site activities support, enrich and extend the curriculum in many subject areas, encourage
co-operation, teamwork and the application of problem-solving skills and develop independence and
self-confidence.
Residential opportunities, physical challenge and adventure can have a particular part to play in the
development of personal and social qualities for all young people. Outdoor education helps young
people to be physically active and to understand how to assess and manage risk.
The management of visits and off-site activities places particular responsibilities for the health and safety
and welfare of all participants on the Governing Body, Head Master, Educational Visits Coordinator
(EVC), party leader, members of staff and volunteers, pupils and parents.
Visits should:
 provide opportunities to learn and develop;
 provide opportunities to practice skills;
 develop pupils' social skills.
This policy applies and is provided to all employees and supervisors at the School and is available on
the School's website.

The Outdoor Education, Visits and Off-Site Activities Policy can be found on the Downside
School website www.downside.co.uk or is available from the Chief Executive Officer.
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First Aid
Downside School will maintain suitable numbers of first aid personnel to deal with minor accidents and
emergencies at the workplace. These personnel will have sufficient training and qualifications in
accordance with statutory requirements. Identities of First-Aiders will be displayed throughout the
workplace.
The School has an onsite Infirmary overseen by a Registered Nurse providing 24 hour cover during
term time.

The First Aid Policy can be found on the Downside School website www.downside.co.uk or is
available from the Chief Executive Officer.

Dogs
Downside School recognises that dog owners are responsible for the behaviour of their dog. The
following restrictions apply at the school:
Within the Buildings
Dogs are not allowed in the following areas at any time:





House kitchens
Common Areas
Health Centre
Main Refectory, Weld Refectory, Butler Room and Turnbull Bar

Dogs must not be in classrooms during lesson time, and must be on a lead and under their owner’s
control at all times. Dogs may not be left unattended in common areas regardless of how they may be
secured. In all cases the owner is responsible for immediate cleanup and repairs of incidental damage
caused by the dog.
Within the Grounds
Dogs must be under their owner’s control at all times. Dogs are not allowed on the sports fields, the
Worth Lawn, the Laundry Lawn, Plunkett House, or the Archery Lawn near the Theatre at any time,
even if on a lead. Whilst on Downside School property the owner must have the means to clean up and
remove any waste left by the dog.
Any members of staff with dogs, who occupy accommodation within the School grounds, should ensure
that they have dog insurance cover for public liability in the event of accidents. Any accident on the
school grounds involving a dog should be reported within 24 hours.
Any breach of this policy should be referred to a member of the Senior Leadership Team

Emergency Procedures
Emergency Procedures are designed to give warning of imminent danger and to allow personnel to
move to a place of safety. The manager of each department is responsible for ensuring that all
employees and visitors within the area are informed of and are fully conversant with Emergency
Procedures.
Fire marshals will be appointed for each area to assist with an evacuation. They will be given adequate
instruction and training to ensure effectiveness.
Full fire drills covering all areas of the site will be carried out at regular intervals. Identities of Fire
Marshals will be displayed throughout the workplace.
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Fire Alarms
An audible siren will be heard throughout the buildings and surrounding perimeter areas. The alarm will
be raised and communicated to all employees and visitors within the vicinity to evacuate.
In the event an audible siren is not installed another means of raising the alarm will be implemented and
documented for that particular location. All staff, visitors and contractors will be informed of the alarm to
ensure they recognise the notification (for example verbal shouting ‘Fire’ ‘Fire’, ringing a bell).

Health Surveillance
Downside School will ensure that health surveillance of individuals is provided where required under
statutory provisions or where this would be of benefit to maintaining health, safety and welfare.

Information and Communication
Downside School will ensure that suitable and relevant information relating to health, safety and welfare
at the workplace is disseminated to staff and non-employees.
Statutory notices will be displayed throughout the workplace.
Health and Safety Meetings will be held at regular intervals, during which time matters arising in
connection with health and safety will be discussed.
Health & Safety information is communicated by:
 Health and Safety Management Committee to Board of Governors, and Trustees
 Headmaster directly with Deputy Headmaster and Chief Executive Officer
 Chief Executive Officer with H&S Committee
 Departmental Representatives and their staff
 Staff meetings and Senior Leadership Team meeting
 Health & Safety Policy
 Health & Safety Notice Boards.

Plant & Equipment
The design, construction, operation and maintenance of all plant and equipment will conform to all
statutory requirements and relevant Codes of Practice.

Training
All employees will receive a mandatory induction prior to beginning work. Focused training sessions will
be arranged for employees on Health & Safety topics, such as Risk Assessment, COSHH and Manual
Handling, if required.
Departmental Representatives with liaise with the Chief Executive Officer, when required, to organise
specific Health & Safety training for individuals.
Employees engaged in potentially hazardous activities will have comprehensive training plans and
records to ensure relevant competencies are established and sustained.
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Improvement Plan
The Headmaster and the Senior Leadership Team will develop and implement an annual Health &
Safety improvement plan, which will include:
 Lessons from injuries and incidents are learned and implemented
 Ongoing changes in Standards and Guidelines are recognised and accounted for in local policies
and procedures
 Procedures and practices comply with changing legislation
 Health & Safety targets are set and monitored reviewing the effectiveness of our health and safety
policy, paying particular attention to:
a) the degree of compliance with health and safety performance standards (including
legislation);
b) areas where standards are absent or inadequate;
c) achievement of stated objectives within given timescales;
d) injury, illness and incident data analyses of immediate and underlying causes, trends and
common features.
 Managing health
 Sufficient resource is allocated to deal with Health & Safety issues

Health & Safety Monitoring
In order to measure compliance with this Policy, a Health & Safety monitoring plan will be established
and implemented.
Monitoring will take the form of audits, samples, surveys, inspections and tours in all areas covering
relevant Health & Safety issues.
Two key components of monitoring systems:Proactive monitoring
To ensure we are achieving the objectives and standards we have set and are effective we will
undertake Proactive monitoring, before things go wrong, which will involve regular inspections and
checking to ensure that our standards are being implemented and management controls are working.
Reactive monitoring
We will undertake Reactive monitoring, to learn from our mistakes and to provide opportunities to
check performance, learn from failures and improve our health and safety management system.
This will establish whether our failures in risk control resulted in any injuries and illness, property
damage or near misses identifying in each case, why performance was substandard and will
highlight areas where improvement is needed.
Review
The School’s Health & Safety Policy and performance will be reviewed annually and any necessary updates
will be made.

This strategy will be reviewed every year by the Board of Governors, the House Master and the Senior
Leadership Team and discussed at quarterly Health & Safety meetings.
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5. Policies
SMS 01 - ABRASIVE WHEELS
All reasonable steps will be taken by Downside School to ensure the health and safety of employees who work
with grinding machines, which incorporate abrasive wheels. When properly used, abrasive wheels serve an
important purpose. However, the School acknowledges that health and safety hazards may arise from the use
of this equipment. It is the intention of the School to ensure that any risks are reduced to a minimum.
Arrangements for Ensuring the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Carry out an assessment of the work activity

b)

Take measures to reduce the risks found as a result of the assessment and in accordance with the
Provision and Use of Work Equipment Regulations

c)

Ensure that all equipment used for grinding operations is maintained in good condition and is suitable
for the task and that setting or maintenance of all abrasive wheels is completed only by suitably trained
and appointed personnel

d)

Advise all employees, including new employees, who work or will work with abrasive wheels of the
risks to health and safety and of the results of assessments.

Procedures for Dealing with Health and Safety Issues
Where a problem has been raised related to health and safety in the use of abrasive wheels, the School will:
a)

Take all necessary steps to investigate the circumstances

b)

Take corrective measures where appropriate

c)

Advise the employee of actions taken

Where a problem arises in the use of abrasive wheels or machinery the employee must adopt the following
procedure:
a)

Inform a member of the Senior Leadership Team immediately

b)

In the case of an accident or emergency raise the alarm to ensure effective treatment
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SMS 02 - ACCESS AND EGRESS
Downside School is committed to providing a safe place of work and a safe means of access and egress within all
parts of the workplace. Safe access and egress includes movement in and out of the workplace, and safe access
within the workplace.
The Senior Leadership Team is responsible for implementing this Policy which covers the following:
a)

Access to and egress from the workplace

b)

Routes through working areas

c)

Accessibility of storage areas

d)

Access to and egress from an individual’s workplace

e)

Emergency exit routes

f)

Use of access equipment, such as ladders and lifts

g)

Limitation of access to hazardous/high security areas

h)

Access to mobile structures

i)

Temporary arrangements for access

j)

External pathways and roadways around the workplace

k)

Common parts of buildings, e.g. reception, staircases, etc

Arrangements for Ensuring the Health and Safety of Workers
The School will, in consultation with employees and their representatives, ensure that:
a)

Articles or substances do not impede safe access and egress at the workplace and those objects, which
may restrict safe movement within the workplace, are removed immediately

b)

Any access restrictions are adhered to so that suitable and safe arrangements for work in confined
spaces and other areas of high risk are guaranteed

c)

Formalised systems of work are designed and implemented in all areas of significant risk, enlisting
professional assistance where required

d)

Employees are encouraged to report any situation where safe access and egress is restricted or
obstructed and arrange for the appropriate remedial action to be taken immediately

e)

Access equipment is regularly inspected to ensure that it is maintained in a safe condition
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SMS 03 - ACCIDENT AND NEAR-MISS REPORTING
This policy outlines the procedures, which are to be adopted when any employee, visitor or contractor
experiences an accident, near miss or dangerous occurrence on the School’s premises, or travelling on behalf of
the School, during the course of their employment.
For the purpose of this policy, brief definitions and examples of an accident and a near miss are given below.
Accident


An unplanned event which causes injury to persons, damage to property or a combination of
both. Examples include: a fall resulting in a fracture, incorrect operation of machinery leading to
breakdown.

Near-Miss


An unplanned event that does not cause injury or damage, but could do so.



Examples include: articles falling near to people, short-circuits on electrical equipment.

This policy covers reporting and recording procedures for Management, Employees and Non-Employees.
Suitable information and training will be given to all personnel regarding accident reporting and the location and
completion of the accident book.
The persons responsible for coordinating all incident reporting are the Senior Leadership Team.
The Accident Book
All accidents resulting in personal injury must be recorded in the School accident book which contains
information that must be recorded under law. The task of completing the Accident Book is to be undertaken by
a member of the Senior Leadership Team; however this task may be assigned to First Aiders in their absence.
Accident Books which comply with the Data Protection Act are provided and are located in the following areas:Chief Executive Officer
Design & Technology
Health Centre
Old House

Catering
Domestic Services
Monastery
Works Department

All School personnel working off site must report all incidents to their immediate Supervisor/Head of Department
who in turn will inform a member of the Senior Leadership Team for completion of the accident book. The
accident books will be regularly reviewed by the Senior Leadership Team to ascertain the nature of incidents,
which have occurred in the workplace. This review will be in addition to an individual investigation of the
circumstances surrounding each incident.
All incidents must also be reported to Senior Leadership, on the Incident Report Form, as soon as possible so
that action can be taken to investigate the causes and to prevent recurrence.
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Reporting Procedure – Employees
In addition to an entry in the Accident Book, any accident or dangerous occurrence must be reported to a
member of the Senior Leadership Team.
Injuries which occur whilst carrying out work duties off-site must be reported in the same way and the occupier
of the site should be advised accordingly.
If an injury renders an employee unable to provide details for an entry in the Accident Book, this should be
completed by a witness or someone who is able to enter an account of the incident. The employee’s account
must be entered as soon as possible after the event.
All accidents and incidents must be recorded, however minor.
occurrences, it will be unable to take remedial action.

Unless the School is informed of these

An injury may be dealt with by a first aider or the situation taken under control by an appointed person.
However, if an emergency arises, medical assistance, e.g. an ambulance, must be called at the first opportunity.
Any incident involving an emergency must be reported to a member of the Senior Leadership Team immediately.
Employees who are absent as a result of an accident at work must keep the School informed of their progress,
up to and including a return to normal duties.
Reporting Procedure – Management
It is School policy that all near misses and minor accidents must be reported to allow the School to put measures
in place to prevent any future reoccurrence that could result in a more serious outcome.
If an accident or near-miss is reported, the School should ensure that appropriate records are maintained.
If the incident results in over 7 consecutive days of incapacity for work it is reportable under RIDDOR and the
local enforcing authority must be informed on the statutory online form within 15 days reporting.
Major incidents (as defined in RIDDOR) must also be reported to the enforcing authority immediately by
telephone and be followed within 15 days by completing the online statutory form. A copy of the completed
form should be kept with other School records including documents relating to the accident investigation and to
advise insurers of any potential claim.
The School must keep records of any developments to the injured person’s health, up to and including a return
to normal duties. The School must check that self-certification forms submitted by an injured employee are
completed to reflect that the absence was caused by a work accident.
A member of the Senior Leadership Team is responsible for assisting contractors and visitors in complying with
the School Policy regarding accident reporting whilst on the School premises.
Accident Reporting Procedure - Visitors/Contractors
Any non-employee who is involved in an accident or near-miss whilst on School premises must report it
immediately to the person responsible for his or her presence on site. If the person responsible is not available,
the visitor/contractor must obtain the assistance of a responsible person to ensure that the School procedure is
adhered to.
All injuries must be reported in the accident book, however minor. Visitors and contractors who are unable to
enter their own account into the book must arrange for another person to make an entry on their behalf.
Contractors should notify their own employer where applicable.
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Accident Reporting Procedure - Members of the Public
If an injury occurs to a member of the public on the School premises which results in their removal from site for
hospital treatment, then this is notifiable to the local enforcing authority immediately and the appropriate online
form must be sent within 15 days. A member of the Senior Leadership Team must be informed who will ensure
the appropriate form is submitted and an Incident Report is recorded.
Summary of Accident Procedure
All accidents and near-miss incidents must be reported, however minor.
In order to achieve this, the following procedure will be adopted:
a)
b)

Obtain treatment for the injury from a first aider or other appointed person
Make the area safe following the incident (e.g. by using barriers, warning notices), to safeguard
other personnel in the vicinity (except where the accident results in a serious injury, in which case the
scene should be left undisturbed until advised otherwise by the enforcing authority)

c)

Inform a member of the Senior Leadership Team

d)

The First Aider or a member of the Senior Leadership Team is to enter details in the accident
book

e)

Inform the injured persons Supervisor/Head of Department of the incident

f)

Keep the School informed of any after-effects of the incident, including periods of total or
partial incapacity for work

g)

Review existing workplace risk assessments and safe systems of work in light of the accident
investigation results

RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations)
The filing procedure for RIDDOR is in accordance with the detailed guide to The Reporting of Injuries, Diseases
and Dangerous Occurrences Regulations 2013 (RIDDOR).
Guidance documentation containing full details of Reportable Incidents as issued by the HSE is
filed within Appendix 5 of the School Health & Safety Management system.
Below is a summary of reportable items, full details are contained in the HSE guidance documentation and
reference should be made to this.
Deaths and injuries
If someone has died or has been injured because of a work-related accident this may have to be reported.
Not all accidents need to be reported, other than for certain gas incidents, a RIDDOR report is required
only when:



the accident is work-related
it results in an injury of a type which is reportable
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Deaths:
All deaths to workers and non-workers, with the exception of suicides, must be reported if they arise from a workrelated accident, including an act of physical violence to a worker.
Reportable specified injuries
The list of ‘specified injuries’ in RIDDOR 2013 replaces the previous list of ‘major injuries’ in RIDDOR 1995. Specified
injuries are (regulation 4):













fractures, other than to fingers, thumbs and toes
amputations
any injury likely to lead to permanent loss of sight or reduction in sight
any crush injury to the head or torso causing damage to the brain or internal organs
serious burns (including scalding) which:
covers more than 10% of the body
causes significant damage to the eyes, respiratory system or other vital organs
any scalping requiring hospital treatment
any loss of consciousness caused by head injury or asphyxia
any other injury arising from working in an enclosed space which:
leads to hypothermia or heat-induced illness
requires resuscitation or admittance to hospital for more than 24 hours

Over 7 day injuries
Accidents must be reported where they result in an employee or self-employed person being away from work, or
unable to perform their normal work duties, for more than seven consecutive days as the result of their injury.
This seven day period does not include the day of the accident, but does include weekends and rest days.
A record must be kept of the accident if the worker has been incapacitated for more than 3 consecutive days.
The deadline by which an over-seven-day injury must be reported is 15 days after the accident.
Over 3 day incapacitation
Accidents must be recorded, but not reported where they result in a worker being incapacitated for more
than three consecutive days. If you are an employer, who must keep an accident book under the Social Security
(Claims and Payments) Regulations 1979, that record will be enough.
Non fatal accidents to non-workers (eg members of the public)
Accidents to members of the public or others who are not at work must be reported if they result in an injury and
the person is taken directly from the scene of the accident to hospital for treatment to that injury. Examinations and
diagnostic tests do not constitute ‘treatment’ in such circumstances.
There is no need to report incidents where people are taken to hospital purely as a precaution when
no injury is apparent.
If the accident occurred at a hospital, the report only needs to be made if the injury is a ‘specified injury’ (see above).
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Reportable dangerous occurrences
Dangerous occurrences are certain, specified near-miss events. Not all such events require reporting. There are 27
categories of dangerous occurrences that are relevant to most workplaces, for example:




the collapse, overturning or failure of load-bearing parts of lifts and lifting equipment;
plant or equipment coming into contact with overhead power lines;
the accidental release of any substance which could cause injury to any person.

Occupational diseases
Employers and self-employed people must report diagnoses of certain occupational diseases, where these are likely
to have been caused or made worse by their work: These diseases include (regulations 8 and 9):









carpal tunnel syndrome;
severe cramp of the hand or forearm;
occupational dermatitis;
hand-arm vibration syndrome;
occupational asthma;
tendonitis or tenosynovitis of the hand or forearm;
any occupational cancer;
any disease attributed to an occupational exposure to a biological agent.

HOW TO MAKE A REPORT


To make a report, go to www.hse.gov.uk/riddor. A telephone service can be used to report fatal and
specified injuries only – call the Incident Contact Centre on 0845 300 9923 (opening hours Monday to
Friday 8.30 am to 17.00 pm).

WAYS TO REPORT AN INCIDENT AT WORK
Online
Complete the appropriate online report form listed below. The form will then be submitted directly to the
RIDDOR database. A copy must be retained for our records and printed prior to submission.



Report of an injury



Report of a dangerous occurrence



Report of a case of disease

Paper forms
There are no longer paper forms for RIDDOR reporting, since the online system is the preferred reporting
mechanism. Should it be essential for you to submit a report by post, it should be sent to:
RIDDOR Reports
Health and Safety Executive
Redgrave Court
Merton Road
Bootle
Merseyside
L20 7HS
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Telephone
All incidents can be reported online but a telephone service remains for reporting fatal and specified injuries only
- call the Incident Contact Centre on 0845 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm).
Reporting out of hours
The HSE and local authority enforcement officers are not an emergency service.
Reporting of less serious incidents out of normal working hours can be completed on the online form.
Records to be held
A record is to be kept of any reportable injury, disease or dangerous occurrence filed online.
Records must include the date and method of reporting; the date, time and place of the event; personal details
of those involved; and a brief description of the nature of the event or disease.
Accident book (B1510) for keeping the records of injuries and a separate document for recording cases of
diseases.
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SMS 04 - ACCIDENT INVESTIGATION
This policy outlines the investigation procedures which are to be adopted by Downside School when any accident,
ill health, near miss or dangerous occurrence occurs on the School premises during the course of any work
activity.
It is the policy of Downside School to ensure that where practicable all accidents or incidence of work-related
ill health, dangerous occurrences and near misses will be fully investigated by suitably trained staff. Accident or
incident investigation is not a means of determining fault or apportioning blame.
The Purpose of the Investigation is to:


Ensure that all necessary information in respect of the accident or incident is collated



Understand the sequence of events that led to the accident or incident



Identify the unsafe acts and conditions that contributed to the cause of the accident or incident



Identify the underlying causes that may have contributed to the accident or incident



Ensure that effective remedial actions are taken to prevent any recurrence



Enable a full and comprehensive report of the accident or incident to be prepared and circulated to all
interested parties



