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Part 1 – Health, Safety and Wellbeing Policy Statement  
 
1. The Trust recognises and accepts its statutory responsibilities as an employer and 

will strive to secure the health, safety and welfare of its employees and stakeholders 
affected by its activities (for example students, members of the public, local 
governors and trustees, visitors, contractors). We will do this by assessing the 
possible risks and establishing suitable and adequate risk control measures.  

2. The Trust is committed to complying with all relevant health and safety legislation. 
The Trust does, however, recognise that compliance with legislation is only a 
minimum requirement, and therefore we strive to improve to achieve higher 
standards.  

3. Sufficient financial and physical resources will be provided to implement this policy. 
It is the duty of management to ensure that all processes and systems of work are 
designed to take account of health and safety. 

4. The requirement to provide a safe and healthy working environment for all 
employees is acknowledged and the Trust Board, the Local Governing Bodies 
together with those in control of each academy within the Trust recognise and take 
responsibility for compliance with the statutory duties under the Health and Safety 
at Work Act 1974. 

5. In compliance with the Health and Safety at Work Act 1974 and related regulations, 
directives and codes of practice, the Trust Board (together with the individual Local 
Governing Bodies) will ensure so far as is reasonably practicable that: 

● all places and premises where staff and students are required to work and 
engage in academy activities are maintained in a condition which is safe and 
without risk to health. (This includes the Health and Safety of persons on 
academy premises or taking part in academy activities elsewhere.) 

● all plant and equipment is safe to use and that arrangements exist for the safe 
use, handling and storage of articles and substances at work 

● appropriate safe systems of work exist and are maintained. 
● sufficient information, instruction, training and supervision is available and 

provided to ensure that staff and students can avoid hazards and contribute in a 
positive manner towards their own Health and Safety and others.  

● a healthy working environment is maintained including adequate welfare 
facilities. 

6. In addition to the above the Trust will ensure that so far as is reasonably practicable 
that the health and safety of non employees is not adversely affected by its activities.  

7. Employee involvement is an important part of managing safely, and consultation on 
health and safety with employees and employee representatives forms part of this 
policy. 

8. This policy statement and the accompanying organisational arrangements 
supersede any previously issued.    

  
                                                                                                                                            

Kathy Hardy      Fee Stagg 
Chief Executive Officer    Chair of Trustees 
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Part 2 - Organisation and Responsibility 
 

Overall responsibility for Health and Safety in each academy within the Trust rests with 
the Trust Board, as the employer. Day to day management of the Health and Safety 
requirements are delegated to the Local Governing Bodies of each academy within the 
Trust. When members of the Local Governing Bodies visit their academy, they are 
expected to follow the procedures that apply to all visitors to the academy, as described 
in this document. 

Where staff employed by third parties are working regularly on Trust premises (e.g. 
cleaning, catering and ICT staff), their employer retains the overall responsibility for 
their health and safety. However, the Management of Health and Safety at Work 
Regulations 1999 puts a shared responsibility for others regularly working on Trust 
sites. Each academy must ensure adequate provision of welfare facilities and a safe 
working environment for these staff. Health and safety arrangements should be 
workable with the contractors own arrangements as dictated by applicable risk 
assessment. 

The Principal at each academy within the Trust must make arrangements for ensuring 
the implementation of this Health and Safety policy. 

 

Organisation and Responsibilities for Health, Safety and Welfare 

Duties and responsibilities for health and safety have been assigned to Staff and local 
governors based upon the following roles. 

Policy-
makers   

Devise and produce policy on health, safety and welfare at a strategic 
level.  

Preserve, develop, promote and maintain the Trust’s health and safety 
management system.  
Ensure that health and safety matters are taken into account when 
organisational decisions are made. 

Planners Develop the local plans to achieve health & safety objectives. Develop 
management arrangements for the identification of hazards and control 
of risks within their area 

Implementers Ensure that workplace precautions and safe systems of work are 
developed in order to identify hazards and control risks. Ensure all the 
systems are working effectively 

Assisters Have the authority, independence and competence to advise the Local 
Governing Body and Employees (or their representatives). They may 
also be technical or specialist employees who have achieved a certain 
level of health and safety competency within their specialised field 

Employees Irrespective of their position within the academy’s structure, everyone 
is regarded as an employee and therefore the employee duties within 
the H&S Policy apply to them. 
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Who are the Policy-makers, Planners, Implementers, Assisters and Employees in 
schools? 
 

 Policy-

makers 
Planners Implementers Assisters Employees 

The Trust 

Board (via 
the Finance, 
Audit & Risk 
Committee) 

     

Local 

Governors 
(on Local 
Governing 
Bodies) 

     

Trust 

Estates 
Manager 

     

Academy 

Principals 

 

     

Academy 

Leadership 
Teams 

     

Premises 

Managers 

     

Premises 

Teams  

     

External 

Health and 
Safety 
Adviser 

     

All Staff      

 

The responsibilities of Policy Makers, Planners, Implementers, Assisters and 
Employees within the Policy 
 

Policy-makers 

Trust Board 

Trust Estates Manager 

Academy Principals 

Health and Safety 

Adviser 

 

Devise and produce policy on health, safety and welfare at a 
strategic level.  