Enable all statutory requirements to be adhered to

This policy will apply to all accidents or incidents involving employees, visitors, members of the public and
contractors. Downside School will co-operate with employers of contractors who may be involved in any
accident or incident.
Staff Selection
To ensure that the objectives of the investigation are met, suitable and sufficient staff will be selected and trained
in investigation procedures and interview techniques.
Staff selected to carry out investigations will be required to attend any necessary training and will be provided
with the appropriate information and resources to enable them to carry out their respective roles.
A member of the Senior Leadership Team will act as lead investigator for the accidents or incidents as detailed
below and will seek guidance where necessary from the School Health & Safety Advisors.
Other staff will be required to co-operate and participate in any investigation if the organisation feels that they
have specific knowledge, understanding, experience or skills that may assist in the investigation.
A suitable person will be nominated by management as required to co-operate and participate in any investigation.
Training
All staff selected to lead investigations will receive suitable and sufficient training in the investigative procedures
to be adopted, interview techniques, report writing skills and in the use of any equipment employed in the
investigation process.
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Safety Representatives and Employees
Downside School encourages the involvement of employees in the investigation process.
Recognised trade union safety representatives will be given access to any necessary information and workplaces
to enable them to fulfil their duties. Safety representatives will also be encouraged to fully participate in any
investigation.
Employee representatives will also be encouraged to participate where a safety representative is not present.
All employees will be required to co-operate with Downside School in any investigation.
Accident or incident investigation is not a means of determining fault or apportioning blame.
Enforcing Authority
In the event that the enforcing authority wishes to carry out an investigation, Downside School will strive to
meet all of its legal responsibilities when co-operating with the investigating inspector.
Equipment
All necessary equipment required to carry out investigations will be supplied, located in a suitable environment
and be well maintained. All staff necessary will be trained in the use of such equipment.
Process of Investigation
Staff investigating any accident or incident will be given full access to the scene of the incident/accident and any
other part of the workplace deemed necessary to carry out the investigation.
All necessary information will be collected and collated. Physical evidence may be recorded and samples taken
as necessary.
Investigating staff will be given access to any necessary documentation and will act in accordance with any
requirements of the Data Protection Act 1998.
Interviews of those involved in the accident or incident, witnesses and any other person necessary will be carried
out in accordance with the training and guidelines issued.
Remedial Action
Downside School will, so far as is reasonably practicable, implement any recommendations made as part of the
investigation. In the event of any remedial action taken, staff will be fully involved and provided with the necessary
information, instruction and training.
Records and Reports
All necessary staff will be issued with an accident report as soon as is reasonably practicable. Employees or their
representatives will be given access to any report in so far as it is applicable to do so.
Records of any accident will be kept in accordance with the School’s policy on record keeping.
For School staff: B510 or equivalent Accident Book
Pupils & others:
SF024 Incident Report form
Any records kept will be done so in accordance with the Data Protection Act 1998.
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SMS 05 - ALCOHOL AND DRUGS
The School is to provide a safe and healthy working environment. Downside School recognises that this can be
put at risk by those who misuse alcohol or drugs to such an extent that it may affect their health, performance,
conduct and relationships at work.
The policy, which applies to all employees, aims to:


Promote the health and wellbeing of employees and to minimise problems at work arising from the
effects of alcohol or drugs



Identify employees with possible problems relating to the effects of alcohol or drugs at an early stage

It is the policy of Downside School that any person known to be, or strongly suspected of being, affected by
alcohol or drugs must be referred to a member of the Senior Leadership Team, who must arrange for the person
to be removed from the School premises. Downside School will not tolerate any contravention of this Policy and
will take the appropriate action in the event of any infringement.
Alcohol or drug abuse by employees and contractors (including supervisory and management staff) can adversely
affect the safety and health of themselves and others in the workplace. Anyone found under the influence of
alcohol whilst at work or on School premises will be immediately removed from the premises pending an internal
enquiry and subsequently undergo disciplinary action if this is deemed appropriate.
Associated hazards:




Impairment of co-ordination
Inability to drive or use equipment safely
Lack of awareness, judgment and sense of danger

Anyone found under the influence of drugs, or in the possession of illegal drugs, whilst at work or on School
premises will be immediately removed from the School premises, pending an internal enquiry and subsequently
undergo disciplinary action if this is deemed appropriate and the police informed.
These offences will be considered a major breach of this policy and will result in an internal investigation being
instigated which may lead to dismissal.
DUTIES OF SENIOR LEADERSHIP TEAM
The School will, in consultation with employees and their representatives:
a)

Implement a monitoring process to ensure that all procedures and controls are implemented
and effective and so ensure an effective contribution to safe working.

b)

Ensure that where testing is carried out, it will be undertaken by an authorised provider and
that the routine will be in compliance with approved standards.

c)

Take all reasonable steps to ensure all employees, temporary workers and contractors are
made aware of this Policy statement.

d)

Advise all existing employees and all persons starting work of the risks to health arising from
the effects of alcohol or drugs (including some legitimately prescribed medications).

e)

Enable Supervisory and Management Personnel to identify job performance problems that may
be attributable to the effects of alcohol or drugs and to consult with the appropriate School specialist
to determine whether there is sufficient concern to warrant a medical evaluation.
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DUTIES OF EMPLOYEE’S, TEMPORARY WORKERS AND CONTRACTORS
All employees, temporary workers and contractors engaged in activities with Downside School must ensure that
their Supervisor/Head of Department as appropriate is notified of any prescribed medication which may affect
or impair their safe performance.
It is a condition of employment with Downside School that no employee, temporary worker or contractor shall:
a)

Report or endeavor to report for duty whilst under the influence of drugs or alcohol

b)

Report for duty in an unfit state due to the use of alcohol or drugs

c)

Be in possession of controlled drugs in the workplace

d)

Consume alcohol or drugs whilst on duty

e)

Refuse to make themselves available for drug and alcohol testing

f)

Additionally, they must notify their doctor of the type of activities they are engaged in when
considering any medication prescribed

All information disclosed will be treated in the strictest confidence.
ALCOHOL & DRUG GUIDANCE
It must be noted that symptoms suggesting that a person is under the influence of drugs or alcohol may be
created by other conditions e.g. heat exhaustion, hypothermia, diabetes, etc. also the person may be affected by
legitimate medication prescribed by a doctor.
These conditions, while still requiring the person to be removed for safety reasons from their work, will obviously
affect any disciplinary action that may be considered. Therefore, if there is any doubt as to the person’s condition
or cause of their condition medical advice should be sought immediately.
It should be noted that alcohol can take up to 24 hours to disperse from the body
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SMS 06 - ASBESTOS
Downside School acknowledges the health hazards arising from exposure to asbestos and will protect those
employees and other persons potentially exposed to asbestos. This will be achieved by minimising exposure
through the management of asbestos-containing materials in the workplace premises. Everyone who needs to
know about the asbestos will be effectively alerted to its presence.
No one will be allowed to start work that could disturb asbestos unless the correct specialists and procedures
have been employed. This policy requires full cooperation of Management and staff at all levels.
Arrangements for Managing Asbestos in the Workplace Premises
Asbestos-containing materials within the School premises will be managed to ensure the prevention of asbestos
fibres in the air that can be inhaled by employees and others who may be present in the workplace.
Assessment
Downside School premises will be surveyed to determine whether asbestos-containing materials are present. It
will be presumed that materials contain asbestos unless there is strong evidence to the contrary. The amount
and condition of the asbestos-containing material will be assessed and the measures identified to ensure that
airborne asbestos fibres are not present or formed in the workplace.
Should a situation occur where there is a material found that may contain asbestos Downside School will employ
the services of a competent Asbestos Surveyor to undertake sampling for analysis in accordance with HSG264
prior to any work being carried out.
All premises will be subject to an asbestos survey that meets the requirements of HSE ind(g)264 to ascertain the
presence or otherwise of asbestos containing materials prior to any work being carried out.
A Written Plan
A written plan that sets out the location of the asbestos-containing material and how the risk from this material
will be managed will be prepared and steps taken to put the plan into action. The plan and the arrangements will
be reviewed at six monthly intervals, or when there has been a significant change within the School or personnel.
Control of Access to Asbestos-Containing Materials (ACM’s)
Access to asbestos-containing materials in the premises will be controlled so as to prevent inadvertent
disturbance of the material and the release of asbestos fibres. A plan or register showing the location of all
asbestos-containing materials and presumed asbestos-containing materials will be made available. Systems will
be put in place to ensure that anyone liable to disturb asbestos-containing materials is made aware of its location.
Monitoring and Maintenance
The condition of all asbestos-containing materials or materials suspected of containing asbestos will be inspected
at agreed intervals to ascertain that there has been no damage or deterioration. Where damage or deterioration
is found the asbestos-containing material will be reassessed and repaired or removed as appropriate.
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Asbestos-Related Emergencies
Procedures, including the provision of information and warning systems, to deal with asbestos-related incidents
will be in place.
Arrangements for Controlling Work on Asbestos in the Workplace Premises
Anyone working on, or removing asbestos-containing materials will be controlled to ensure that adequate
precautions are taken to prevent the release of asbestos fibres. Where work on asbestos insulation, asbestos
coating or asbestos insulating board is to be carried out, a contractor licensed under the Control of Asbestos at
Work Regulations will be employed, unless the work is exempted from the regulations.
Selection and Control of Contractors to work on Asbestos-Containing Materials
When contractors are engaged to work in the premises adequate steps will be taken to ensure the contractors
are competent and have sufficient skills and knowledge to do the job safely and without risks to health. Only
contractors licensed under the Control of Asbestos at Work Regulations will be used for the removal of asbestos
insulation, asbestos, asbestos coating or asbestos insulating board.
Control of Minor work on Asbestos-Containing Materials
Maintenance workers and other employees can carry out minor work of limited duration with asbestoscontaining materials, or work with asbestos cement, and asbestos-containing articles made of rubber, plastic,
resin or bitumen, or work with asbestos insulation, asbestos coating and asbestos insulating board.
Before work is carried out, an assessment of the potential exposure to asbestos will be undertaken and a written
plan of the work will be prepared.
Employees will be provided with information, instruction and training and they will follow the written plan and
use the appropriate control measures.
Procedures for Dealing with Health and Safety Issues
Where an employee raises a problem related to health and safety in the use of asbestos, the School will:
a)

Take all necessary steps to investigate the circumstances

b)

Take corrective measures, and

c)

Advise the employee of actions taken

Where a problem arises in the condition of asbestos-containing material in the premises or during work with an
asbestos-containing material, the employee must:
a)

Inform the Head of Building and Engineering who will inform the Senior Leadership Team
immediately

b)

In the case of an accident or emergency, respond quickly to ensure effective treatment
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SMS 07 - CONTRACTORS
Downside School recognises that it owes a duty to contractors as well as employees, as stipulated by the Health
and Safety at Work Etc Act 1974 Section 3, the Management of Health & Safety at Work Regulations 1999 and
the CDM (Construction Design Management) 2015 Regulations.
The School will ensure that only competent contractors are selected. All contractors working on the School’s
behalf will be assessed to ensure that they are competent and have suitable and adequate health and safety
arrangements in place, to provide safe working practices and control of all significant hazards that may be
introduced by their work.
Subcontractor Assessment
The selection and assessment of the competence of contractors is the responsibility of the Senior Leadership
Team.
All subcontractors will be required to complete the School subcontractor questionnaire standard form and
provide documentary evidence prior to commencement of works.
Downside School will plan, co-ordinate, control and monitor the activities of contract companies to effectively
minimise the risks presented to employees, other persons on site and the public.
Furthermore, the School is committed to ensuring that where any construction work is carried out at its
premises, it is done so without risks to health and safety of its employees or others and in accordance with the
requirements of CDM 2015 and related statues.
Principal Designers and Principal Contractors
Where any construction work is carried out at its premises, Downside School will appoint, at the appropriate
time, a Principal Designer and Principal Contractor for each project. It will ensure that those they appoint are
competent and have adequate resources available to carry out their duties competently. No such appointments
will be made until the School is satisfied that the requirements and checks have been undertaken.
The School will ensure that the Principal Designer is provided (as soon as reasonably practicable, but in any case
before commencement of the work to which it relates) with all information about the condition of any premises
under its control at or on which construction work is to be or intended to be carried out.
Approved Contractors
Downside School will only use contractors who have proved able to discharge their primary responsibility to
safeguard their employees and other persons who may be affected by their undertakings. This will be
administered in the form of an approved list of contractors which will describe the contractor’s capabilities and
limitations. The list will be constantly reviewed and sanctions will be applied as a result of poor health and safety
performance including written warnings, suspension, financial penalties and removal from the approved list.
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Construction Phase Plan and Health and Safety File
Where any construction work is carried out at its premises, Downside School will ensure that such work is
planned in accordance with relevant standards or statutory provisions and that employees are provided with the
necessary information relating to any risks arising out of the work, the preventive or protective measures to be
taken and the procedures required in the event of serious or imminent danger.
The School will ensure that no construction commences until an adequate health and safety plan covering the
work has been prepared and will employ the services of competent professionals of the planned project(s).
The School will ensure that any health and safety file, prepared in relation to any project, is kept readily available
for inspection and that when any such file is handed over to a third party the necessary steps are taken so that
the party understands the purpose and nature of the file.
Safety Rules and Procedures
Site safety rules will be issued to all contractors and will be clearly stated in contractual arrangements together
with any special health and safety requirements likely to affect cost or time-scales. In shared workplaces, the
School will make arrangements for the exchange of all relevant information arising from risk assessments and
emergency procedures, particularly steps required to protect contractors’ employees from other contractors
and their employees and the occupier’s undertakings in the workplace.
Where any construction work is carried out at its premises, Downside School will ensure that any such
information is provided to the Principal Designer as soon as reasonably practicable, but in any case before the
commencement of the work to which it relates. This is in addition to any other information relating to the
condition of any premises or relevant to the function of Principal Designer.
Equipment
Plant and equipment such as temporary access platforms, ladders, PPE, lifting equipment, internal transport
vehicles and electrical equipment will not be loaned to contractors unless exceptional circumstances prevent
contractors from using or hiring their own equipment, and then only with written authority to do so for a
specified task and period provided the equipment is in a sound condition and the contractor is competent to use
it.
Co-ordination
A competent named individual will be appointed to co-ordinate each contract, including at least daily visits and
out of normal hours communications. The individual will be expected to encourage and develop the right safety
culture amongst contractors.
Reporting
All employees will be expected to report danger (within their capability to recognise unsafe practices) to a
member of the Senior Leadership Team, who will be expected to either:
a)
b)
c)

Stop the work if serious or imminent danger to persons or property is foreseen
Notify the Head of Building and Engineering by verbal, telephone or in writing, depending
on the circumstances
Notify the School Health & Safety Advisors for guidance
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Where construction work is carried on, such reporting and consultation will be in accordance with the principal
contractor’s health and safety plan or site rules.
Downside School, as occupier, recognises its duty to plan, co-ordinate and monitor contractors, but the primary
responsibility to supervise the contractor’s work and workforce rest with the contractor. Provision of adequate
supervision will therefore be a major element in contractor assessment.
Where construction work is carried on, the School (as an employer or occupier) recognises the roles of the
Principal Designer and the Principal Contractor in terms of consultation and co-ordination. The School is obliged
to ensure that those appointed to fulfill such functions are competent to do so.
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SMS 08 - CONSULTATION WITH EMPLOYEES (Safety Representatives & Safety
Committees)
Downside School recognises the importance and benefits to be gained by consultation and will maintain clear
avenues of communication to ensure effective consultation between management and employees. It is the
responsibility of management to ensure that consultation takes place in good time on matters relating to
employee’s health and safety at work.
The Health and Safety (Consultation with Employees) Regulations 1996 requires all employers to consult with
their employees who are not represented by safety representatives, as detailed in the Safety Representatives and
Safety Committees Regulations.
Health and safety will be on the agenda of all management meetings.
Items that may be included in the meeting are: 

Review of accident statistics, near misses and trends



New legislation



Compliance with the objectives of the health and safety plan



Occupational health issues



Introduction of new technology



Result of health and safety inspections



Review of significant findings identified by reports of inspections



Completion of corrective actions



Review of training needs

Downside School along with other professional bodies will inform management of any relevant changes to health
and safety. Management will disseminate this information to all relevant employees.
If any visitors or clients raise any concerns with regard to health and safety, the School will investigate the issue
and if required, take appropriate action to deal with the matter.
HEALTH & SAFETY MANAGEMENT COMMITTEE
The School has formulated a Health and Safety Management Committee, its role primarily is to interpret the
Trustees requirements and to implement these through the existing management structure. Meetings are held at
quarterly intervals.
COMMUNICATION
Health & Safety information is communicated:










Trustees with Headmaster
Headmaster with Chief Executive Officer
Chief Executive Officer with Health & Safety Management Committee
Chief Executive Officer with all Staff at Staff Meetings
Chief Executive Officer with Senior Leadership Team
At Governor’s meetings
Minutes of meetings
Health & Safety Policy
Notices boards
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HEALTH & SAFETY COMMITTEE
If at any time the method of consultation becomes ineffective due to the size or nature of the activities
undertaken, then Downside School will recognise the rights of employees or groups of employees to elect one
or more persons to act as their representative for the purpose of such consultation.
Downside School acknowledges the importance of employee involvement in health and safety matters and the
importance of the positive role played by safety representatives, safety committees and representatives of
employee safety. As such, it is the intention of the School to provide the facilities and assistance that such
representatives and committees might reasonably require in order to carry out their functions.
Arrangements for Securing the Health and Safety of Workers
The School undertakes to consult with safety representatives over issues related to health, safety and welfare
and to provide the information safety representatives and representatives of employee safety require in order to
carry out their functions.
Safety representatives are required to give the School reasonable notice of their intention to carry out
inspections, to provide written reports following such inspections and to follow the School’s procedures when
disputes over health and safety issues arise.
Downside School will establish a safety committee which will meet on a regular basis and review safety
performance within the School. The committee will consist of employer and employee representatives and will
be chaired by a member of the Senior Leadership Team with the authority to act upon the decisions reached by
the committee.
Downside School will consult with its Employees on Health & Safety matters through elected Representatives.
The representatives will form part of the School’s Health & Safety Consultation Committee which will comprise
of:


A Trustee



A Senior Leadership Team member



Head of Department



The elected Representative on Employee Safety

The Health & Safety Consultation Committee will meet at regular intervals and additional meetings of the
Committee will be held if and when related matters arise.
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SMS 09 - COSHH (Control of Substances Hazardous to Health)
Downside School will ensure that health risks associated with hazardous substances are assessed and that
exposure to substances hazardous to health is prevented, or, where this is not reasonably practicable, adequately
controlled.
Employees will make proper use of any equipment and systems of work provided for their safety. The School
will take all reasonable steps to ensure that control measures are properly used.
The School will ensure that adequate arrangements are in place to deal with accidents, incidents and emergencies
related to the presence of substances hazardous to health in the workplace.
If hazardous substances are introduced into our workplace, the responsibility of conducting a suitable COSHH
assessment, implementing any controls and ensuring all relevant employees are advised will be that of the Senior
Leadership Team.
Downside School acknowledges that no substance can be considered completely safe. Steps will be taken to
ensure that all exposure of employees to substances hazardous to health is prevented or at least controlled
within statutory limits.
The implementation of this policy requires the total co-operation of all members of management and staff.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives, implement the following:
a)

An inventory of all substances hazardous to health will be kept on site and maintained, with appropriate
hazard information

b)

Competent persons will be appointed to carry out risk assessments of the exposure to substances
hazardous to health and advise on their control

c)

All operations which involve, or may involve, exposure to substances hazardous to health will be
assessed and appropriate control measures will be taken where elimination or substitution of the
hazardous substance is not possible

d)

Engineering controls will be properly maintained and monitored including statutory examination, to
ensure their continued effectiveness. This will be achieved by planned preventative maintenance and
annual performance monitoring

e)

All employees, and others who may work in the affected areas, will be informed of the purpose and
safe operation of all engineering controls

f)

PPE will be used only as a last resort or as back up measure during testing or modification of other
controls

g)

The type and use of PPE will be carefully assessed and maintained according to manufacturers’
instructions. Where possible, the number of different types will be minimised to prevent mistakes
with servicing or replacement

h)

Each assessment will be reviewed as often as is necessary (and at least annually) and all operations
using hazardous substances will be reassessed every three years

i)

Health surveillance of employees, where indicated to be necessary by the assessment, will be carried
out by qualified professionals

j)

Employee health records will be kept of all exposures to substances hazardous to health for a minimum
of 40 years
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k)

All employees will be provided with comprehensible information, instruction and appropriate training
on the nature of the hazardous substances with which they are working and they will be informed
about any monitoring and health surveillance results

l)

All changes to control measures and PPE will be properly assessed and no new substances will be
introduced into the workplace without prior assessment

Procedures for Dealing with Health and Safety Issues
Where an employee raises a point related to the use of substances hazardous to health the School will:
a)

Ensure that the hazard associated with the substance has been correctly identified

b)

Ensure that the assessment of the use of the substance is correct and up to date

c)

Ensure that the controls in place are adequate

d)

Correct any observed deficiencies in the control of the hazards

e)

Inform the employee and his/her representatives of the results of the investigation and actions taken

GUIDANCE
Storage
Chemicals must have specific storage areas defined. These storage areas must be kept locked when not in use.
Chemical Inventory
A chemical inventory must be produced detailing the chemical name, trade name (if applicable),
Data Sheet Reference number, area(s) of use and storage area.

use,

Safety

Areas of Use
Areas of use for all chemicals must be defined within the Chemical Inventory.
Safety Data Sheets
All chemicals stored and used must have a corresponding COSHH Safety Data Sheet supplied. These sheets
must be kept wherever chemicals are stored. A master copy should also be kept. These sheets should not be
removed from the storage area (unless in an emergency).
Labels
All chemicals should have a label giving basic information about the chemical. If no label is present, do not touch
it and inform a member of the Senior Leadership Team immediately so that action can be taken.
Personal Protective Equipment
The COSHH Safety Data Sheets will specify what PPE should be worn when handling chemicals.
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Safety
General precautions include:


Warning signs must be displayed when cleaning floors



PPE should be worn appropriate to the task



Cleaning stores must be kept locked when not in use



Chemicals must be stored according to labels on shelving



Hands should be washed after using chemicals



Ensure lids/caps etc. are on bottles/containers



All cleaning equipment should be rinsed after use e.g. buckets, mops, cloths etc



Chemicals should be diluted and must be used as per manufacturer’s instructions



PPE should be cleaned and stored after use



Chemicals must never be mixed



Deliveries of chemicals must be removed to the appropriate store immediately



Chemicals must never be decanted into unmarked containers
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SMS 10 - DISPLAY SCREEN EQUIPMENT
Downside School acknowledges that health and safety hazards exist from the use of this equipment. It is the
intention of the School to ensure that any associated risks taken are reduced to a minimum. The School will
seek to give information, instruction, training and supervision to enable a fuller understanding of these issues.
The implementation of this Policy requires the total cooperation of all members of Management and staff. There
will be full consultation with employees through existing channels of communication.
DSE users can experience a range of different physical and psychological health problems including eyestrain,
blurred vision, headaches, and musculoskeletal problems including repetitive strain injury (RSI) and work related
upper limb disorders (WRULD).
Problems are caused by a combination of badly designed jobs, equipment and work environment. However, most
of these conditions are preventable by giving attention to the way in which work is organised, and providing
appropriate equipment and workplaces.
Associated hazards:


Musculoskeletal injuries



Repetitive Strain Injury (RSI)



Work related upper limb disorders (WRULD)



Visual fatigue



Stress

All reasonable steps will be taken by the School to secure the health and safety of employees who work with
display screen equipment (DSE).
The School will assess and control health risks from exposure to display screen equipment in accordance with
the Health and Safety (Display Screen Equipment) Regulations.
Employees that are classed as habitual Display Screen Equipment users are entitled to free eye tests on request
and to vision correction appliances, but only where these are needed specifically for work with display screen
equipment.
Display Screen Equipment workstation assessments will be arranged by a member of the Senior Leadership Team
in liaison with the School Health & Safety Advisors who will also give any necessary approval for corrective action
to remove or control risks. Habitual Display Screen Equipment users will be required to complete a selfassessment questionnaire of their workstation. The completed assessments will be assessed by the Senior
Leadership Team in liaison with the School Health & Safety Advisors to review and arrange for any necessary
corrective actions to be taken.
Employees who have declared a disability or existing upper limb disorder to a member of the Senior Leadership
Team will be individually assessed to ensure all necessary adjustments are made to their workstation and job
tasks to allow them to continue working.
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Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Carry out an assessment of each workstation, taking into account the DSE, the furniture, the working
environment and the worker

b)

Take all necessary measures to remedy any risks found as a result of the assessment

c)

Take steps to incorporate changes of task within the working day, in order to prevent intensive periods
of on-screen activity

d)

Review software to ensure suitability for the task

e)

Arrange for the provision of eye and eyesight tests at regular intervals and where a visual problem is
experienced arrange for the free supply of any corrective appliances (glasses) where required
specifically for working with display screen equipment

f)

Advise existing employees and all persons applying for work with DSE, of the risks to health and how
these are to be avoided

Procedures for Dealing with Health and Safety Issues
Where an employee raises a matter related to health and safety in the use of DSE, the School will:
a)

Take all necessary steps to investigate the circumstances

b)

Take corrective measures where appropriate

c)

Advise the employee of actions taken

Where a problem arises in the use of DSE, the employee must adopt the following procedures:
a)

Inform a member of the Senior Leadership Team immediately in confidence as soon as possible
if a health problem arises through the use of display screen equipment

b)

In the case of an adverse health condition, advise the School and their own general practitioner

c)

To work in accordance with any advice or guidance given by the employer

d)

To familiarise themselves with the contents of the relevant risk assessments
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IDEAL SEATED POSITION FOR DSE WORK
1) The seat back rest should be adjusted so you are sitting upright
2) Good lumbar support should be achieved (i.e. the lower back should be supported)
3) Seat height should be adjusted to achieve 4 – 7 below
4) There should be no excess pressure on the underside of your thighs and back of knees.
5) There should be room under the desk to allow changes in posture (no obstacles)
6) Forearms should be horizontal and elbows approximately at right angles
7) There should be minimal bending of the wrists and hands, they should be horizontal
8) Screen should be at arm’s length and height and angle should be adjusted to allow a comfortable head
position with the neck and head straight
9) Ensure there is space in front of the keyboard to support your hands/wrists during pauses in keying.
Place mouse close to keyboard
10) A foot support should be provided if your feet do not now touch the ground
11) If seat arm-rests are provided these should not prevent you from pushing your chair under the desk or
should be adjustable in height

1
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SMS 11 - ELECTRICITY AT WORK
All steps will be taken to secure the health and safety of employees who use, operate or maintain electrical
equipment. Downside School acknowledges that work on electrical equipment can be hazardous and it is
therefore the School’s intention to reduce the risks as far as is possible.
The implementation of this policy requires the total cooperation of all members of Management and staff, as well
as any contractors hired to carry out work involving electrical equipment.
Where a problem arises related to electricity at work, employees must inform a member of the Senior Leadership
Team immediately and the School will then take the necessary measures to investigate and remedy the situation.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Ensure that electrical installations and equipment are installed in accordance with the Institute of
Electrical Engineers (IEE) Wiring Regulations as defined in BS7671

b)

Maintain the fixed installation in a safe condition by carrying out routine safety testing and certification
by a competent person at least every five years

c)

Inspect and test portable and transportable equipment as frequently as required (the frequency will
depend on the environment in which the equipment is used and the conditions of usage, ie how
carefully it is handled)

d)

Ensure that all employees check that any handheld electrical equipment has been PAT tested (a label
on the plug with an expiry date) before using the equipment

e)

Promote and implement a safe system of work for maintenance, inspection or testing

f)

Forbid live working unless absolutely necessary, in which case a permit to work must be issued before
work begins

g)

Ensure that employees who carry out electrical work are competent to do so

h)

Forbid all work by the School’s staff on any electrical installations or systems: such work will be carried
out under contract by approved contractors who are required to be competent, trained and equipped
for this work

i)

Exchange safety information with contractors, ensuring that they are fully aware of (and prepared to
abide by) the School’s health and safety arrangements

j)

Provide suitable personal protective equipment if required, maintaining it in a good condition

k)

Maintain detailed records of (a)-(i) above
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SMS 12 - EMERGENCY PROCEDURES
Downside School will ensure that any risks arising from work activities are eliminated or reduced to a minimum.
However, the School acknowledges that despite these measures it cannot be assumed that a major incident will
never occur. Although such an incident is highly unlikely if all risks are adequately controlled, the consequences
could be catastrophic and so the School will plan certain emergency procedures to ensure injury and damage
limitation in the event of such an incident.
The School will provide information, instruction and training as often as is necessary to all employees (and other
persons, such as contractors and visitors) to enable a better understanding of these matters.
Any concerns employees may have regarding the School’s emergency procedures should be reported to a
member of the Senior Leadership Team immediately. The School will then take the necessary measure to
investigate and remedy the situation.
Emergency Arrangements for Controlling a Major Incident
In order to be prepared for any emergency event, the School will plan for reasonably foreseeable incidents and
prepare a written plan outlining procedures to be followed in such an event. These plans will be discussed with
the emergency services before being finalised.
The type of incidents for which plans should be prepared depend on the workplace and the work activity, but
typical examples include serious accidents, explosions, floods, fire, bomb threats, spillages or release of hazardous
substances.
The School will, in consultation with employees and their representatives:
a)

Carry out a risk assessment to identify foreseeable major incidents for which emergency procedures
would be required

b)

Establish procedures to be followed by employees in the event of an emergency situation, including:
 Raising the alarm
 Means of escape
 Assembly points and “safe havens”
 Summoning the emergency services
 Evacuation of disabled persons

c)

Appoint persons to be responsible for specific procedures in the event of an emergency situation,
(plus deputies for those listed below to cover holiday, absence or sick leave), including:


Incident Controller



Employees responsible for shutting down plant and making it safe before evacuating the area



Fire Wardens



Persons responsible for emergency power supplies and lighting



Persons responsible for moving equipment to and from the scene of the incident



First Aiders
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d)

Provide a written version of the procedures to all personnel, including details of the responsibilities of
persons listed in c.

e)

Ensure that the plans cover any weekend working and closures for holidays

f)

Ensure there is an up to date call-out list for key personnel and that this is readily accessible

g)

Clearly label all important items such as shut-off valves, electrical isolators and fire points or equipment

h)

At regular intervals stage evacuation drills, test and check emergency equipment and inspect the means
of escape

i)

Keep all access routes for emergency services and all escape routes clear at all times

j)

Assist the emergency services by clearly marking the premises and by drawing up a simple plan of the
premises (e.g. showing the location of hazardous substances)

k)

Reassess the emergency plan at regular intervals and following any major change in process plant and
personnel, and update or alter it as necessary

l)

Provide training in emergency procedures for all employees, plus specialist training for those with
special responsibilities
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SMS 13 - ENVIRONMENTAL POLICY
Downside School are a School that are committed to developing and continually improving an Environmental
Management System to meet the requirements of ISO 14000, to comply with both relevant environmental
legislation and regulations, and any other requirements to which the School subscribes.
The School's environmental aims are to achieve excellence in control of environmental impact and to minimise
the likelihood of risks to the environment from their activities, demonstrating a good neighbour principle in
everyday working practices.
All Downside School employees, sub-contractors and other affected organisations will be made aware of this
policy any environmental risks identified by Downside School and their particular responsibilities. All School
employees and contractors are required to comply with this policy and to carry out their work in a manner that
will minimise environmental damage.
To achieve this commitment the School will:
a)

Strive to continuously improve our environmental performance and integrate recognised
available practice into our business

b)

Reduce our consumption of resources and where economically practicable improve our
efficiency in the use of these resources

c)

Manage waste generated from our business operations according to the principles of reduction,
reuse and recycle

d)

Manage our business operations to prevent pollution

e)

Give due consideration to the environmental issues associated with our business activities
within the scope of our Environmental Management Systems.

f)

Ensure that environmental criteria are taken into account in the procurement of goods and
services

To achieve these objectives the School will:
a)

Ensure that the Senior Leadership Team has oversight and review our environmental policies
and performance and allocate resources for their effective direction and implementation

b)

Set and monitor key objectives and targets to secure continuous improvement to our
environmental performance

c)

Communicate both internally and externally our environmental issues to our employees at all
levels

d)

Work together with any business neighbours, partners or suppliers to encourage commitment
and improvement in environmental performance

e)

Ensure appropriate consideration in all services or goods that we may provide to our
customers

f)

Review our performance and policy regularly and on an annual basis

The School will monitor the effectiveness of the environmental policy, its associated management system and will
institute corrective actions wherever necessary to ensure continual improvement of environmental management.
The School will set and periodically review Environmental objectives and targets and is committed to the
prevention of pollution.
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SMS 14 - EQUAL OPPORTUNITIES
Downside School recognises that discrimination is unacceptable and although equality of opportunity has been a
long standing feature of our employment practices and procedure, we have made the decision to adopt a formal
equal opportunities policy. Breaches of the policy will lead to disciplinary proceedings and, if appropriate,
disciplinary action.
The aim of the policy is to ensure no job applicant, employee or worker is discriminated against either directly
or indirectly on the grounds of race, colour, ethnic or national origin, religious belief, political opinion or affiliation,
sex, marital status, sexual orientation, gender reassignment, age or disability.
The School will ensure that the policy is circulated to any agencies responsible for our recruitment and a copy
of the policy will be made available for all employees and made known to all applicants for employment.
The policy will be communicated to all private contractors reminding them of their responsibilities towards the
equality of opportunity.
The policy will be implemented in accordance with the appropriate statutory requirements and full account will
be taken of all available guidance and in particular any relevant Codes of Practice.
The School will maintain a neutral working environment in which no employee or worker feels under threat or
intimidated.
Recruitment and Selection
The recruitment and selection process is crucially important to any equal opportunities policy. The School will
endeavour through appropriate training to ensure that employees making selection and recruitment decisions
will not discriminate, whether consciously or unconsciously, in making these decisions.
Promotion and advancement will be made on merit and all decisions relating to this will be made within the
overall framework and principles of this policy.
Job descriptions, where used, will be revised to ensure that they are in line with our equal opportunities policy.
Job requirements will be reflected accurately in any personnel specifications.
The School will adopt a consistent, non-discriminatory approach to the advertising of vacancies.
The School will not confine our recruitment to areas or media sources which provide only, or mainly, applicants
of a particular group.
All applicants who apply for jobs with us will receive fair treatment and will be considered solely on their ability
to do the job.
All employees involved in the recruitment process will periodically review their selection criteria to ensure that
they are related to the job requirements and do not unlawfully discriminate.
Short listing and interviewing will be carried out by more than one person where possible.
Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.
The School will not disqualify any applicant because he/she is unable to complete an application form unassisted
unless personal completion of the form is a valid test of the standard of English required for the safe and effective
performance of the job.
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Selection decisions will not be influenced by any perceived prejudices of other staff.
Training and Promotion
Senior staff will receive training in the application of this policy to ensure that they are aware of its contents and
provisions. All promotion will be in line with this policy.
Monitoring
The School will maintain and review the employment records of all employees in order to monitor the progress
of this policy.
Monitoring may involve:

The collection and classification of information regarding the race in terms of ethnic/national
origin and sex of all applicants and current employees



The examination by ethnic/national origin and sex of the distribution of employees and the
success rate of the applicants, and



Recording recruitment, training and promotional records of all employees, the decisions
reached and the reason for those decisions

The results of any monitoring procedure will be reviewed at regular intervals to assess the effectiveness of the
implementation of this policy. Consideration will be given, if necessary, to adjusting this policy to afford greater
equality of opportunities to all applicants and staff.
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SMS 15 - FIRE PREVENTION and FIRE PROCEDURES
Downside School places great importance on the health, safety and welfare of its staff, clients, visitors, pupils and
others affected by the company’s operations. The School takes its legal and moral responsibility to protect
people from injury, ill health and accidents extremely seriously and so far as is reasonably practicable will provide
a safe working environment, promoting the health and safety of its employees.
It is the policy of Downside School to take all reasonable and practical steps to protect staff, visitors, pupils and
property from the dangers of fire. Fire is a potential hazard for every person entering the school’s premises and
it is imperative that all staff, without exception, understand what is required of them and co-operate fully by
reducing the risk of a fire outbreak.
In the event of a fire occurring staff need to take appropriate action in accordance with the guidance laid down
and therefore involvement in fire precautions must be regarded as a basic duty and obligation for all members of
staff.
Arrangements for Securing the Health and Safety of Workers
FIRE PREVENTION
Employees shall be given suitable information, instruction and training in basic fire prevention measures. Any
employees involved in processes or activities that give rise to special fire hazards shall be given appropriate
training in avoidance of fire.
Employees should report any concerns they have about fire hazards, to the Chief Executive Officer (member
of the Senior Leadership Team) who has been assigned by the Headmaster to be in charge of Fire Safety
for the company, so that appropriate measures can be undertaken to eliminate the problem.
Periodic inspections and assessments shall be carried out to identify fire risks and ensure that appropriate
precautions are in place. The School will ensure that housekeeping standards are such to minimise the risk and
development of fire.
Effective security precautions shall be taken to minimise the risk of arson both within buildings and on the grounds
of the site.
Downside School will also exercise suitable control over contractors’ operations and the fire risks associated
with such operations, all contractors working on company premises shall be bound, under the terms of their
contract, to comply with the School’s conditions for contractors.
The School will, in consultation with employees and their representatives, implement the following fire
prevention measures.




To ensure that the School fully complies with all statutory legislation and guidance
To ensure the safety of all persons entering the company’s premises
To discharge the School’s Statutory Duties by the preparation of procedures for dealing with:









Staff training
Fire prevention
Detection
Fire fighting
Evacuation
Maintenance of equipment
Provision of new resources

To promote the identification of deficiencies in existing buildings, plant and equipment which affects fire
safety and to undertake a risk assessment when considering resource provision
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All Employees should be familiar with the methods of Fire Prevention as detailed below:
It is the responsibility of all employees to ensure the safety of themselves and those with whom they work.
In addition it is a legal requirement that all employees are familiar with the emergency procedures in the event
of fire.









All fire doors are to be kept shut at all times and not used for general use
Should an employee consider that something or someone presents a fire risk within the building, they
should report the matter to the Senior Leadership Team
Employees should not allow the accumulation of large amounts of combustible materials around
workplaces, escape routes or near stairwells
Employees should not obstruct fire escapes, fire exits or any fire-related equipment
Employees should not obstruct ventilation grilles on electrical equipment
Employees should ensure that self-closing fire/smoke doors are not wedged in the open position
Employees should observe the NO SMOKING policy for buildings and surrounding premises
Employees should maintain as best as possible a clear desktop/work station policy to prevent the rapid
spread of fire should it occur

FIRE PROCEDURES
Downside School has procedures in place to follow in the event of emergency. These are communicated to all
employees and notices are displayed throughout the premises.
A separate folder has been created in the Health & Safety Management System for FIRE located in folder
APPENDIX 7 – FIRE, where details of Fire Risk Assessments and other Fire relating documentation and
guidance can be found.
RESPONSIBILITY FOR SAFETY ARRANGEMENTS
The School is responsible for ensuring safety arrangements and the maintenance of a building fire alarm and
detection system.
Therefore, in accordance with the Regulatory Reform (Fire Safety) Order 2005, the School will ensure that a
Fire Risk assessment is conducted and adequate precautions are put in place. The Head Master is responsible for
ensuring that the fire risk assessment is undertaken and completed by a competent person. To achieve this duty
a member of the Senior Leadership Team will work with a specialist in this field to assist in the completion of
the assessment and also in the maintenance of suitable fire-fighting equipment.
The day-to-day responsibility for ensuring all fire precautions are in place and in order is that of the Senior
Leadership Team. These tasks may be assigned to staff who have received adequate training in their absence.
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In particular:
Escape routes are checked daily to ensure they are free from obstruction




Fire extinguishers are maintained and serviced every 6 months by a reputable and competent
company



Emergency Lighting is maintained and serviced every 6 months



Adequate numbers of Fire Wardens are appointed to assist in the event of a fire evacuation



In the event of fire, the safety of life shall override all other considerations, such as saving
property and extinguishing the fire

Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Ensure that any deaf persons on the premises are aware of the activation of the fire alarm, and that
disabled persons are given assistance to evacuate the building

b)

Appoint persons to be responsible for specific procedures in the event of fire, including:


The person responsible for summoning the fire brigade



Fire Wardens



Those responsible for carrying out roll calls or supervising evacuation assembly points



Fire Wardens responsible for liaising with the fire brigade on arrival



Security personnel

c)

Regularly stage fire evacuation drills, inspect the means of escape, and test and inspect fire-fighting
equipment and fire warning systems

d)

Provide adequate fire safety training to employees, plus specialist training to those with special
responsibilities

IN THE EVENT OF A FIRE
If a fire is discovered, the alarm shall be raised immediately by the appropriate method (such as operation of a
break glass manual call point or verbal communications). This should be the first action taken on discovery of
any fire, however small. The School refutes the notion that the alarm should be raised only in the event of a
‘large’ fire.
All employees are empowered to take this action if they believe there is a fire, no authority should be sought
from any other person. The School will always support employees who operate the fire alarm system in good
faith, regardless of whether or not it is ultimately determined that a fire existed.
Responsibility for summoning the fire brigade is outlined in the fire procedures. The School does not require
persons to attempt to extinguish a fire, but extinguishing action may be taken if it safe to do so. Guidance on
the circumstances under which fire-fighting should be avoided or discontinued will be included in staff fire safety
training.
Immediate evacuation of the building must take place as soon as the evacuate signal is given. (Employees will be
familiar with the procedure through the staging of regular fire evacuation drills.) All occupants, on evacuation,
should report to the pre-determined assembly point(s), which will be displayed on Fire Action Notices displayed
throughout the premises.
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GENERAL FIRE INFORMATION - FIRE PREVENTION AND SAFETY
Employees should be familiar with:


The actions to be taken on discovery of fire and on hearing the alarm



The location of manual fire alarm call points within buildings and the method of operation



The location of fire-fighting equipment within buildings and the method of operation



All escape routes within the buildings



The purpose of fire resisting doors and their location within buildings



Evacuation procedures for the buildings and the location of assembly points

FIRE FIGHTING EQUIPMENT
All areas within buildings are supplied with suitable fire-fighting equipment for the specific risks to be found within
that area.
All employees have a duty to ensure no person is put at risk when and if a fire is tackled; i.e. there must be no
misuse of equipment and a person tackling a fire must ensure their escape route is clear.
FIRE ALARM TESTING
Fire alarms are tested on a regular basis and recorded to ensure that all fire alarm call points are operational and
that the alarm can be heard in all areas of the buildings and that staff/personnel/pupils/visitors can recognise the
sound of the alarm.
EVACUATION DRILLS
Evacuation drills will be conducted on an annual basis and recorded to ensure that all employees are familiar with
the fire and emergency procedures for the buildings.
FIRE DOORS
Fire Doors are an important part of a building’s fire defences.
The two functions of a fire door are:


To compartment the building to prevent the spread of fire



To provide a safe means of escape for those persons evacuating the building

All employees are to ensure that all fire doors, particularly those affording access to stairwells, are kept shut at
all times.
FIRE WARDENS
Fire Wardens will be appointed to ensure areas are clear on the activation of the fire alarm and to report the
result of the floor search to the person in charge of the evacuation.
VISITORS & DISABLED PERSONS
Visitors are the responsibility of their host whilst on the premises, who must ensure their safe evacuation in the
event of an emergency. Disabled employees are the responsibility of the Fire Wardens whilst on the premises
that must ensure their safe evacuation in the event of an emergency.
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FIRE ALARMS
An audible siren will be heard throughout the buildings and surrounding perimeter areas.
In the event an audible siren is not installed another means of raising the alarm will be implemented and
documented for that particular location. All staff, personnel, pupils, visitors and contractors will be informed of
the alarm to ensure they recognise the notification (for example verbal shouting ‘Fire’ ‘Fire’, ringing a bell).
FIRE MUSTER POINTS
Fire muster points will be located throughout the premises and all staff should make their way to the assembly
locations indicated by appropriate signage.
These points are of primary nature and can be relocated as necessary at any time to maintain the safety of
employees, personnel, pupils, visitors and contractors.
FIRE ACTION PROCEDURE
ALL EMPLOYEES
PROCEDURES.

MUST

FAMILIARISE

THEMSELVES

WITH

THE

FIRE

ACTION

On discovering a fire:
 Operate the nearest fire alarm call point (break glass)
 Notify all personnel (Senior Leadership / Fire Wardens)
 Call the Fire Brigade by dialing 999, or
 Fight the fire, if safe and trained to do so
On hearing the fire evacuation alarm:
 Evacuate the building via your nearest available fire exit
 Proceed to the designated Assembly Point
 DO NOT stop to collect personal belongings
 DO NOT use lifts
 DO NOT re-enter the building until authorised to do so
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GUIDE TO FIRE EXTINGUISHERS
This chart details the appropriate usage of portable fire-fighting equipment.

TYPES AND SUITABILITY OF FIRE EXTINGUISHERS
The most widely used and available fire extinguisher.
Used for SOLIDS such as paper, wood, plastic etc.
NOT suitable for use on electrical or flammable liquids.

More versatile than water extinguishers.
Used for SOLIDS such as paper, wood, plastic and
FLAMMABLE LIQUIDS such as paraffin, petrol, oil etc

Multi-purpose extinguisher, can be used on: SOLIDS; Paper,
wood, plastic, fires. FLAMMABLE LIQUIDS: Paraffin,
petrol, oil. FLAMMABLE GASES; Propane, butane,
methane.
Carbon Dioxide Extinguishers are ideal for fires involving
ELECTRICAL APPARATUS.
Carbon Dioxide will also extinguish FLAMMABLE
LIQUIDS such as paraffin, petrol and oil.
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SMS 16 - FIRST AID
Downside School is committed to providing sufficient numbers of first aid personnel to deal with accidents and
injuries occurring at work.
To this end, the School will provide information, instruction and training on first aid to employees to ensure that
statutory requirements and the needs of the School are met.
Should employees have concerns about the provision of first aid within the School, they should inform a member
of the Senior Leadership Team to enable the School to investigate and rectify the situation if necessary.
Arrangements for Securing the Health and Safety of Workers
First Aid Personnel
First aid personnel are employees who have volunteered for the role and who have been assessed as being
suitable. Where there are insufficient numbers of volunteers, the School will nominate a person from each area
to take charge of the situation where an employee becomes injured or ill and requires attention.
First Aiders are qualified personnel who have received training and passed an examination in accordance with
Health and Safety Executive requirements. First aid personnel will be provided with re-training at legally
prescribed intervals in order to ensure that their skills are maintained.
The School will ensure that there are sufficient first aid personnel within the workplace to adequately cover
working hours through the carrying out of a first aid assessment.
Notices with the names of currently qualified First Aiders are displayed on notice boards in the following locations
(listed below), indicating the name, location and telephone number of the nearest First Aider.




Main Reception
Chief Executive Officer
Health Centre

Facilities
The School has a Health Centre that is staffed by a Registered Nurse providing 24 hour cover.
Hygiene
All staff administering First Aid should take precautions to avoid infection and must follow basic hygiene
procedures. Staff are to use the cleaning gel and disposable gloves provided when administering First Aid and
take care when dealing with blood or other bodily fluids.
Recording Accidents
All accidents must be recorded, however minor in accordance with the School Accident and Near Miss Reporting
Policy and Procedures.
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First Aid Boxes
First aid boxes will be provided within the workplace ensuring there are adequate supplies for the nature of the
hazards involved. All boxes will contain at least the minimum supplies which are required under law. Only
specified first aid supplies will be kept. No creams, lotions or drugs, however seemingly mild, will be kept in
these boxes.
First aid boxes will display the following information:
a)

The name of the person responsible for their upkeep

b)

The contents of the first aid box and replenishing arrangements

c)

The location of the accident book

First aid boxes will be maintained and restocked when necessary by First Aiders or persons nominated by the
Senior Leadership Team.
Regular inspections will be undertaken of all First Aid boxes at each location by First Aiders or persons nominated
by the Senior Leadership Team.
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SMS 17 - GAS CYLINDERS
Downside School is aware that accidents involving gas cylinders can cause serious injury or even death. It is the
intention of the School to eliminate or reduce the risks associated with using gas cylinders by implementing the
following procedures to safeguard employees, contractors and visitors.
About LPG
Liquefied Petroleum Gas (LPG) includes commercial butane, commercial propane and mixtures thereof as defined
in British Standard BS: 4250.
The cylinders that keep LPG are generally very robust and not easily damaged except for the valve at the top
that may be susceptible to impact.
LPG is normally stored as a liquid under pressure.
Hazards associated with LPG


Leakage, especially of liquid, may release large volumes of flammable gases and may cause fires
or explosions



A very small proportion of LPG released into air can give rise to an explosive mixture



LPG vapour is heavier than air and may flow along the ground or through drains and be ignited
at a considerable distance from the source of leakage. In still air, any vapour will disperse slowly



LPG liquid, by its rapid vaporisation and consequent lowering of the temperature, can cause
severe frost burns if it comes into contact with the skin



For general purposes, LPG is odorised before distribution so that its distinctive smell can give
warning of a gas escape



Physical damage to cylinders may cause leaks which may lead to fires or explosions



Heavy cylinders may cause injury if not properly handled



Application of heat to gas cylinders may cause them to burst, possibly resulting in a ‘shrapnel’
type explosion
Gas cylinders are large, heavy and relatively unstable due to the small base-diameter to height


ratio

Arrangements for Ensuring the Health and Safety of Workers
The School will, in consultation with employees and their representatives:Avoiding Risk
a)

Carry out regular checks of cylinders for detection of leaking gas

b)

Ensure gas cylinders are properly handled, to avoid the danger of fire or explosion and the risk
of physical injury to the personnel

c)

Provide suitable areas to ensure gas cylinders are safely stored and used, away from direct
sources of heat.
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Storage Information
a)

Ensure all gas cylinders are clearly marked to show what they contain and the hazards
associated with their contents

b)

Store limited quantities on its premises

c)

Restrict access to all storage places to unauthorised persons and display signage prohibiting
smoking and the use of naked flames

d)

Ensure LPG is not stored in the vicinity of cylinders containing other gases or hazardous
substances without specialist advice

e)

Provide storage areas that are level and concreted, paved or compacted to provide a loadbearing surface, ensuring outdoor storage areas are be slightly graded for drainage of surface water

f)

Inform all personnel not to store LPG below ground level in cellars or basements

g)

Maintain storage areas keeping areas free from weeds, long grass and accumulations of readily
combustible material at all times and prohibit the use chlorate-based weed-killer near cylinders due to
the potential of a fire hazard

h)

Make sure that pipework or flexible hoses from the cylinders to the point of use is protected
against accidental damage

i)

Ensure any defective equipment is reported to the Supplier and recorded by Staff and the Senior
Leadership Team are informed where appropriate

Storage of Empty Cylinders
a)

Implement a policy for the purpose of defining separation distances, in that all LPG Gas cylinders
are to be considered as full whatever the state of their contents.

b)

Segregate empty cylinders from full ones ensuring that they can be readily distinguished from
each other.

Leak Detection
a)

Undertake regular inspection of cylinders for leakage

b)

Leaks can be detected by :

Sense of smell



The sound of escaping gas



By condensation or frosting round the leak



Leaks may be confirmed by brushing soapy water over the suspected leak source

NEVER ATTEMPT TO FIND A LEAK BY MEANS OF A NAKED FLAME
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SMS 18 - HEALTH AND SAFETY (SIGNS AND SIGNALS) REGULATIONS
Downside School is required to provide, display and maintain sufficient safety signs to warn of circumstances
where risks to Health and Safety exist and to advise of precautions that need to be taken.
These safety signs can be categorised as:


Mandatory



Warning



Prohibition



Safe Condition



Fire Fighting

Arrangements for Ensuring the Health and Safety of Workers
The School will, in consultation with employees and their representatives ensure that any signs provided for
safety reasons are: a)

Maintained in a good condition

b)

Positioned in the correct location

c)

Explained to all members of staff to ensure that they are aware of the meaning of the signs and
the correct actions to be taken

Employee Responsibilities – Employees must:
a)

Familiarise themselves and comply with any signs and notices that are displayed

b)

Bring any defects to the employer’s attention

c)

Follow safe operating procedures

d)

Wear relevant personal protective equipment as identified
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All employees, personnel, pupils, contractors and visitors MUST comply with any notice or sign.

Colour

Meaning or
Instruction & Information
Purpose

Intrinsic Features

Dangerous behaviour;
stop; shutdown;
emergency cut-out
devices; evacuate

Round shape; black pictogram
on white background; red
edging and diagonal line; red
part to be at least 35% of the
area of the sign

Warning

Be careful; take
precautions; examine

Triangular shape; black
pictogram on yellow
background with black edging;
yellow part to be at least 50%
of the area of the sign

BLUE

Mandatory

Specific behaviour or
action e.g. wear
personal protective
equipment

Round shape; white pictogram
on blue background; blue part
to be at least 50% of the area
of the sign

GREEN

Emergency
escape; first
aid. No
danger

Doors; exits; escape
routes equipment and
facilities
Return to normal

Rectangular or square shape;
white pictogram on green
background; green part to be
at least 50% of the area of the
sign

RED

YELLOW

RED

Prohibition/
Danger

Firefighting
equipment

Identification &
location

Example

Rectangular or square shape;
white pictogram on red
background; red part to be at
least 50% of the area of the
sign
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SMS 19 - HOUSEKEEPING
Downside School recognises the need to ensure that adequate standards of housekeeping are achieved. This
policy is designed to ensure the School attains the highest possible standards and is in accordance with its
commitment to provide a safe place of work.
Poor standards of housekeeping are a common cause of injury and damage at work and can create unnecessary
fire hazards. Low standards often result from poor working practices and/or organisational deficiencies within
the workplace.
Examples of poor working practices include:


Untidiness



Lack of thought and consideration by the individual



Ignoring rules and procedures

Poor housekeeping resulting from organisational arrangements includes:
a)

Badly designed systems of work

b)

Insufficient space for work activity

c)

Inadequate storage facilities

d)

Lack of training or information

e)

Poor supervision

f)

Infrequency or inefficiency of cleaning arrangements

Arrangements for Ensuring the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Carry out risk assessments in relation to housekeeping within the School and introduce control
measures as appropriate

b)

Take any necessary measures to remedy any risks found as a result of the assessment

c)

Implement steps for the maintenance, cleaning and repair of the premises

d)

Train employees to be aware of their responsibilities for ensuring that hazards are not created
from their work or equipment

e)

Inform every employee of the risks which exist

f)

Re-assess housekeeping as necessary if work processes change

Employee’s responsibilities - Employees must:
a)

Co-operate with management arrangements for good housekeeping in the workplace

b)

Follow any guidance and instruction given to prevent injury or ill health

c)

Report to the employer any hazardous or dangerous situations
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Organisational Arrangements for Housekeeping
Workplace inspections will be carried out on a regular basis by a member of the Senior Leadership Team or
their nominated assignee to identify areas where standards require improvement. These areas will be highlighted
for remedial action.
Storage Facilities
Storage areas will have been defined within the workplace. Requirements should be reviewed periodically and
whenever refurbishment or relocation takes place. Articles and substances will be stored in defined areas at all
times.
Waste
All general rubbish is to be placed into suitable receptacles located throughout the premises at regular intervals
for collection by nominated contractors.
Recycling of waste materials will be undertaken where appropriate. Particulars relating to the type of recycling
undertaken will be dependent upon the activities and waste generated at the premises. Details will be provided
to all personnel by the Senior Leadership Team of the type of material to be recycled and placement of such.
The Senior Leadership Team will make arrangements for the regular collection of recycled materials by
nominated contractors.
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SMS 20 - HOT WORK POLICY
Downside School will ensure that operations which present a risk to the employees in respect to hot work will
be eliminated or reduced as low as reasonably practicable. Measures to achieve this include consideration of all
activities and equipment used in hot work. A competent person will carry out an assessment of risk in relation
to hot work.
The purpose of this policy is to provide information to all employees regarding safety when carrying out welding
or hot cutting operations. The aim is to prevent injury from the hazards associated with hot work within the
workplace.
What is Hot Work?
Hot work refers to any activity that produces heat, sparks or flame. It is most commonly associated with:


Cutting and welding



Brazing and soldering



Use of blow lamps and torches



Use of bitumen/tar boilers



Use of grinding wheels

Such tasks commonly form part of construction or refurbishment works, but may also be involved in small works
carried out as part of repairs, maintenance or redecoration.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives ensure the following:
a)

That all equipment for welding and hot cutting used by employees is suitable for the task

b)

Safe for use and that the employee has received adequate information, instruction and training

c)

A general risk assessment has been completed

d)

Control of Substances Hazardous to Health (COSHH) assessments are carried out on fumes
and gases produced from welding and hot cutting operations and control measures under the
respective COSHH assessment are applied

e)

Suitable protective clothing is worn at all times when carrying out welding and hot cutting
operations

f)

Permits to work are issued for all welding and hot cutting operations (unless in a workshop)
and entry to confined spaces

g)

Adequate screens and warning notices are placed around the work area where welding or hot
cutting operations are carried out

h)

Where required, written guidance is provided prior to any welding or hot cutting operations
taking place on hazardous equipment

i)

Only contractors who are competent are used for welding and hot cutting operations

j)

Adequate information and training will be provided to individuals to ensure that they are
competent to carry out their work-related tasks. A responsible person will assess training, including
the need for refresher training

k)

Welding and hot cutting equipment brought to site by contractors is checked before allowing
its use on site
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Responsibilities of Employees, employees must ensure:
a)

They comply with all instructions and training in relation to the execution of their work

b)

Their own health and safety and that of other employees is not put at risk by their actions

c)

They use equipment provided for the task

d)

They report any problems to the Senior Leadership Team

Organisation of Hot Work on School Premises
No hot works are permitted to be carried out by staff or contractors unless there are exceptional circumstances
or cold working methods are not available.
Examples of cold working methods that are expected to be employed include the use of compression fittings and
crimping tools for plumbing alterations rather than soldered fittings and the use of cold applied bituminous felt
roofing sheets rather than ‘torch on’ products.
IF HOT WORKING METHODS CANNOT BE AVOIDED AND WORK IS MANAGED IN
ACCORDANCE WITH OUR PROCEDURES, WORK WILL BE UNDERTAKEN IN THE
FOLLOWING WAY:



Work will only be carried out by hot works operatives that have been approved through method
statement agreement



Work will not start until a risk assessment has been carried out and a safe system of work has been
prepared and the Senior Leadership Team in liaison with the School Health & Safety Advisors have
approved the hot works method statement.



Once the documentation has been approved the staff or contractor will be issued with a permit to
work.

Precautions to be taken, as appropriate, so that Hot Work can be carried out safely:
a)

Work should take place in restricted or controlled (i.e. screened) areas

b)

Contractors must familiarise themselves with the emergency evacuation procedures of the
School

c)

Location and means of raising alarms should be checked

d)

Relevant individual smoke detectors must be isolated for the duration of the works

e)

The Senior Leadership Team in liaison with assigned Fire Wardens must ensure that smoke
detectors are re-instated on the completion of hot works

f)

Suitable water or powder fire extinguishers must be available at the work point

g)

Contractors should know how to raise the alarm and use the extinguishers

h)

Inspect surrounding areas – adequate ventilation; all floor and wall openings covered

h)

Remove or protect all combustible materials or flammable liquids including backings and
substrates.

i)

Cutting, welding, brazing etc equipment should be in good order

j)

Gas cylinders should be secured vertically, fitted with regulators and flashback arresters
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k)

Where bitumen/tar boilers are used, they should not be taken on the roof where this can be
avoided. If this is unavoidable, they should be mounted on a non-combustible, insulated base and fitted
with a thermostat.

l)
m)

Hot work should not be left unattended during work breaks
A Fire Watch patrol should be arranged and continued for at least 1 hour past the completion of
work

ISSUE OF ‘PERMIT TO WORK’ FOR HOT WORKS
The permit details the work to be carried out, how and when it is to be done and the precautions to be taken.
A written permit system is likely to result in a higher standard of care and supervision.
The system applies to staff and contractors.
Permits should be completed for the following
Undertaking hot work within a building i.e. work involving flame, hot air, welding, cutting, brazing, soldering or
any other procedure, which could lead to subsequent flame or spark.
Before approving any permit, the Senior Leadership Team in liaison with assigned Fire Wardens must inspect the
area and confirm the following:Precautions
Cutting and or welding equipment is in good repair
Fire appliances are available
Contractor has suitable experience





Within 35 Feet of Work Areas
Ensure floors have been swept removing all combustible material
Ensure there are no combustible or flammable materials or liquids in the area
Ensure all wall and floor openings have been covered





Work on Ceilings or Walls



Ensure the construction is non-combustible and does not have a combustible covering
Ensure all combustible and flammable materials have been removed from the opposite side of
the wall

Work on Enclosed Equipment (Ducts, containers, extractors etc)



Ensure equipment has been cleaned, removing all combustibles
Containers have been purged of all flammable vapours

Fire Watch
A fire watch is to be provided during the operation and for 1 hour following completion of the
operation with further monitoring for 3 hours.
Personnel conducting fire watch are to be supplied with an extinguisher and appropriate training for correct use.
Personnel conducting fire watch must have knowledge of the fire alarm procedure.
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Final Check
CHECK THOSE ITEMS WHICH APPLY TO THE OPERATION BEING PERFORMED SO THAT
ALL NECESSARY SAFETY AND FIRE PRECAUTIONS CAN AND WILL BE TAKEN.
After Completion of Work
Final Verification
a)

Obtain permit from the Senior Leadership Team and authorise operation complete and verify work
and adjacent areas are fire safe

b)

File permit in Hot Work Permit File
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SMS 21 - INFORMATION, INSTRUCTION, TRAINING AND SUPERVISION
Downside School will provide adequate information, instruction, training and supervision to employees in
accordance with the general duties on employers under Section 2 of the Health and Safety at Work Act Etc 1974
and associated regulations.
In order to ensure that health & safety performance is maintained and risks are adequately controlled the School
will ensure that all employees are trained and competent to carry out their work activities safely and without
risk to others.
All employees including any temporary and casual workers will be provided with information on any risks relevant
to their particular activity and work area.
The type of health and safety training to be provided will be decided upon by a number of factors including the
following:


The age of the employee



The employee’s length of service



The employee’s job role



The employee’s previous knowledge and experience



The requirements of the activity the employee is undertaking



The legislation relevant to the activity the employee is undertaking

Provision of Training
In order to ensure that training provided meets our business needs and complies with relevant legislation the
School will:
a)

Ensure that the trainer has the relevant experience and competence in the training being
provided

b)

Ensure that the training provided meets the requirements of relevant legislation

c)

Ensure that records of training are retained in personnel files

Training Records
All information, instruction and training given to employees, temporary and casual workers will be recorded on
individual training records. Copies of any certification or qualifications provided at the completion of any training
course will be kept in individual employee personnel files.
In certain instances, employees will be asked to sign to confirm receipt or understanding of the training.
Training and Instruction
Training for all new employees, temporary and casual workers is the responsibility of the Senior Leadership Team
in liaison with Heads of Department.
Job specific training and instruction will be identified, arranged and monitored by Heads of Department and
nominated personnel assigned by the Senior Leadership Team.
The School has a responsibility to ensure that employees are properly trained and instructed on health and safety
matters relating to their employment.
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Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives ensure the following:
a)

New employees will be given appropriate induction and safety training so that they are
adequately trained to perform their work safely

b)

The Senior Leadership Team will be kept aware of their health and safety responsibilities and
will undertake any relevant training

c)

Employees will be given appropriate training in the event of transfer to other work or the
introduction of new plant and equipment

d)

The Senior Leadership Team will give special attention to the training requirements of certain
categories of employees, e.g. Young Persons in relation to current statutory requirements

Employee Responsibilities: Employees must:a)

Co-operate with the School in relation to all training aspects

b)

Attend any training courses that are identified as necessary

c)

Follow training, guidance and instruction to prevent injury or ill health

d)

Use protective and safety equipment provided

e)
f)

Report to the Heads of Department or a member of the Senior Leadership Team any hazardous
or dangerous situations
Co-operate with management arrangements for health and safety
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SMS 22 - INDUCTION OF NEW EMPLOYEES
In order to secure the health and safety of all employees, Downside School will provide health and safety
information, instruction and training to new employees which will be incorporated into general induction training.
Induction training should commence on the first day of employment so that employees are familiar with basic
procedures once they are at their place of work. Where this is not possible, induction training will take place as
soon as possible after the employee has started work. A Standard Form has been compiled to assist with the
induction process ensuring all elements are included.

A separate folder has been created in the School Health & Safety Management System for TRAINING located
in folder APPENDIX 9 – TRAINING, where details of training relating documents can be found.

The Health and Safety components of induction training will contain the following:
a)

School Health and Safety Policy - the contents of the School Policy Statement will be covered in detail,
including the responsibilities set out in the policy and will enable the employee to become acquainted
with the organisational arrangements

b)

Accident/Incident reporting and First Aid procedures

c)

Fire procedures and precautions

d)

Site safety rules applicable to the School premises and surrounding areas and Safety procedures
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SMS 23 - LEGIONELLA
Downside School has a responsibility to protect employees and others who may be affected by its activities
against the risk of Legionella infection (Legionellosis) arising from plant, equipment, facilities, work or work
related activities and that an effective water hygiene management plan needs to be in place to control the risk to
staff, pupils, contractors and members of the public using the premises.
This policy details the Schools’ strategy for managing water hygiene and specifically the risk of Legionella in its
premises.
In accordance with the Management of Health and Safety at Work Regulations 1999, the Control of Substances
Hazardous to Health Regulations (COSHH) 2002 and the Approved Code of Practice for the Control of
Legionella Bacteria in Water Systems (L8 rev 2013), the school will assess and control health risks from exposure
to the Bacteria
What are the Possible Routes of Potential Infection?
Legionella bacteria occurs naturally in locations such as rivers, lakes, and reservoirs. The possible locations where
the bacteria may cause infection in properties are:






Domestic water systems in schools and office buildings
Whirlpool spas
Fountains with fine sprays
Locations where aerosols may be formed such as showers, or taps or drinking water fountains
Cooling Towers

The most likely route for infection is by direct inhalation of bacteria carried by water droplets. The spread and
life of the bacteria will depend on such things as ambient temperature, relative humidity, sunlight, wind strength
and direction.
Arrangements for Securing the Health and Safety of Workers
The Senior Leadership Team in liaison with the Head of Building and Engineering are responsible for
the School’s specific day to day monitoring of water safety and ensuring that the systems are being correctly
operated.
Duties of the Senior Leadership Team:






To maintain appropriate records of testing and certification.
Identify and assess sources of risk
Prepare a scheme (or course of action) for preventing or controlling the risk
Implement and manage the scheme
Keep records for a minimum of 5 years.

CONTROL MEASURES
Downside School will undertake a risk assessments to identify the control measures that are necessary in order
to ensure that there is no risk of contamination through Legionella bacteria.
The School will employ the services of Water Treatment Specialists to oversee the internal control measures
that are necessary to control Legionella. All Operatives in our Maintenance Department will receive appropriate
training and information for Legionella prevention measures. The nominated staff will be tasked with carrying
out the following regular water checks (all of which are recorded in the water manual) in order to maintain good
water hygiene:
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RECORDS
Records will be kept of all water system checks.
STAFF TRAINING
The School will invest considerable time and resources in training our Maintenance Operatives to work in a
reliable and methodical fashion and undertake supervision of their working methods and record their training.
ACTION TO BE TAKEN IN THE EVENT OF A POSITIVE WATER SAMPLE
The Water Treatment Specialist Company will notify a member of the Senior Leadership Team immediately if a
water sample is contaminated. The notification will cover:





Details of the sample
The organism
Location
Advice on appropriate remedial measures, such as isolating the building and disinfecting the system.

The Headmaster will be informed immediately, even if no one is ill and remedial action will be taken at once.
The Board of Governors must be notified immediately if anyone becomes ill with Legionella, as any outbreak of
the disease must be reported to the HSE and the HPA.

A separate folder has been created in the School Health & Safety Management System for LEGIONELLA
located in folder APPENDIX 11 – HEALTH SURVEILLANCE, where details of the HSE Guidance L8 (rev
2013) giving an Employers Guide to Legionnaires Disease can be found.
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SMS 24 - MACHINERY & EQUIPMENT SAFETY
Downside School will take all steps to ensure the safety of all employees working on the machinery as well as to
ensure the safety of others who may be affected by the machinery. The School will seek to liaise with suppliers
to ensure that any new machinery is designed and supplied to work in a safe manner and will give information
instruction and training to allow effect implementation of this policy.
Should employees have any problems relating to machinery safety, they should immediately inform a member of
the Senior Leadership Team so that steps can be taken to remedy the situation.
Associated hazards:


Dangerous/rotating parts of machinery



Ejection of materials



Rupture or disintegration



Fire, overheating or explosion



Unintended discharge of gas, liquid, vapour or other substance



Excessively hot or cold surfaces



Failure of safety controls on powered equipment



Dangers from instability, poor lighting or poor maintenance

Arrangements for Securing the Health and Safety of Workers
Downside School appreciates that some items of work equipment can pose a significant risk if not used in line
with the manufacturer’s instructions, maintained properly or stored in a correct manner.
To control exposure to the hazards presented by work equipment the School will, in consultation with employees
and their representatives ensure the following:
a)

Assess the operation of the machine itself which will include the assessment of its controls, the visibility
of any operating parts that need to be seen and the accessibility of all parts that need to be adjusted
or changed

b)

Carry out an assessment of how the use of the machine affects its environment, including the layout
of the machine and any barriers that are needed to prevent visitors coming within the danger zone

c)

Carry out an assessment of all guards, all isolation procedures of any part of the machinery and all
emergency procedures; compliance with the requirements of the Provision and Use of Work
Equipment Regulations

d)

Carry out an assessment of any chemicals involved with the machine and its use, maintenance or
cleaning (in compliance with COSHH)

e)

Take all reasonable steps to minimise all risks found from these assessments

f)

Undertake full risk assessments for the equipment that is being used and issue copies of the
assessments to all operatives along with the people who may be adversely affected by the equipment

g)

Ensure that all necessary safety controls are in place such as guards and isolation switches

h)

Ensure that employees are provided with sufficient information, training and supervision when using
the equipment. All training will be documented on the employee’s personnel file
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i)

Ensure that all work equipment is maintained and inspected as required by the manufacturer’s
instructions. Records will be kept of all inspections

j)

Ensure that work equipment is selected which is suitable, by design, construction or adaptation, for its
intended purpose in its particular place of use and is suitable for the process and conditions of use

The School will assess the methods of any adjustments or tool changes made on the machine so that tools are
fitted and carried safely. Machine guards must be suitable and should be removed and replaced safely.
Employee’s responsibilities - Employees must:
a)

Use work equipment safely and in accordance with the information, instruction and training
provided by the employer

b)

Only use such equipment that they have received appropriate training in the use of

c)

Take reasonable care of themselves and others who may be affected by their actions

d)
e)

Co-operate with the employer in the management arrangements for the provision and use of
work equipment
Make full and proper use of any personal protective equipment provided by the employer

Downside School – Health & Safety Policy – November 2018

Page 72 of 122

RULES & GUIDANCE ON MACHINERY GUARDS
The Provision and Use of Work Equipment Regulations places duties on Employers to ensure that, when they
provide work equipment, they take account of the working conditions and hazards in the premises, as well as
any additional hazards posed by the equipment itself.
Work equipment must also be suitable for the use to which it is put and properly maintained. Where there are
specific risks from work equipment, its use should be restricted to specified employees who have been provided
with adequate information, instruction and training.
These duties are backed up by specific requirements on the stability, operating controls and guarding of work
equipment and in particular machinery. There are many machines or parts of machines that can cause injury to
the employees using them, and it is important to make sure that these are safe to operate.
The following procedures must be adhered to by all employees, contractors and visitors in order for the School
to control these risks by means of safeguarding those parts of machines that have the potential to cause injury.
Employees, contractors and visitors must ensure:a)

Machinery guards are to protect YOU – NOT THE MACHINE

b)

No interlocks or machine guards are to be overridden. If these are fitted to the machine they
must be used

c)

Unauthorised removal of guards or their deliberate damage will result in disciplinary action and
could be grounds for instant dismissal and removal from site

d)

ALWAYS ensure guards are in position before a machine is used

e)

A machine having a faulty guard is dangerous – DO NOT USE IT – report the fault to a
member of the Senior Leadership Team immediately.

f)

When authorised to do so – BEFORE removing a guard, or cancelling its function in the case of
interlock, for ANY reason, e.g. during machine operation or in order to carry out repair maintenance,
etc., make certain that the electric power has been cut off

g)

It is NOT enough to ‘switch off’ – some other person, unaware of the situation, might restore
the circuit – so remove and retain fuses

h)

Following the above, when necessary related work is completed, replace or restore operation
of all guards BEFORE running the machine

i)

Trial runs are not permitted without the guards in position and operative

THE SOLE EXCEPTION TO THE STRICT APPLICATION OF THE ABOVE, SUBJECT TO THE
PRIOR APPROVAL OF THE SENIOR LEADERSHIP TEAM, WILL BE WHEN RUNNING THE
MACHINE WITH THE GUARD DISABLED IS THE ONLY PRACTICAL METHOD FOR FAULT
FINDING AND MACHINE ADJUSTMENT. MACHINES MUST ONLY BE RUN IN THIS
MANNER BY AUTHORISED PERSONNEL.
Under such approved circumstances extreme caution must be exercised and due attention given
to all hazardous moving parts.
It will be the responsibility of any authorised person undertaking work of this nature to ensure the
presence of another competent person to assist, in the event of an accident and to safeguard other
persons in the vicinity of the machine.
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PALLET TRUCKS
The safe operation of pallet trucks is of similar responsibility to forklift trucks. Although pedestrian controlled,
both the operator and pedestrians must take the utmost care to avoid accidents
POWER TAKE-OFF SHAFT GUARDS
A tractor power take-off (PTO) and the power take-off drive shaft of a machine are very dangerous if used and
not correctly guarded.
A tractor PTO and the PTO shaft of a machine can be extremely dangerous and require guarding unless safe by
position and should never be approached when in motion or use.
The guard and the PTO shaft should be inspected and properly maintained. Regular lubrication in accordance
with the manufacturer’s instructions is also important. If the guard is damaged in any way, the machine should be
taken out of service until a new guard is fitted.
TRACTORS AND TRAILERS
Tractors are used as multi-purpose power units, they can be fitted with a wide range of attachments including:






Trailers, for transport work and trailed machinery
Front and rear linkage mounted equipment, including mowers,
Fertiliser spreaders, sprayers, turf maintenance machinery
Power take off (PTO) driven equipment
Front loaders with a range of attachments

Due to the wide range of tasks that are undertaken with tractors it is essential that they are maintained in good
working order, are used by trained operators and that attachments and equipment used with the tractor are
matched to the power output and lifting capacity of the tractor. The tyres should also be suitable for the tasks
and the tyres inflated to the correct working pressures.
It may be necessary to use additional weights to maintain stability, at the front of the tractor when using heavy
rear mounted equipment and at the back of the tractor when using a front loader attachment.
Hitching trailers and machines to tractors are potentially dangerous activities, there are many examples of drivers
and others being trapped between the tractor and the machine during the attachment process.
The use of pick up hitches on tractors and trailers and automatic coupling devices on tractors and three point
linkage mounted equipment will help to reduce the risk of trapping and crushing accidents, however these are
not always available and safe working practices are essential when this type of work is being carried out.
Safe working practices will include:


Not allowing anyone into the danger area between the tractor and the trailer or implement when the
engine is running



Safe stop procedure always carried out



Make sure that the trailer or implement cannot move or fall over during the attachment process when
lifting linkage arms or PTO shafts be able to get into a good lifting position, avoid twisting and stooping
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MOWERS
A wide range of mowers are used in agricultural work activities and they vary from semi-mounted tractor trailed
or gang mowers to specially designed self-propelled equipment. Mowers may be ground driven or powered
through the tractor PTO, driven by V-belts or hydraulic motors.
Mower blades are sharp and can cause accidents. These usually occur when carrying out maintenance or clearing
blockages and it is important that staff are trained and competent to carry out the task.
Rotary and flail mower blades can detach themselves if not properly fitted and maintained or when not changed
at intervals specified by manufacturers. All self-propelled mowers are designed to ensure that the blades cease
to rotate when the operator leaves the driving seat. Safety checks for the correct operation of these safety
devices should be carried out regularly to ensure that they work correctly. It is important to check that the
blades have stopped rotating (rundown time) before any adjustment is carried out on the machine.
In all cases if any adjustment is required to or near the blades the machine should be switched off and, if necessary,
the power supply isolated. This also applies to smaller pedestrian-controlled mowers.
Pedestrian-controlled rotary mowers are particularly hazardous if allowed to rotate when the machine is
stationary. When purchasing pedestrian-controlled rotary mowers checks should be made to ensure that it is
fitted with a blade brake and/or a ‘dead man’ handle to stop the rotation of the blades when the power is
disconnected. Rotary mowers present a particular hazard if the guards around the blade are removed or
damaged.
The hover type of mower which is often used to cut steep banks is also dangerous if not used according to the
manufacturer’s instructions. Steep banks should not be cut with rigid bladed rotary mowers. There have been a
number of serious injuries to operators who have slipped when operating on a steep slope. If operators slip it is
possible for their feet to slide under the mower and come in contact with the rotating blades. Wearing steel toe
capped boots with good grip will help to prevent serious injuries.
It is essential that all operators have received training and are competent to use each type of mower that is
provided for undertaking their work duties. A record of who is trained and competent to use what type of
machine is essential together with records of the training that was carried out. Induction and on-the-job training
are two vital elements in ensuring staff have the skills they need to work safely.

There are numerous hazards when using rotary and flail mowers, these include:









Flying debris from the mower
Flying blades, flails or attachments
Moving drive mechanisms
Moving blades or flails
Clearing blockages while the machine is moving
Working underneath a raised machine when replacing blades or carrying out maintenance
Crushing hazards when moving the mower between the work and transport positions
Overturning when mowing slopes and banks
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In order to avoid hazards, operators should:









Read and understood the manufacturers instruction book
Remember that conditioners and other parts are dealt with to the same standard as the rest of the
mower
Be sure that all guards are correctly fitted and in position
Make sure that skirts or other parts designed to prevent projectiles are well maintained
Disengage all controls and stop the engine before leaving the tractor seat
Be careful when working on steep ground
Support machines whenever maintenance work is undertaken underneath them
Use protective gloves when changing blades

CHAINSAWS
Chainsaws have the potential to cause horrific injuries and are potentially dangerous machines which can cause
major injury if used by untrained people. Anyone who uses a chainsaw at work should have received adequate
training and be competent in using a chainsaw for that type of work. Operators are also required to wear
appropriate chainsaw protective clothing whenever they use a chainsaw.
The training should include:




Dangers arising from the chainsaw itself
Dangers arising from the task for which the chainsaw is to be used
The precautions to control these dangers, including relevant legal requirements

Pre-Checks
Chainsaws are dangerous even when properly maintained and equipped with all safety devices. The chainsaw
should be checked thoroughly before use to ensure that all guards are in position and in good repair, the chair,
guide bar and sprockets are not damaged and all external fittings are secure cutting chains with only kick-back
guard, eg guard links, are recommended.
The chain should be correctly tensioned and sharpened according to the manufacturer’s specification. The
lubrication system should be working and the chain brake tested to ensure that it works properly.
Personal Protective Equipment
Anyone using a chainsaw, even for a short period, should wear full protective clothing, this includes safety helmet,
face visor, hearing protection, clothing that is close fitting, chainsaw operators gloves, leg protection and chainsaw
operator safety boots.
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SMS 25 - MAINTENANCE OF PLANT AND EQUIPMENT
Downside School will take all steps to ensure the safety of all employees maintaining the machinery as well as
the safety of those affected by the maintenance work. The School will liaise with the suppliers of all new
machinery to establish how the machinery should be maintained safely.
The School will provide information, instruction and training to personnel to ensure the effective implementation
of this policy. The implementation of the policy needs the full cooperation of all Management and staff.
The School will ensure that all items of plant that are subject to statutory inspection are inspected at the
prescribed intervals by a competent person.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with the maintenance staff and their representatives:
a)

Ensure that all lifting equipment is inspected and tested by a competent person in accordance with
LOLER Regulations

b)

Carry out an assessment of how the machinery should be isolated to enable general maintenance work
to be carried out safely

c)

Carry out an assessment of the maintenance of the machine itself including any heavy parts that have
to be moved, any positions that have to be reached to achieve the necessary result (eg climbing outside
a safety barrier and any risks of parts falling

d)

Carry out an assessment of all hazards that arise when guards have been removed

e)

Take appropriate measures for the protection of any person carrying out maintenance operations
which the assessment has shown to involve risk to health or safety

f)

Provide any personal protective equipment that might be necessary to carry out the work safely

g)

Ensure any defects identified in the Statutory Inspection Reports are rectified

h)

Ensure that employees are aware of the reporting procedures, so that a responsible person is informed
of any problems as soon as they arise and remedial action can be taken

i)

Implement maintenance regimes to either be undertaken in house by qualified individuals or will be
provided by a qualified maintenance contractor

j)

Ensure that feedback from daily use inspections of the plan and equipment is acted upon and items are
repaired and replaced as necessary

k)

Where lifting tackle is hired, the provision of an appropriate certificate of test will be included within
the purchase order requirements

l)

Ensure copies of Statutory Inspection Reports are kept safely and available to appropriate persons
within the School and for inspection by Enforcement Officers if required

m)

All plant, equipment and lifting gear owned by the School will be uniquely identified with a number that
will be held on a plant register

n)

All machinery will be serviced and maintained in accordance with the manufacturer’s instructions. This
may be in the form of external maintenance contract or a competent user / operator
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EXAMINATIONS - PLANT AND EQUIPMENT
Statutory Examinations
Certain items in use on School premises are required to be examined and tested by a competent person within
specified periods, e.g.
Lifting machines
Pressurised systems
Local exhaust ventilation

-

12 months
24 months
14 months

Safety Inspections
At intervals a member of the Senior Leadership Team in liaison with the School Health & Safety Advisors will
carry out safety inspections ensuring that all Plant and Equipment on the premises is covered. The inspection will
follow a standard checklist format and will be reviewed by the Senior Leadership Team.
New Plant and Equipment
The School will ensure that when new plant or equipment is required, the person responsible for acquiring will
liaise with the Senior Leadership Team to ensure that the supplier meets all legal requirements in connection
with its design and operation. At the completion of the commissioning of new Plant and Equipment, the Senior
Leadership Team will confirm that it complies with the relevant legal requirements and that relevant training will
be given to all employees and a risk assessment is carried out prior to use.
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SMS 26 - MANUAL HANDLING
Downside School will take all reasonable steps to reduce health and safety risks to employees from manual
handling.
The School will ensure that manual handling tasks that involve injury risks are avoided where reasonably
practicable. Where it is not reasonably practicable to avoid these tasks a suitable and sufficient assessment of the
risks will be undertaken and identified risks will be reduced to as low as is reasonably practicable.
The School will also provide adequate information, instruction, training and supervision to employees regarding
manual handling best practice. Employees will make proper use of any equipment and systems of work provided
for their safety
Arrangements for Securing the Health and Safety of Workers
The School will ensure, in consultation with employees and their representatives that:
a)

Manual handling tasks that involve injury risks are avoided where reasonably practicable

b)

Manual handling operations that cannot be avoided are suitably and sufficiently assessed in
accordance with the Manual Handling Operations Regulations

c)

Nominated assessors are competent to undertake manual handling assessments

d)

Nominated assessors are provided with adequate information, training and support to
undertake manual handling assessments

e)

The risks to young persons and new and expectant mothers from manual handling are included
in the assessments

f)

Any health and safety risks identified by the assessments are reduced to as low as is reasonably
practicable

g)

Manual handling assessments are reviewed for their confirmed application at least once every
12 months and when any significant changes are made

h)

Adequate training is provided to those undertaking manual handling to enable them to carry
out their work safely and without risk to health

i)

Refresher training is provided when required

The Manual Handling Assessor will:
a)

Conduct and record manual handling assessments using the provided form

b)

Give consideration to the greater risks to new and expectant mothers and young person’s
within the assessments

c)

Submit manual handling assessments for review and approval by a member of the Senior
Leadership Team

d)
e)
f)

Involve the employee who is undertaking the manual handling in the assessment
Advise the employee undertaking the manual handling task of the findings of his/her individual
assessment
Maintain a file of all manual handling assessments
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Employees undertaking Manual Handling tasks will:
a)

Follow appropriate systems for work laid down for their safety

b)

Make proper use of equipment provided for their safety

c)

Inform a member of the Senior Leadership Team if they identify hazardous handling activities

d)

Advise the assessor of any physical condition that may affect their ability to undertake manual handling
operations safely

e)

Report any problems relating to manual handling to the relevant person

f)

Ensure that they do not take personal risks such as twisting, overreaching and stretching during manual
handling tasks

g)

Take care to ensure that their activities do not put others at risk

When undertaking a Manual Handling Risk Assessment the competent Assessor should consider:



The tasks - stooping, reaching, distance, frequency, duration, distance from trunk, etc



The loads - weight, centre of gravity, stability, sharp edges, temperature, etc



The working environment - temperature, space, slopes, floor condition, lighting, etc



Individual capabilities - height, strength, sex, physical fitness, vulnerable groups, clothing, etc

The Manual Handling Assessor should have the ability to:



Identify health and safety hazards for manual handling tasks



Draw upon additional sources of information where appropriate



Identify steps to reduce the risk (equipment, systems of work and good ergonomics)



Make a clear record of the findings and communicate them effectively

Manual Handling Assessments need to be revised when:


There are significant changes to the work environment where the task is carried out



New members of staff are involved in manual handling



Staff members undertaking manual handling identify a problem or complain of physical discomfort



Significant changes are made to the work process

Documented assessments and training records should be kept for a minimum of three years.
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GOOD HANDLING TECHNIQUE
This document describes good handling technique that employees are advised to follow when manually handling
loads.
Think before lifting/handling
Plan the lift
Can handling aids be used?
Where is the load going to be placed?
Will help be needed with the load?
Remove obstructions such as discarded wrapping materials
For a long lift, consider resting the load midway on a table or bench to
change grip.
Keep the load close to the waist
Keep the load as close to the body for as long as possible while lifting.
Keep the heaviest side of the load next to the body.
If a close approach to the load is not possible, try to slide it towards the
body before attempting to lift it.

Adopt a stable position
The feet should be apart with one leg slightly forward to maintain balance
(alongside the load, if it is on the ground).
You should be prepared to move your feet during the lift to maintain your
stability.
Avoid tight clothing or unsuitable footwear, which may make this difficult.
Get a good hold
Where possible the load should be hugged as close as possible to the body.
This may be better than gripping it tightly with hands only.
Start in a good position
At the start of the lift, slight bending of the back, hips and knees is preferable
to fully flexing the back (stooping) or fully flexing the hips and knees
(squatting). Don’t flex the back any further while lifting
This can happen if the legs begin to straighten before starting to raise the
load
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Avoid twisting the back or leaning sideways
Especially while the back is bent. Shoulders should be kept level and facing the same direction as the
hips.
Turning by moving the feet is better than twisting and lifting at the same time.

Keep the head up when handling
Look ahead, not down at the load, once it has been
held securely.
Move smoothly
The load should not be jerked or snatched as this
can make it harder to keep control and can
increase the risk of injury.
Don’t lift or handle more than can be easily
managed
There is a difference between what you can lift and
what you can safely lift. If in doubt, seek advice or
help.

Put down, then adjust
If precise positioning of the load is necessary, put it down first,
and then slide it into the desired position.
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SMS 27 - MONITORING HEALTH & SAFETY PERFORMANCE
In addition to the reactive monitoring of accidents/ill-health, Downside School will also carry out proactive
monitoring of health and safety performance. To check our working conditions and ensure our safe working
practices are being followed, the Senior Leadership Team will conduct routine inspections of the workplace and
review the effectiveness of our risk assessments and work practices.
The purpose of Downside School Health and Safety monitoring process is to provide information about our
Health and Safety performance in order that it can improve through review.
Where standards are not met, corrective and preventive actions will be taken in order to ensure that the
likelihood of accidents/incidents happening is minimised and will formally check that appropriate Health and Safety
standards are being maintained.
It should be noted that the monitoring system in use by Downside School is not intended to be considered in
isolation. Instead, it should be used to complement the specific arrangements in place relating to our equipment
and work activities as described elsewhere on our Health and Safety Policy document.
Arrangements for Securing the Health and Safety of Workers
SAFETY MONITORING
The School will ensure, in consultation with employees and their representatives that:


Arrangements are set up to monitor Health & Safety performance



Ensure all Staff are aware of procedures



Discuss findings at Health & Safety Management Committee meetings



Implement changes where necessary

The Senior Leadership Team will review at least every six months, the effectiveness of the School’s overall health
and safety performance, review internal accident and ill health records and where necessary, undertake further
investigations.
Monitoring includes: 

Checking compliance of Downside School Health & Safety Policies and Procedures, control
measures stated in risk assessments and safe systems of work



Inspecting and testing of work equipment



Checking competence and training requirements of employees



Undertaking inspections of the workplace and processes undertaken and recording



Monitoring employee’s health requirements and fitness to work, where applicable, e.g. eye
tests, effects of noise and vibration, general fitness etc., as required by risk assessment



Ensure competent persons regularly inspect, examine and test equipment, where applicable,
following manufacturer’s recommendations and at intervals, where set by statutory requirements



Review risk assessments where there has been a significant change in tasks, premises layout,
equipment or personnel



Gather and analyse data about injuries, cases of ill health (including monitoring of sickness
absence records) and incidents with the potential to cause injury, ill health or loss to provide
information to learn from mistakes and to prevent reoccurrence
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SMS 28 - NEW AND EXPECTANT MOTHERS
Downside School has strong obligations towards its employees who become pregnant or who have recently
given birth. In accordance with the Management of Health and Safety at Work Regulations 1999 the School, on
notification, will assess the individual and their workplace to ensure they, (and the unborn child) are not exposed
to undue risk.
This policy aims to reduce any identified risks to new and expectant mothers and provide guidance on specific
control measures required to protect them. This policy also acknowledges relevant legislative provisions and
confirms the organisation’s commitment to compliance.
Employees becoming pregnant or having recently given birth are to notify a member of the Senior Leadership
Team so that an assessment can be carried out and appropriate arrangements made.
The assessment is to be reviewed at regular periods with the individual to ensure any necessary adjustments to
the work or workplace can be identified and taken. In some cases, special provisions, such as altering the
individual’s conditions or hours of work if it is reasonably practical to do so will be taken.
Arrangements for Securing the Health and Safety of New and Expectant Mothers
The School will ensure that work activities exposing new and expectant mothers to unacceptable risks are
eliminated, so far as is reasonably practicable.
Elimination of Activities Hazardous to New and Expectant Mothers
Measures to achieve this include preventing exposure to such risks by ensuring:
a)

Relevant legal standards (dependent on the risk involved) are met

b)

Official guidance and good practice is followed

c)

Working conditions and/or hours are adjusted if necessary

d)

If necessary, new and expectant mothers are removed from hazardous activities, i.e. the
employer will provide suitable alternative work or, if this is not possible, will place the employee on
paid suspension

Assessment of Risk
Where hazardous activities cannot be eliminated, risk assessments carried out by a competent person, together
with the new and expectant mother, will be undertaken to identify residual risks and to reduce them to the
lowest level reasonably practicable.
The assessments will take into account the actual risks associated with the work activities and whether these
risks are increased, due to any particular problems experienced by a new or expectant mother during her
pregnancy or postnatal period.
Specifically, the assessment will consider risks associated with exposure to:


Physical agents



Biological agents



Chemical agents

Downside School – Health & Safety Policy – November 2018

Page 84 of 122

The assessment will also consider working and welfare conditions. Risk assessments relating to new and
expectant mothers will be reviewed, and if necessary revised, regularly.
Duties of Management
The Senior Leadership Team will ensure that:
a)
b)

New and expectant mothers are encouraged to disclose their pregnancy at the earliest possible
opportunity
The highest level of confidentiality is maintained at all times

c)

Risk assessments are carried out for all work activities undertaken by new and expectant
mothers and associated records and documentation maintained

d)

Necessary control measures identified by the risk assessment are implemented, followed,
monitored, reviewed and, if necessary, revised

e)

New and expectant mothers are informed of any risks to them and/or their child and the
controls measures taken to protect them

f)

Any adverse incidents are immediately reported and investigated

g)

Appropriate training, etc is provided where suitable alternative work is offered and accepted

h)

Provision is made to support new and expectant mothers who need to take time off work for
medical reasons associated with their condition

Duties of New and Expectant Mothers
New and expectant mothers must:
a)

Inform their general practitioner or midwife of the nature of their work

b)

Notify their employer in writing, as soon as possible, if they are pregnant, have just given birth
or are breastfeeding

c)

Follow any safety arrangements implemented for their protection, including attending training
sessions, complying with control measures, etc.

d)

Not act in a manner that adversely affects their own health and safety, that of their child and/or
anyone else

e)

Report any perceived or real shortcomings in protection to their employer

Information and Training
Suitable information, instruction and training will be provided to new and expectant mothers to ensure their
health and safety. Training needs will be identified and reviewed by a competent person and support given to
allow new and expectant mothers to attend any required training sessions.
The effectiveness of any training provided will be monitored and training regularly reviewed.
Training should also include ensuring that those people responsible for carrying out risk assessments are
competent to do so.
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SMS 29 - NOISE CONTROL
Downside School will take all steps necessary to ensure that the risk of hearing damage to employees who work
with noisy equipment or in a noisy environment is reduced to a minimum.
The School also recognises that noise levels below those which cause hearing damage, in offices for example, can
still cause problems such as disturbance, interference with communication and stress and will take all reasonable
steps to reduce noise levels as far as possible.
The School will also take all reasonable steps to minimise the disturbance caused by noise from School premises
affecting people in the neighbourhood.
Associated hazards:


Hearing damage/loss



Tinnitus



Acoustic shock

Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives arrange for:
Noise Assessments
The School will carry out regular noise exposure assessments and noise level surveys of noisy areas, processes
and equipment. These will be used as the basis for formulating action plans for remedial measures when
necessary.
Assessments and surveys will be recorded and updated regularly, particularly when changes in work practice
cause changes in noise exposure levels of employees.
Reduction of Noise Exposure Levels
The School will take all steps to reduce noise exposure levels of employees by means other than the use of
personal protection.
The School accepts that the use of ear protectors is a last resort and is committed to continuing to seek and
introduce alternative methods for reducing noise exposure levels wherever possible.
Provision of Ear Protectors
The School will provide suitable and effective ear protection to employees working in high noise levels, as
indicated to be necessary by the results of noise exposure assessments.
It will also provide for the maintenance and repair, or renewal of the protective equipment and provide training
in the selection and fitting of protectors and details of the circumstances in which they should be used.
Ear Protection Zones
The School will designate and mark out ear protection zones, which may include particular areas, operations or
pieces of equipment. All personnel entering these zones will be required to wear ear protectors inside the
zones.
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Use and Maintenance of Noise Control Equipment and Procedures
The School will maintain all equipment and monitor all procedures introduced for the purpose of reducing noise
exposure of employees, such as enclosures, silencers, machine covers, etc. All personnel will be required to use
these procedures and equipment correctly and promptly report any defects or deficiencies through the
appropriate channels.
Provision of Training
The School will provide adequate training of employees. All employees who are subject to high levels of noise
will be provided with information, instruction and training about the harmful effects of noise and what they must
do in order to protect themselves and meet the requirements of the law and of School policy.
Procedures for Dealing with Health and Safety Issues
Whenever an employee raises a matter related to noise in the workplace as a health and safety issue, the School
will:
a)

Take all necessary steps to investigate the circumstances

b)

Take corrective measures where appropriate

c)

Advise the employee of actions taken

Where a problem arises as a result of noise in the workplace, the employee must inform a member of the Senior
Leadership Team immediately.
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SMS 30 - OCCUPATIONAL HEALTH & HYGIENE POLICY
Downside School recognises the importance of providing a working environment, which is safe and healthy for
all employees, contractors and visiting members of the public and undertakes to comply with all relevant legal
requirements.
In addition it understands that identification of potential risks and the pro-active prevention of illness resulting
from exposure to possible health hazards in the work environment is an important step in ensuring that
employees are fit to carry out their work activities.
The following establishes our arrangements for the provision of suitable occupational health & hygiene provision.
Our occupational health policy specifies that all employees must be provided with a safe and healthful work
environment and that health assessments are required for specific work assignments.
The policy is designed to:


Conform to occupational health standards set by regulatory agencies and granting and accrediting
bodies



Ensure that employees are physically able to perform their jobs



Prevent and detect disease and illness resulting from exposure to possible health hazards in the work
environment



Establish guidelines for safe and appropriate work assignments

The Senior Leadership Team in liaison with Heads of Departments are responsible for administration of our
policy and the provision of Occupational Health Services for employees.
Arrangements for Securing the Health and Safety of Workers
In order to fulfill our responsibilities the School will, in consultation with employees and their representatives:
a)

Consider all aspects of Occupational Health and Hygiene pertaining to employees

b)

Keep under review current issues relevant to occupational health and hygiene and to consider
implications of recent and impending legislation

c)

Oversee any capital expenditure on Occupational Health and Hygiene

d)

Ensure an Occupational Doctor/Nurse is available to provide the School with Occupational Health
advice and support

e)

Develop guidance on the detection and prevention of occupational disease/illness.
Ensure the provision of first aid facilities are permanently available in our work locations

Health assessments may be required in certain circumstances for example the use of specific equipment.
Assessments may take place prior to employment, periodically during the employment, and/or at a time it is
considered necessary
Employee health records will be confidential and will be accessible to the employee. An Occupational
Doctor/Nurse will perform health assessments or an independent medical expert appointed by the School.
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SMS 31 - PERSONAL SAFETY
Downside School will ensure that employees and self-employed contractors who are required to work alone or
unsupervised for significant periods of time are protected from risks to their health and safety. Measures will
also be adopted to protect anyone else affected by solitary working.
Solitary working exposes employees and others to certain hazards. The School’s intention is either to entirely
remove the risks from these hazards or, where complete elimination is not possible, to reduce them to an
acceptable level.
Arrangements for Securing the Health and Safety of Workers
Safe working procedures have been devised for all work activities which pose a significant risk to health and
safety. These must be complied with at all times. Failure to work in accordance with agreed procedures reduces
the safety of people at work and is a contravention of School Safety Policy.
LONE WORKING
The School will ensure that the need for employees to work alone will be avoided wherever practicable. Where
employees do work alone, personal safety must be a priority at all times. This includes ensuring that there is
regular communication with a responsible person before, during and upon completion of work. Lone workers
must take the necessary steps to ensure that they do not put themselves at significant risk during the work
activity, when using work equipment or as a consequence of the work environment.
MANAGEMENT RESPONSIBILITY
The Senior Leadership Team are responsible for the adequate supervision of employees to ensure that they do
not endanger themselves or others by work activities, practical jokes or horseplay. This requires the prevention
of unapproved systems or practices, unauthorised work activities and all other unsafe acts.
Attitudes to personal safety should be reviewed as part of a formal performance appraisal. Appropriate records
must be kept. Employees must be prevented from using equipment or undertaking a task which could be
detrimental to their health and safety.
Additional consideration is required by the Senior Leadership Team of employees whose duties take them away
from the normal workplace, or where employees are required to work alone. Any special arrangements will
depend upon the nature of the risk, but may include provision of personal alarms, communication equipment or
other safety devices.
Professional advice on, or assistance with, personal safety should be obtained where required. The School must
ensure that employees have received sufficient information, instruction and training regarding their personal
safety to enable them to work without risk, so far as is practicable.
Employee Responsibility
Employees must ensure that they do not compromise their own health and safety whilst at work. If there is a
perceived shortcoming in the arrangements for the work activity which could affect the personal safety of any
individual, this must be reported to the Senior Leadership Team.
Employees must work in accordance with safe working procedures at all times and comply with company policy
on all matters.
Employees must also familiarise themselves with safe working procedures, including emergency arrangements,
applicable to all premises which they enter. They should report any situations presenting a risk to personal safety
to a responsible person immediately, so that measures can be taken to rectify the situation.
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SMS 32 - PERSONAL PROTECTIVE EQUIPMENT
Downside School will provide personal protective equipment when the risk presented by a work activity cannot
be adequately controlled by other means. All reasonable steps will be taken by the School to secure the health
and safety of employees who work with Personal Protective Equipment (PPE).
The School acknowledges that health and safety hazards will have been identified if this equipment is used. It is
the intention of the School to ensure, through the proper use of this equipment, that any risks are reduced to a
minimum.
Whilst it is generally recognised that the use of PPE can be undertaken without undue risks to health, it is
appreciated that some employees may have genuine reservations and concerns. The School will seek to give
information, instruction and training to enable a fuller understanding of these issues.
The implementation of this policy requires the total co-operation of all members of Management and staff. There
will be full consultation with employees through existing channels of communication.
Associated hazards
Bodily injuries:


Blows, cuts, impact, crushing, stabs, cuts, grazes, scalds, falls from height

Health hazards:






Dust, fumes, vapours, gases, bacteria, viruses, fungi
Noise
Vibration
Slips/trips
Electrical hazards

Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Carry out an assessment of proposed PPE to determine whether it is suitable

b)

Take any necessary measures to remedy any risks found as a result of the assessment

c)

Ensure that where two (or more) items of PPE are used simultaneously, these are compatible and are
as effective used together as they are separately

d)

Arrange for adequate accommodation for correct storage of the PPE

e)

Implement steps for the maintenance, cleaning and repair of PPE

f)

Train staff in the safe use of PPE for all risks within the organisation

g)

Replace PPE, which has been provided to meet a statutory obligation, as necessary and at no cost to
the employee

h)

Inform every employee of the risks which exist

i)

Reassess as necessary if substances used or work processes change
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Employee’s responsibilities - Employees must:
a)

Make full and proper use of all PPE that has been issued to them

b)

Inspect all PPE before use to ensure that it is suitable, clean and undamaged

c)

Report any defective PPE to a member of the Senior Leadership Team

d)

Report any discomfort or ill health experienced as a consequence of wearing the equipment

e)

Not undertake any work unless the correct equipment is being worn

f)

Store PPE securely at all times

Procedures for Dealing with Health and Safety Issues
Where an employee raises a matter related to health and safety in the use of PPE, the School will:
a)

Take all necessary steps to investigate the circumstances

b)

Take corrective measures where appropriate

c)

Advise the employee of action taken

Where a problem arises in the use of PPE the employee must:
a)

Inform a member of the Senior Leadership Team immediately

b)

In the case of an adverse health condition advise the School and his or her own general practitioner
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SMS 33 - RADIATION
Downside School will ensure, so far as reasonably practicable, the health and safety of its employees, contractors
working on the premises and members of the public who may be exposed to hazards arising from its activities
involving ionising radiation. The School will undertake this by means of engineering controls, design features,
safety features and warning devices within its control in accordance with The Ionising Radiation Regulations 1999
and guidance to the Approved Code of Practice Guidance L121: Working with Ionising Radiation.
Downside School will take all steps to ensure the safety of all employees working with radiation equipment as
well as to ensure the safety of others who may be affected by the equipment. The School will seek to liaise with
suppliers to ensure that any new machinery is designed and supplied to work in a safe manner and will give
information instruction and training to allow effective implementation of this policy.
Arrangements for Securing the Health and Safety of Workers
To control exposure to the hazards presented by ionising radiation equipment and work activities, the School
will, in consultation with employees and their representatives ensure they:
a)

Consult the services of a Radiation Protection Advisor (RPA) to ensure the School is compliant
in meeting the requirements of The Ionising Radiations Regulations 1999 (IRR99)

b)

Undertake full risk assessments of the equipment that is being used and issue copies of the
assessments to all personnel and persons who may be adversely affected by the equipment to identify
radiation hazards, assess and control risks and prepare contingency plans

c)

Ensure that procedures are performed in such a way that the radiation dose to employees,
contractors and visitors is as low as reasonably practicable

d)

Provide employees with sufficient information, training and supervision when using the
equipment

e)

Implement measures to safeguard the environment from the effects of the company’s activities
involving ionising radiation

f)

Provide personal protective equipment to personnel where appropriate ensuring the
equipment is stocked, issued and maintained in accordance with company policy, and replaced or
disposed of at the appropriate time

g)

Display prominent signage and information regarding the radiation hazards within the
workplace

h)

Ensure the work equipment is subject to proper maintenance carried out by persons
competent for the work. The complexity and frequency of maintenance will vary with the type of
equipment and its conditions of use

i)

Designate controlled/supervised areas where the equipment is located

j)

Consult with employees’ representatives on radiation safety issues

k)

Ensure arrangements are in place to deal with any incident occurring in which a person may
receive over-exposure, ensuring an investigation is undertaken and the HSE is notified where
appropriate

l)

Keep a records of all personnel using the machinery and working in the environment in which
it is located
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Employee Responsibility
Employee’s responsibilities - Employees must:
a)

Use the radiation equipment safely and in accordance with the information, instruction and
training provided by the employer

b)

Only use such equipment that they have received appropriate training in the use of

c)

Take reasonable care of themselves and others who may be affected by their actions

d)

Co-operate with the employer in the management arrangements for the provision and use of
the work equipment

e)

Make full and proper use of any personal protective equipment provided by the employer

f)

Report any defects in such equipment to the Senior Leadership Team

g)

Undertake any training as deemed necessary

h)

Notify Management of any signs of illness from using the machinery or working within the area
of where the machine is located immediately
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SMS 34 - RISK ASSESSMENT
Downside School accepts that some of its operations may, unless properly controlled, create risks to members
of staff and others and will take all practicable measures to reduce these risks to an acceptable level.
Health and Safety at Work legislation places an absolute duty on Downside School to carry out formal
assessments to determine the risks to the health and safety of employees and to any other person who may be
affected by its workplace activities. In addition we also have a duty to ensure that risk assessments are reviewed
and kept up to date.
The School will ensure that risk assessments are carried out which will detail the range of hazards associated
with working operations together with any necessary remedial actions.
Associated hazards:


Physical, chemical and/or biological agents



Working conditions and processes



Manual handling activities



Exposure to infectious diseases



Work-related stress



Long working hours



Workstations and posture



Other workplace hazards

Arrangements for Securing the Health and Safety of Workers
The School will ensure that risk assessments are carried out which will detail the range of hazards associated
with working operations together with any necessary remedial actions.
It is further recognised that pregnant women and young persons (16 to 18 years) are at special risk due to their
health (pregnant women) and age and inexperience (young persons). The company will carry out special risk
assessments for employees falling into these categories.
Any employee who discovers a hazard during working operations should report the hazard to the Senior
Leadership Team so that the necessary remedial action can be taken.
Procedures for Dealing with Health and Safety Issues
The purpose of assessments is to identify those activities that present a risk to the health and safety of employees
and others and to establish remedial measures, which must be taken in order to reduce that risk. Risk
assessments are an integral feature of the School health and safety policy.
Any risk assessment must be “suitable and sufficient” and in order for this to be achieved the following must be
included:
a)
b)
c)
d)
e)

Address and evaluate all relevant hazards
Identify the risks arising from the hazards in consideration with the work undertaken
Identify and prioritise the measures which have to be taken in order to reduce risk
Address what actually happens in the workplace
Ensure that all affected persons are considered
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f)
g)
h)

Identify groups of workers who may be at particular risk, such as pregnant women and young people
Take account of existing preventive or precautionary measures
Ensure that the assessment is appropriate to the nature of the work and that it will remain valid over
the period of time work is taking place

The assessment will depend upon the relative complexity of the risks, the processes involved, number of exposed
personnel, legal requirements and current safety procedures. Training and information needs must also be taken
into account.
Where an assessment has been carried out under a specific requirement, e.g. manual handling, there is no
necessity to repeat it under other legislation as long as it remains valid. Sometimes a generic risk assessment is
acceptable where standardised work activities apply.
The concept of a “safe system of work” means a safe physical layout of the job, a safe sequence in which the
work is carried out and the provision of warning notices and special instructions. It is not possible to devise a
safe system of work unless risk assessments have been completed. It is important that all employees understand
that a safe system of work will only result from an adequate risk assessment.
The law specifies that the employer is responsible for assessing the risks in the workplace and to employees.
Staff completing these assessments must be competent to do so, competence should be regarded as having the
knowledge, skill and training to recognise the hazard and evaluate the risk.
The School believes that a team approach to risk assessment is the most effective. The School, in conjunction
with the employees’ representatives, will decide on the number and constituent members of the assessment
teams.
The assessment process will be part of normal working for purposes of employee conditions.
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SMS 35 - SAFE SYSTEMS OF WORK POLICY
Downside School recognises that many of its activities present significant risk to the health and safety of its
employees and others, such as contractors, visitors, pupils and members of the public.
In order to control these risks, the School has developed safe systems of work. We are committed, as an
organisation, to ensuring that these safe systems of work are effective in controlling our risks.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives ensure that they:
a)

Identify those activities that require a safe system of work in carrying out our normal risk assessment
procedure

b)

Identify safe methods of work for these activities; where necessary, these will be written formal safe
systems of work

c)

Implement these systems using the expertise of our employees involved in the work activities

d)

Monitor the workings of the safe systems through workplace inspections and reviewing
accident/incident statistics derived from our accident reporting procedure

The Senior Leadership Team with assistance from Heads of Department are responsible for managing
our safe systems of work. To ensure the success of these safe systems, the full co-operation of all our employees
is required.
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SMS 36 - SLIPS, TRIPS AND FALLS
Downside School recognises that slips, trips and falls are common accidents and can cause serious injuries. It is
therefore our policy to do all that we reasonably can to prevent such accidents.
The implementation of this policy requires the total co-operation of all members of Management and staff. There
will be full consultation with employees through existing channels of communication.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives ensure that the following workplace
precautions and specific risk control measures have been taken to control the risk of slips, trips and falls:

Provide suitable safety flooring in areas which may become wet



Provide suitable mats at entrances



Provide signage for display in the event of slippery or wet floors



Undertake regular cleaning to remove dust, grease and other slipping hazards



Provide sufficient materials for cleaning up spillages



Provide appropriate footwear/implementation of footwear rules



Ensure the avoidance of trailing cables by providing sufficient sockets close to point of use



Carry out training of staff including cleaning staff to minimise slip, trip and fall hazards



Maintain surfaces in smooth condition



Provide sufficient and suitable storage facilities for equipment and materials



Appoint personnel to undertake management and checking of storage areas



Undertake regular removal of waste



Ensure all parts of the workplace are well lit



Provide emergency lighting in case of lighting failure

Elimination of Hazardous Slip, Trip and Fall Areas and Activities
The School will ensure that areas and operations which involve a high risk of slip, trip and fall accidents will be
eliminated, so far as is reasonably practicable. Measures to achieve this will include careful design of work areas
and traffic routes, regular maintenance, inspection and monitoring of work areas and traffic routes.
Assessment of Risk
Competent persons will carry risk assessments and identified risks will be reduced to the lowest level reasonably
practicable
The following factors will be considered during the assessment


The coefficient of friction between foot and floor



The amount and type of lighting provided and the arrangements for its maintenance



The display of safety signs during cleaning operations

Downside School – Health & Safety Policy – November 2018

Page 97 of 122

Information and Training
Suitable information and training will be provided to personnel who carry out activities involving risks of slips,
trips and falls. Additional training will be provided to those identified as being at greater risk. Training needs will
be identified and reviewed by the Senior Leadership Team.
Duties of The Senior Leadership Team
Management must ensure that:
a)

Risk assessments are carried out where relevant and that records are kept

b)

Employees wear appropriate footwear, clear away materials and equipment not in use, do not
rush in traffic routes and are properly supervised

c)

Adequate information and training is provided to persons involved in activities or working in
areas with the potential for slip, trip and fall accidents

d)

Any injuries or incidents relating to slip, trips and falls are investigated and that remedial action
is taken

e)

Employees adhere to safe systems of work

f)

Safety arrangements for the control of slip, trip and fall risks are regularly monitored and
reviewed

g)

Regular inspections of work areas and traffic routes are carried out, which cover slip, trip and
fall risks: housekeeping, trailing leads, lighting levels and the condition of floors and the building fabric,
etc

h)

Regular maintenance of buildings, work areas, traffic routes, equipment and lighting is
undertaken and recorded

Duties of Employees
Employees must ensure that they:
a)

Report to management any conditions that may increase the risk of slips, trips and falls

b)

Fully comply with any instruction and training which is provided in relation to the control of
slips, trips and falls

c)

Do not put their own health and safety at risk from slips, trips and falls as they carry out work
activities

d)

Use equipment in a way which does not increase the risk of slips, trips and falls to either
themselves or others, e.g. by trailing leads or through causing obstructions in traffic routes

e)

Report any problems relating to slips, trips and falls to the Senior Leadership Team
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SMS 37 - SMOKING including the use of E-Cigarettes
Downside School recognises the importance of providing a working environment for its employees that is safe,
without risk to health and suitable as regards facilities and arrangements for their welfare at work.
It is the policy of Downside School that its premises including recreation grounds, pathways and buildings is a
non-smoking site and no-smoking is permitted within the boundary walls.
This policy applies to all employees, customers, contractors and visitors and has been developed to protect all
employees, service users, customers and visitors from exposure to second-hand smoke and to assist in
compliance with the Health Act 2006.
All staff are obliged to adhere to and support the implementation of this policy.
Arrangements for Ensuring the Health and Safety of Workers
Smoking will not be permitted within the Abbey or School grounds. This restriction applies at all times, including
outside normal working hours.
Anyone wishing to smoke may do so and this is permitted off-site.
E Cigarettes (Electronic Cigarettes)
The No-Smoking Policy will include E-cigarettes and similar devices.
Electronic cigarettes are devices with a similar appearance to regular cigarettes. They provide a nicotine
simulation to users, but do not contain tobacco. The devices discharge a visible vapour, which disperses quickly
without leaving a lingering smell.
Whilst there seems to be a consensus that e-cigarettes are less harmful to the user than their tar and tobacco filled
conventional counterparts, there is still uncertainty on whether the devices are 100% safe. Although the toxic compounds
found in regular cigarette smoke are absent, e-cigarettes still deliver nicotine to the user which is in itself considered harmful
and addictive.
It is School policy that E-Cigarettes are to be treated as ‘smoking’ in the workplace and the rules documented
for conventional tobacco smoking must be adhered. E-cigarette users are to only use this device outside of the
School premises.
Visitors
All visitors, temporary staff, contractors and clients will be expected to comply by the terms of our smoking
policy. Appropriate signs will be displayed in the premises and employees should tactfully remind visitors of the
policy, if necessary.
Breach of the Policy
Any breach of this policy will lead to disciplinary action by the School in accordance with the School’s disciplinary
procedures and those who do not comply with the smokefree law may also be liable to a fixed penalty fine and
possible criminal prosecution.yee refuses to
Monitoring
Downside School will implement a monitoring process to ensure that controls are implemented and effective to
provide a smokefree working environment. Employees who consider that there has been a breach of this policy
should raise their concerns with the Senior Leadership Team.
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SMS 38 - STRESS
Downside School recognises that, whilst a degree of pressure can be a positive force at work, excessive pressures
can have a negative effect on health and on performance at work.
The School is committed to promoting good health at work and it is therefore concerned to recognise the
negative effects that stress may have on individual members of staff and to provide suitable support mechanisms
for members of staff suffering from the effects of stress.
Arrangements for Securing the Health and Safety of Workers
The School acknowledges that stress in the workplace can be caused by any combination of a number of quite
diverse factors, such as:







Workload, work patterns and the working environment
A lack of control an employee has over their work
A lack of support, encouragement, sponsorship or resources
Negative working, conflict and unacceptable behavior
Conflicting priorities, loyalties and roles
How change is managed within the School

The School also recognises that there may be problems outside the workplace that will cause an individual
member of staff to suffer from the effects of stress and that these may affect an individual’s health and
performance within work. In this situation undue stress may occur as a result of work-related and non-workrelated factors.
The School will ensure so far as is reasonably practicable that:a)

Employees are able to cope with the demands of their job

b)

Employees have a say about the way they do their work

c)

Employees receive adequate information and support from their colleagues and superiors

d)

Employees are not subjected to unacceptable behaviors e.g. bullying at work

e)

Employees understand their roles and responsibilities

f)

Systems are in place locally to respond to any individual concerns

g)

Management receive information, instruction and training on how to recognise and deal with the
effects of stress and behavioural changes

h)

Information and training is provided for staff in general on the effects of stress at work, effective
communication, handling difficult situations, time management and employee relations

Procedures for Dealing with Health and Safety Issues
Where members of staff are suffering from stress, the School will provide the necessary mechanisms to promote
a return to full health as quickly as possible.
Members of staff are encouraged to refer themselves to their direct Supervisor/Manager or a member of the
Senior Leadership Team.
All referrals will be dealt with in complete confidence.
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SMS 39 - SWIMMING POOL
Downside School is aware of the potentially high risk environment that an on-site swimming pool can create and
in view of this, it is essential to ensure that our swimming activities are carefully planned and managed effectively
in order to safeguard the safety of pupils, staff and others.
Arrangements for Securing the Health and Safety of Workers
ORGANISATION
All swimming activities, both teaching and recreational, are conducted within recognised safety standards
for tuition, supervision, life-guarding and first-aid.
Rules, Normal Operating Procedures and Emergency Operating Procedures will be clearly defined,
communicated, displayed and complied with for all swimming activities conducted at the School.
Staff and pool plant operators are suitably trained to an appropriate standard and are fully aware of their
responsibilities
Water hygiene standards are met and maintained by regular testing and recording of results.
Chemicals are stored, used and handled safely in line with recognised safe practices and procedures and in
compliance with Control of Substances Hazardous to Health Regulations.
A fire extinguisher is located in the pool building and is maintained and serviced.
RESPONSIBILITIES
The Senior Leadership Team are responsible for ensuring that all swimming activities and the pool are properly
managed and maintained to specified standards and that the following are undertaken:
a)

b)
c)
d)
e)
f)
g)
h)
i)
j)

All swimming activities, both teaching and recreational, are conducted within recognised safety
standards for tuition, supervision, life-guarding and first aid. In addition, management controls are
provided and maintained
Monitoring, recording and reviewing risk of assessments
Recording and reviewing of pool safety operations
Monitoring and recording staff training and records of staff qualifications in First Aid and Lifeguarding
Swimming pool related communications with staff
Conditions of pool use by school staff and pupils.
Ensuring that pupils follow instructions at all times and behave responsibly
Staff, life-guards and pool plant operators are suitably trained to an appropriate standard and are fully
aware of their responsibilities
Water hygiene standards are met and maintained by regular testing and recording of results
Chemicals are stored, used and handled safely in line with recognised safe practices and procedures
complying with Control of Substances Hazardous to Health Regulations (COSHH) 2002.
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Pool Maintenance
The Head of Building and Engineering with assistance from the Maintenance staff is responsible for the day
to day maintenance of the pool including water quality and the use of the pool chemicals including the
temperature of the water and building, i.e. operation of the boiler.
The Head of Building and Engineering and Maintenance Staff are to ensure that:
a)
b)
c)
d)
e)
f)
g)
h)
i)

Life-saving equipment is maintained in a satisfactory condition
Potential risk factors must be checked regularly eg; pool steps, chemical spillage and pool surround
Warning signs and information must be well maintained
The water quality is maintained in a safe and hygienic condition
Pool chlorine levels are checked daily.
The facility is regularly cleaned and appropriately maintained
The pool is always closed if the water quality or chlorine sample causes concern.
It is not re-opened until it is satisfactory
Depth markings are clearly visible, together with safety signs that prohibit running and diving

Safety
To ensure the safety of pupils and pool activities, the following criteria will be enforced by staff undertaking
swimming activities:
a)
b)
c)
d)
e)
f)
g)
h)

A maximum bathing load will be decided, dependent on the size and depth of the pool
A written register will be taken and maintained. The member of staff in charge of the Swimming
activities will ensure the counting of the number of persons before entering and after leaving the water.
No pupils will be allowed to enter the pool enclosure without staff supervision.
No person will enter the water until permission is given by the member of staff and a qualified lifeguard
is present. The pool must be cleared if supervision is inadequate.
The member of staff in charge of the swimming activities must be in a position to see the whole of the
group and must not be in the water at any time unless in case of emergency or effecting a rescue.
Individual pool rules, emergency procedures and effective discipline must be observed at all times.
Pool drills will be practised and obeyed.
Deep and shallow water areas must be explained to pupils and signage displayed.

First Aid
A member of staff who is a qualified First Aider will always be present when pupils use the pool and First Aid
provisions are located within the pool area.
Training
All information, instruction and training will be given to employees and will be recorded on individual training
records.
Security
The physical security of the building will be maintained so as to prevent unauthorised access by others at times
when it is unoccupied.
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NORMAL OPERATING PROCEDURES
Staff in charge of Swimming Activities are to ensure that:
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)

A plan of the pool must be displayed
They are made aware of any pupils that have health problems e.g. epilepsy, asthma, hearing difficulties
etc. that are undertaking swimming activities.
Before commencement of every session, the First Aid box, Rescue Equipment and Telephone must be
checked to ensure the items are present and usable
They must take a mobile phone and walkie-talkie with them whilst in attendance of swimming activities.
They will ensure that pool procedures and Health and Safety arrangements are met.
Any faults, suggestions and details of supervised swims must be reported to the Head of Building
and Engineering as soon as possible
No food and drink is consumed prior to or during swimming activities.
A swimming register is taken and maintained.
Supervision of bathers shall not exceed 60 minutes without a 15 minute break
Pupils are sorted into ability groups for lessons.

Lifeguards are to ensure that:
1)
2)
3)
4)
5)
6)

They must carry a whistle at all times
They must patrol and not be distracted
The Whistle signals are understood and communicated to bathers
They must attend regular training sessions as detailed by the Senior Leadership Team
The lifeguard team must maintain an acceptable level of behaviour around the pool so as to reduce
the risk of problems
A lifeguard will be a suitably qualified person who is deemed to be competent by the Senior
Leadership Team
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EMERGENCY OPERATING PROCEDURES
Procedures to be followed in the event of an accident or emergency
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)
14)
15)

16)
17)

18)

In the case of an accident the member of staff present will raise the alarm by blowing the whistle for
children to get out of the water then render immediate aid if necessary.
Other team members will assess the situation and clear the pool if required, dial 999 and then give
assistance.
The Headmaster and/or Chief Executive Officer must be notified as a priority.
In the event of clearing the pool, swimmers must dry and change unless this action puts them at risk.
Suitably responsible pupils may be encouraged to assist the team if required. Such assistants must be
given clear instructions.
All instructions and messages should be given in a clear and calm manner.
If a spinal injury is suspected the casualty should be supported and not moved, otherwise they
should be kept warm.
Suspected spinal casualties must not be lifted from the pool until either a doctor, ambulance crew, or
fire crew are present and give instructions to do so. Unless heart massage is
needed.
Record and report full details of incidents and witnesses.
In the event of an accident the member of staff will attempt first aid and contact the school reception
for help.
In the event of a life-saving operation in the water all children should remain silent and still and await
further instructions.
All accidents must be notified to the Chief Executive Officer who will record in the accident book
Accident procedures will be followed in accordance with our Accident and Investigation Policies
The following emergencies will require clearing of the pool; fire, loss of water clarity, toxic gasses,
water contamination, unruly behaviour, unwanted visitors, and insufficient lifeguard cover. Such
incidents will be reported to the Head of Building and Engineering and Maintenance staff who
will then decide when bathing can recommence.
In the event of having to evacuate the pool (eg a fire) all staff and pupils will proceed silently and in an
orderly fashion to the fire muster point.
It is important that all incidents except those of a minor nature are reported to the Senior
Leadership Team to enable modifications to be made to training and procedures, and this also
applies to suggestions for improvements.
Other emergencies, not specified, are possible and they must be assessed and dealt with accordingly,
e.g. alcohol abuse and equipment failure.
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SMS 40 - TRANSPORT & VEHICLES POLICY including Mini Buses
Downside School is aware of its obligations under the Health and Safety at Work Etc Act 1974 and the Provision
and Use of Work Equipment Regulations 1998 to ensure, so far as is reasonably practicable, the safe movement
of vehicles and pedestrians whilst working at the School’s premises.
The main aim of the regulation is to try and ensure that by giving adequate consideration to the use and movement
of vehicles at the planning stage, many of the risks posed by site traffic can be avoided or minimised.
Traffic Routes
The regulations require that the works are organised in such a way that traffic routes are suitable for the passage
of vehicles using them, in suitable positions and of sufficient size.
The School will, in consultation with employees and their representatives ensure they satisfy the law by providing:


Pedestrians, or vehicles (as the case may be) can use the traffic route without causing danger to persons
or activities nearby



Any door or gate used by pedestrians is sufficiently separated from vehicle routes as will enable the
pedestrian to see any approaching vehicle or plant



There is sufficient separation between vehicles and pedestrians, or where this is not reasonably
practicable
 there are other means for the protection of pedestrians
 there are effective means of warning of the approach of any vehicle



Where it is unsafe for pedestrians to use a door primarily intended for vehicles, one or more pedestrian
doors is provided in the immediate vicinity of that gate and is kept free from obstruction and clearly
marked

Where it is not possible to comply with any of the above requirements, suitable and sufficient steps must be
taken to warn the driver and any passengers, of vehicles of any obstruction or lack of clearance.
Vehicles
Any vehicle being used for Lifting work shall:
1)
2)
3)
4)
5)

Only be driven/operated by a trained and authorised person
Be driven in a manner that is safe
Be loaded in a way that it can be driven, operated or towed safely
Have suitable steps taken to prevent unintended movement of the vehicle and
Have the person in control of the vehicle able to give adequate warning to any person liable to be at
risk from the movement of the vehicle

Defect Reporting
All vehicles used on the School premises are to be serviced in accordance with maintenance schedules and all
defects reported to the Head of Building and Engineering as soon as possible
NO VEHICLES ARE TO BE USED THAT HAVE KNOWN DEFECTS THAT MAY RENDER THEM
DANGEROUS TO EITHER THE OPERATORS OR OTHERWISE.
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DRIVING including use of Minibuses
Downside School recognises that the use of motor vehicles on School business requires additional health and
safety measures to protect both employees and third parties. The School acknowledges the specific risks involved
in driving vehicles as part of employment and the full range of factors that may affect these risks.
Downside School recognises that the occupational risks associated with driving are related to a wide range of
factors including:






Driver competence
Vehicle fitness for purpose
Shift working and total hours worked
Unaccompanied working
The nature of the goods being transported

The School is committed to developing, implementing and maintaining all reasonable measures to protect the
health and safety of those driving on Company business.
Arrangements for Securing the Health and Safety of Workers
The School acknowledges that those driving on School business may be at increased occupational risks related
to:
a)
b)
c)
d)

Fatigue
Stress
Working alone
Unforeseen events.

The School recognises that procedures and processes need to be developed and maintained to reduce these
risks as far as reasonably practicable and to take steps to effectively manage those that cannot be avoided.
The School will, in consultation with employees and their representatives:
a)
b)
c)
d)
e)
f)
g)

Undertake that risks assessments are completed and that journeys are planned and allocated in
accordance with the findings of these assessments
Ensure that all those driving on business are competent and fit to do so and meet all the relevant legal
requirements
Provide any additional training that may be deemed necessary to reduce driving related occupational
risks
Encourage a sensible and mature attitude towards motor vehicles and driving in all employees
Ensure that all vehicles used for company business are suitable for their purpose and meet all relevant
legal requirements
Provide and maintain additional tools and equipment necessary for the purposes of the journey
Provide sufficient information and guidance for management to enable them to
understand
the additional occupational risks involved in driving and their own legal obligations
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Use of Private Vehicles for School Business
The School is committed to reducing the risks which our employees face and create when driving in the course
of their work and may provide a suitable vehicle for this purpose. Alternatively, the school may also authorise
employees to use their own vehicles for work purposes.
Authorised employees who are required to drive for work purposes in their own vehicle must ensure that it
always complies with the law, is in a safe and roadworthy condition and is suitable for its purpose.
In order for the school to fulfil its responsibility in a reasonably practical manner all employees that drive their
own vehicles for work purposes are required to:



Ensure their vehicle is taxed and has a valid MOT certificate (where appropriate).
Ensure their motor insurance policy includes business use cover for the amount of business
mileage they undertake.

Ensure that the vehicle is serviced according to the manufacturer’s specifications

Present the vehicle’s MOT certificate, insurance policy for inspection annually and on request.

Present their driving licence for inspection annually and on request.

Report road safety problems, including crashes, incidents, fixed penalty notices, summons
and
convictions for any offence, including vehicle defects.
The overall responsibility for managing road risk, monitoring the effectiveness of the school’s procedures through
periodic checks of vehicle documents, and for maintaining appropriate records is that of the Senior Leadership
Team.
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MOBILE PHONES
Use of Mobile Phones Whilst Driving
Downside School will inform all employee’s of the policy on the use of mobile phones whilst driving on School
business, irrespective of whether said phone is School issue or personal property.
The use of a mobile phone whilst driving a vehicle is dangerous. If a person is caught using a hand-held phone
whilst driving they could be subject to prosecution.
Why using a phone while Driving is Dangerous
Making or taking phone calls when driving is a distraction.
It is illegal to drive a vehicle using a hand-held mobile phone. This also applies to any similar device (that must
be held at some point) these devices include smartphones or Personal Digital Assistants (PDAs) to:



Send or receive spoken or written messages or still or moving images
Access the internet

While driving, you must not use your hand-held mobile phone, smartphone or PDA to:
a)
b)
c)
d)
e)
f)

Make or receive calls
Send or receive picture and text messages
Access the internet
When you are stopped at traffic lights
When you are queuing in traffic
When in a moving vehicle or any vehicle stationary whilst the engine is running, by the person
driving the vehicle

Mobile phone users may answer a call only if all the following criteria are in place:
a)
b)
c)

The mobile phone is held in a cradle fixed to the vent or other suitable holder; under no
circumstances should the phone be on your person
A form of hands free device is in place, i.e. in-ear adaptor or plug in speaker
The answering of the call can be accomplished in the press of one button

If any one of the above points cannot be achieved the phone should be left unanswered, until such time as it is
safe to do so.
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MINIBUS POLICY
Downside School acknowledges its responsibilities for ensuring school minibuses (whether owned or hired) fully
comply in every respect, with all legal transport and health and safety requirements. This responsibility is
delegated to the Senior Leadership Team to ensure its appropriate implementation.
The School will ensure appropriate safety procedures are in place for the minibus in line with the ROSPA Advice
for Minibus Safety and their code of practice. A copy of the full code of practice is available at www.rospa.com
The Royal Society for the Prevention of Accidents.
Arrangements for Securing the Health and Safety of Workers
In order fulfil its responsibilities the School will ensure the provision of the following:
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)

The licences of all drivers are checked to ensure that they are permitted to drive a minibus.
A copy is retained on file and the check repeated every 12 months.
All drivers are to complete the Driver’s Questionnaire annually and provide a copy of their
driving license
All Staff follow the proper booking procedures for use of the school minibus.
All drivers must check for visibly defects (as outlined on the defect sheet), before each
journey and complete the log reporting any faults to the Chief Executive Officer immediately.
All drivers are made aware of the personal legal implications if procedures are not adhered to
All drivers are aware that no journey must take place if any faults that might affect the
vehicle’s or passengers’ safety are found.
All drivers complete the mileage log for all journeys. The log should include the date of the
journey, start and finish mileages, purpose of the journey and the driver name
All drivers will ensure that the minibus is securely parked and the keys held securely.
Insurance cover, MOT, servicing and tax is kept up to date.
Vehicle registration documents are held securely.
Access to the minibus keys are restricted to authorised users.
Familiarisation training is to be undertaken prior to driving a minibus on School business.

Pre-Journey Checks Before Use
It is the responsibility of the Driver to ensure various checks are carried out before the commencement of a
journey:a)
b)

c)
d)

Pre-journey checks must be carried out every time before the vehicle is taken out.
The driver should undertake a visual check of the bodywork for recent damage, the tyres for
inflation and bulges/cuts etc and confirm this has taken place by ticking the box on the box on the
log sheet.
If the driver has any doubts about the roadworthiness of the vehicle, he/she should consult
the Head of Building and Engineering for further advice before setting off.
Drivers must report any defect that has occurred with the vehicle on each individual journey
to the Head of Building and Engineering.
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SMS 41 - USE OF HAND TOOLS
Downside School will, in accordance with its general duties, make a suitable and sufficient assessment of the risks
to the health and safety of our employees to which they may be exposed whilst working with hand tools.
These risks will then be controlled so far as is practicable so that neither the School’s employees or others who
could also be exposed to them will be put at risk.
Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)

Ensure that the correct tool for the job is provided

b)

Ensure that employees do not misuse tools, which can lead to damage of materials, equipment and the
tools as well as possibly leading to injury

c)

Implement a system for reporting defective tools at all workplaces

d)

Inform users of their responsibility to maintain tools and report any defects to the Head of Building
and Engineering or the Senior Leadership Team

e)

Ensure that defective tools are taken out of use and either repaired or disposed of

f)

Implement a system for the replacement of defective tools which will be made known to all employees

g)

Arrange for tools to be repaired by trained personnel only

h)

Arrange for regular inspection of electrically powered tools in accordance with Electricity at Work
Regulations and keep and maintain a record of inspections

i)

Provide personal protective equipment where applicable

j)

Ensure that work areas are kept clear of debris and any items that may impede the safe and efficient
use of tools

k)

Provide suitable storage facilities for tools

l)

Provide suitable and sufficient training to ensure personnel are using the tools correctly and safely

Downside School – Health & Safety Policy – November 2018

Page 110 of 122

SMS 42 - VIBRATION POLICY
HAV is vibration transmitted from work processes into workers’ hands and arms. It can be caused by operating
hand-held power tools.
Vibration White Finger (VWF) is the most common symptom of Hand-Arm Vibration Syndrome (HAVS) and is
frequently associated with operating sanders, power tools, angle grinders, polishers etc. The first sign of VWF is
often when fingertips become white, or numb.
Associated hazards





Damage to blood cells
Reduced circulation
Nerve damage to the hands/fingers
Loss of manual dexterity, grip, strength, etc

Arrangements for Ensuring the Health and Safety of Workers
Provision of Tools & Equipment
Downside School will introduce a policy of buying the most suitable equipment when we replace tools or
machines.
In particular we will ensure that equipment manufacturers:





Provide us with tools which will cause the minimum risk of vibration injury
Provide us with information on any residual risks from vibration
Provide us with information on vibration levels
Provide us with instructions on how to use the equipment to avoid risks from vibration

We will take all measures to protect our employees.
Assessment of Health Risks
The School will, in consultation with employees and their representatives ensure that they:
a)
b)
c)

Assess the risk to the health of our employees and plan for its control and manage the risk
Provide suitable equipment for our employees’ use and maintain equipment correctly
Give our employees information and training on health risks and safe use of the equipment

Equipment used on our premises that is subsequently found to be faulty or unserviceable that may lead to a HAV
related injury will be taken out of service for subsequent repair/disposal.
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SMS 43 - VISITORS
Downside School accepts its responsibility to ensure the health and safety of all personnel who come directly or
indirectly into contact with, or the consequences of our activities. The School has devised the following
arrangements to enable this responsibility to be effectively discharged and assigned overall responsibility for the
implementation of this policy to the Senior Leadership Team.
Arrangements for Ensuring the Health and Safety of Workers
Information and Communication
Any special arrangements required by the visitor(s) must be ascertained, where practicable, before arrival. This
may include bringing vehicles or other machinery or substances on to site, or providing facilities for disabled
persons or those with language difficulties.
Upon arrival the visitor(s) must report to Reception and complete the required details in the visitor book. Each
visitor will be issued with a visitors badge, which must be clearly displayed for the duration of their visit to the
School. Upon departure, the visitor must return to Reception to sign out and return the visitor badge before
leaving the premises
Supervision
Adequate supervision must be maintained while the visitor is on site. This includes ensuring the safe handling,
transport and use of any articles and substances.
Supervision must also be adequate to prevent the visitor from straying into hazardous areas and exposing him
or herself to danger. Details regarding arrangements for these, where applicable, must be ascertained and
approved before entry is permitted.
Children must be accompanied by a responsible person at all times. A child is someone under the age of 16
years.
Security Arrangements and High Risk Areas
Security arrangements must be adhered to when visitors enter buildings. Particular care must be taken of visitors
entering areas of higher risk and all systems of work which are in operation must be fully complied with.
Where a visitor is required to enter an area where limitation of access arrangements apply, access must be
authorised and monitored by a responsible person.
All hazardous areas must be suitably controlled by locking or guarding at all times, so as to prevent unauthorised
personnel from gaining access.
Personal Protective Equipment
Visitors will be required to use any personal protective equipment that is necessary to safeguard their health and
safety.
Emergency Procedures
Full details of emergency procedures must be clearly indicated to visitors before entering the premises.
Where an emergency arises, measures must be taken by a responsible person to ensure that visitors are
accompanied to a place of safety and that they comply with company procedures. Visitors must be accounted for
during emergencies and evacuation drills.
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Accidents to Visitors
Accidents and near-miss incidents which occur to visitors must be reported and followed up, in accordance with
the School Accident Reporting Policy.
Duties of the Senior Leadership Team
The Senior Leadership Team have overall responsibility for visitors who enter their areas of authority. It is
management responsibility to ensure that this policy is fully complied with and that any problems have been
adequately resolved at the earliest opportunity and before visitors are permitted to proceed with their intended
activity.
Duties of Employees
Employees must take responsibility for visitors in their care and should ensure that the requirements of this
policy are adhered to at all times.
Additional care and attention must be taken where children and disabled visitors enter the premises.
Employees are responsible for making safe any plant or equipment with which they have been working.
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SMS 44 - WORKING AT HEIGHT
Downside School is fully committed to meeting its responsibilities under the Health and Safety at Work Etc Act
1974, the Management of Health and Safety at Work Regulations 1999 and associated Work at Height legislation.
Where an employee is required to carry out any work activity at a height where there is a risk of falling resulting
in personal injury, the following procedures will be complied with.
Associated hazards



Falls from equipment and structures
Falling objects

What is ‘Work at Height’?
A place is ‘at height’ if a person could be injured falling from it, even if it is at or below ground level.
‘Work’ includes moving around at a place of work (except by a staircase in a permanent workplace) but not
travel to or from a place of work.
This includes:




Repairing roofs
Repairing lights
Climbing on the top of machinery in order operate or repair it

Arrangements for Securing the Health and Safety of Workers
The School will, in consultation with employees and their representatives:
a)
b)
c)
d)
e)
f)

g)
h)

Carry out a risk assessment of work activities conducted at height
Take all necessary measures to reduce any risks found as a result of the assessment
Ensure all access equipment for high working is of good construction, sound material and are suitable
for the tasks to be performed
Ensure all access equipment for high working is clearly identified and regularly inspected and maintained
Maintain a record system which identifies each piece of access equipment for high working and logs each
inspection, repair and maintenance procedure undertaken
Provide appropriate information, instruction, training and supervision to employees who use access
equipment for high working, including additional information and training where such equipment is used
in a high risk environment or in a way which increases the risks involved
Ensure equipment for high working is stored in a way that does not lead to warping, defects or reduction
in strength
Implement a reporting system, so that any concerns, problems, risks or defects encountered while using
equipment for high working can be reported to a responsible person and the appropriate action taken

All employees’ must:



Report any safety hazard
Use the equipment supplied (including safety devices) properly
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As an employer the School will do all that is reasonably practicable to prevent anyone falling and will:




Avoid work at height where we can
Use work equipment or other measures to prevent falls where we cannot avoid working at height, and
where we cannot eliminate the risk of a fall
Use work equipment or other measures to minimise the distance and consequences of a fall should one
occur

When establishing procedures for working at height the School will ensure:







All work at height is properly planned and organised
All work at height takes account of weather conditions that could endanger health and safety
Those involved in work at height are trained and competent
The place where work at height is done is safe
Equipment for work at height is appropriately inspected
The risks from fragile surfaces are properly controlled and the risks from falling objects are properly
controlled

Planning
When planning a work activity the School will:





Ensure that no work is done at height if it is safe and reasonably practicable to do it other than at height
Ensure that the work is properly planned, appropriately supervised, and carried out in as safe a way as
is reasonably practicable
Plan for emergencies and rescue
Carry out risk assessments and develop safe working procedures

The Place Where Work is Done
The Senior Leadership Team must ensure that the place where work is done at height (including the means of
access) is safe and has features to prevent a fall, unless this would mean that it is not reasonably practicable for
the worker to carry out the work safely (taking into account the demands of the task, equipment and working
environment).
Selection of Equipment
When selecting Equipment for Work at Height , the School will ensure the following:





The most suitable equipment is used
Give collective protection measures (eg guard rails) priority over personal protection measures (eg
Safety harnesses)
Take account of the working conditions; and risks to the safety of all those at the place where the work
equipment is to be used
Ensure that all equipment, temporary structures (eg scaffolding portable or fixed), is safely erected by a
competent person and inspected

Inspections
The Senior Leadership Team must ensure that each individual place at which work is to be done at height is
checked on every occasion before that place is used. This involves checking the access (ladders/steps etc) surface
and every parapet, permanent/temporary rails etc.
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Frequency of Inspections
Inspections will take place:



After it is assembled or installed (or after it has been assembled and installed if both are required), if its
safety depends on how it is assembled or installed
Every day it is in use to make sure that any deterioration can be detected and remedied in good time

Fragile Surfaces
All fragile surfaces will be identified and warning signs will be displayed.
No employee will carry out any work on a fragile surface. All employees or anyone working under the control
of Downside School are to ensure that no-one goes onto or near a fragile surface unless that is the only
reasonably practicable way for the worker to carry out the work safely, having regard to the demands of the
task, equipment, or working environment.
If anyone does work on or near a fragile surface the School (including contractors) will:




Ensure that suitable platforms, coverings, guardrails, and the like are provided (and used) to minimise
the risk
Do all that is reasonably practicable, if any risk of a fall remains, to minimise the distance and effect of a
fall
Carry out specific risk assessments, produce safe working procedures and use a permit to work

Falling Objects
Where it is necessary to prevent injury, the School will do all that is reasonably practicable to prevent anything
falling. If the workplace contains an area in which there is a risk of someone being struck by a falling object or
person, the area will be clearly indicated and unauthorised people will be restricted from entry.
All reasonable actions will be taken by the School to ensure the safety of employees who work at height. Any
such work activity will be risk assessed and as a result of that assessment suitable access equipment will be
provided. Control measures will be introduced to reduce the risk to a minimum and information and training
will be provided to employees
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SMS 45 - WELFARE PROVISION
Downside School is aware of its responsibilities and minimum standards of the provision for workplaces and
work in or near buildings under The Workplace (Health, Safety and Welfare) Regulations.
The School will ensure the health, safety and welfare of all employees and pupils. The School recognises the
need to provide a safe working environment and this includes the provision of sufficient washing and sanitary
conveniences.
In accordance with current legislation, workplaces must be suitable for all who work in them, including workers
with any kind of disability. This applies especially to Regulations dealing with traffic routes, seating and
workstations, toilet, washing and changing facilities, rest and meal facilities.
All workplaces should be as accessible as possible to people with disabilities and new buildings or conversions
must be designed with this in mind.
Arrangements for Ensuring the Health and Safety of Workers
The School will, in consultation with employees and their representatives ensure the following:
Maintenance
Work equipment, devices and systems are maintained in an efficient state and working order and in good repair.
Where appropriate, they must be subject to a suitable system of maintenance e.g. Gas and pressure systems
Ventilation
Enclosed workplaces must be ventilated by a sufficient quantity of fresh and purified air.
Temperature
A reasonable temperature must be maintained inside buildings during working hours, a sufficient number of
thermometers must be provided.
Lighting
Lighting must be suitable and sufficient, and natural so far as is reasonably practicable. Emergency lighting must
be provided where lighting failure would cause danger.
Cleanliness
Workplaces and furnishings must be kept sufficiently clean. Waste materials must not accumulate, except in
suitable receptacles.
Space
Workrooms must have sufficient floor area, height and unoccupied space.
Workstations
Workstations must be suitable for the worker and work. A suitable seat must be provided where necessary.
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Floors
Floors must be suitable and not be uneven or slippery, so presenting a safety risk. They must be kept free from
obstructions likely to cause a slip, trip or fall. Handrails must be provided on staircases, except where they would
obstruct traffic.
Falls
Suitable and sufficient measures should be taken to prevent persons falling or being struck by falling objects.
Tanks must be securely covered and fenced where there is risk of a person falling into a dangerous substance.
Windows
Windows and transparent and translucent surfaces must consist of safe material, be clearly marked and be safe
when open.
Traffic
Workplace traffic must be organised to allow safe circulation by pedestrians and vehicles.
Doors
Doors and gates must be suitably constructed and comply with certain specifications.
Toilets
Suitable and sufficient sanitary conveniences must be provided at readily accessible places.
Washing
Suitable and sufficient washing facilities must be provided at readily accessible places.
Water
An adequate supply of wholesome drinking water and cups must be provided, readily accessible and conspicuously
marked.
Maintenance of Facilities
Arrangements to undertake regular cleaning and maintenance of sanitary and washing conveniences. Any
reported defects in facilities will be remedied, as soon as is reasonably practicable. Where facilities are
temporarily unavailable, such as during maintenance and repair work, suitable alternative arrangements will be
implemented.
Regular testing and examination of ventilation and water systems will be undertaken to ensure that the required
standards of health and safety are maintained.
Use of facilities by Contractors and Visitors
Visitors and contractors must ensure that facilities are left clean and in a tidy order.
Procedures for Dealing with Health and Safety Issues
Any defects in washing and sanitary facilities must be reported immediately to the Head of Estates Operations
for investigation and action.
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SMS 46 - WASTE DISPOSAL POLICY
It is part of the School’s policy to ensure that it manages waste in a responsible and legally compliant manner and
chooses the most suitable waste disposal option for its waste. This arrangement covers the general waste
generated by the company in the carrying out of workplace activities.
Associated hazards




Build-up of combustibles presenting a fire hazard
Health hazard due to possible vermin infestation
Poor housekeeping presents a tripping hazard

Arrangements for Ensuring the Health and Safety of Workers
All general waste, not requiring specialist handling, will removed to the designated waste areas immediately.
All redundant materials will be separated and stored in a manner that is both safe and that will have no detrimental
impact on the environment.
The School will, in consultation with employees and their representatives ensure the following:
a)

Identify all waste that has the potential to be removed from the premises

b)

Establish contracts with appropriate waste disposal companies to ensure that waste is removed
from the premises safely

c)

Confirm with the waste disposal companies the specific items which can or cannot be placed
in the receptacles provided

d)

Provide suitable waste collection receptacles dependent upon the waste to be disposed and
where relevant label or sign the receptacles to easily identify the disposal of waste

e)

Ensure that any chemical waste or unknown substances are stored in their original containers
until an authorised waste disposal company can remove them from the company premises

f)

Maintain any copies of waste transfer notes on site for a minimum of two years for future
reference

g)

Instruct all employees in the correct disposal of waste and maintain records of instruction and
training on file

Employee’s responsibilities - All employees’ must:
a)
b)

Dispose of waste as instructed
To inform the Senior Leadership Team if an activity produces waste that has not been
previously identified or removed from site so that the relevant steps can be taken for safe removal

c)

Not to climb onto or into skips or other waste receptacles

d)

To inform the Head of Estates Operations if waste receptacles are full and need emptying
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Waste Collection and Removal
The School will, in consultation with employees and their representatives arrange for the following to be
undertaken:
a)

Floors will be cleaned on a regular basis and waste bins will be emptied daily

b)

Rubbish will be kept in suitable containers and will not be allowed to overflow

c)

Combustible waste will be kept away from ignition sources

d)

Large items of rubbish that pose a particular hazard, such as obsolete items of furniture, will
be removed without delay

e)

All general rubbish generated by School activities will be emptied into suitable receptacles
located on the premises and collected by a nominated Contractor at regular intervals
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SMS 47 - YOUNG PERSONS
Downside School are fully aware that whilst generic precautions are taken to protect the health and safety of
the workforce as a whole, and in many cases, also protect young persons, there are occasions when different
and/or additional measures will be necessary. This policy aims to reduce any identified risks to young persons
and provide guidance on specific control measures required to protect them.
This policy also acknowledges relevant legislative provisions and confirms the School’s commitment to
compliance with these provisions.
Associated hazards:
Some young people may be at particular risk because of: 

Their lack of awareness



Unfamiliarity with their surroundings



Being physically or psychologically less suited to certain tasks



Their lack of skills and training

Arrangements for Securing the Health and Safety of Young Workers
Elimination of Activities Hazardous to Young Workers
The School will ensure that work activities exposing young person’s to unacceptable risks are eliminated, so far
as is reasonably practicable.
Measures to achieve this include preventing exposure to such risks by ensuring relevant legal standards are met
(dependent on the risk involved) and that official guidance and good practice is followed.
Assessment of Risk
Where hazardous activities cannot be eliminated:
a)
b)
c)

Risk assessments will be carried out by a competent person
Will be undertaken to identify residual risks and to reduce them to the lowest level reasonably
practicable
The assessments will take into account the actual risks associated with the work activities and
whether or not these risks are increased due to the age of the young person

Specifically, the assessment will consider risks associated with exposure to:




Physical agents
Biological agents
Chemical agents

It will also consider other work situations, as prescribed in the HSE guidance.
Risk assessments relating to young people will be reviewed, and if necessary revised, regularly.
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Duties of the Senior Leadership Team
The Senior Leadership Team must ensure:
a)

Risk assessments are carried out for all work activities undertaken by young persons and
associated records and documentation maintained

b)

Necessary control measures identified by risk assessments are implemented, followed,
monitored, reviewed and, if necessary, revised

c)

Young persons are informed of any risks associated with their work and the control measures
taken to protect them

d)

A copy of the risk assessment is provided to the parents or guardian of any children employed

e)

Any adverse incidents are immediately reported and investigated

f)

Appropriate information, instruction, supervision and training is provided to the Young Person

Duties of Young Workers
Young workers must:
a)

Follow any safety arrangements implemented for their protection, including attending training
sessions, complying with control measures

b)

Not act in a manner that adversely affects their own health and safety, and/or the health and
safety of anyone else

c)

Report any perceived, or real, shortcomings in protection levels to their immediate Supervisor
or the Senior Leadership Team

Information and Training
Suitable information, instruction and training will be provided to young workers to ensure their health and safety.
Training needs will be identified and reviewed by a competent person. The effectiveness of any training provided
will be monitored and regularly reviewed to ensure its continued effectiveness. Those people responsible for
carrying out the risk assessments will be competent to do so.
Young persons under the age of 18 years are considered to be particularly at risk from the hazards that are
presented in the workplace because of their perceived lack of awareness, inexperience and immaturity (both
physical and mental).
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