Preserve, develop, promote and maintain the academy’s 
health and safety management system.  

Ensure that health and safety matters are taken into account 
when organisational decisions are made. 
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The Policy Makers must: 
● Be familiar with the overall responsibilities laid down for Policy Makers in this policy. 
● Ensure that the Trust has a structure in place to manage Health and Safety which 

includes; planning, implementation of these plans, monitoring, reviewing and 
auditing. This must be integrated into general day to day management.  

● Ensure that plans for continuous improvement in Health and Safety management 
are developed and reviewed regularly. 

● Ensure that all academy activities are organised and have sufficient arrangements 
and resources; to ensure that Health and Safety can be managed effectively. 

 
As Policy Makers the Trust Board: 
● Will delegate responsibility for review, implementation and ongoing monitoring of the 

Health and Safety policy to the Finance, Audit and Risk Committee. 
● Must ensure that those who have been assigned specific responsibilities for Health 

and Safety have been identified, this has been communicated, and adequate 
training or instruction has been given.  

● Must ensure that sufficient competent persons are in place to advise them on Health 
and Safety issues. 

● Will set Health and Safety targets (with Planners) to improve health and safety 
performance. 

● Is required to monitor that the Health and Safety targets are being met and the Trust 
is meeting Health and Safety obligations by checking that policies and procedures 
are implemented in accordance with requirements, and by reviewing Key 
Performance Indicators (KPI) of health and safety performance on a regular basis.   

● Seek advice from and receive reports from the Trust’s Health and Safety Advisers 
as appropriate and take actions as necessary.  

● Will ensure that the auditing of Health and Safety takes place and that action plans 
are developed as a result of audit. 

● Will ensure that all their decisions reflect the commitment of this policy and promote 
a positive culture towards health, safety and welfare issues. 

 

Planners 

The Trust Board 

Local Governors 

Trust Estates Manager 

Trust Estates Officer 

Academy Principals 

Academy Leadership Teams 

Premises Managers 

Develop the local plans to achieve academy 
health & safety objectives. Develop 
management arrangements 

for the identification of hazards and control of 
risks within their area  

 
The Planners will, at individual Academy level: 
● Be familiar with the overall responsibilities laid down for Planners in this Policy. 
● Take overall responsibility for the day to day Health and Safety management of their 

academy and academy activities taking place outside the academy’s premises. 
● Determine the resources and arrangements needed to manage health and safety 



The de Ferrers Academy   Health, Safety and Welfare Policy 

 

effectively as part of their academy’s planning process.  
● Delegate duties to other members of staff any or all of the duties associated with the 

management of health and safety. (It is clearly understood by everyone concerned 
that the delegation of certain duties will not relieve the Academy Principal from the 
overall day to day responsibilities for Health and Safety within the establishment.) 

● As part of their management of Health and Safety, appoint a Premises Manager (see 

Implementers below) /competent person 
● Ensure that these staff receive appropriate Health and Safety training. 
● Ensure that all staff within the academy are aware of their responsibilities with regard 

to health and safety issues. Where staff have specific duties in health and safety 
matters (e.g. First Aid/Fire Marshal), this should be identified clearly to everyone in 
the premises.  

● Keep up to date with changes or updates in Health and Safety management by using 
the various resources and communications available to them. 

● Ensure that suitable and sufficient training, instruction and information is provided 
when required. 

● Set Health and Safety objectives as part of the academy’s planning process. 
● Include Health and Safety in staff objectives where appropriate and assess their 

performance against these objectives regularly.  
● Advise Local Governors of the resources and arrangements needed to manage 

Health and Safety effectively as part of the academy’s planning process.  
● Communicate any Health and Safety actions outlined in the academy’s planning 

process to relevant staff and Local Governors. 
● Develop management arrangements for the identification of hazards and control of 

risks (risk assessments), ensure these take place and that results are 
communicated to staff. 

● Develop local policies and procedures as necessary for health and safety and 
ensure they reflect the academy’s overall policy. 

● Seek help from Staffordshire County Council’s Strategic Health and Safety Service 
or other specialist to ensure that the H&S Policy can be implemented effectively and 
advise the Local Governing Body where issues arise which cannot be managed at 
a local level, need additional resources or require external support. 

● Ensure that an annual Premises Health and Safety Evaluation Checklist is carried 
out. 

● Ensure that an Annual Health, Safety and Wellbeing Self Audit is carried out. Draw 
up any action plans required from the results of the Premises Health and Safety 
Evaluation and Annual Health, Safety and Wellbeing Self Audit and monitor these 
regularly. 

● Take part in and cooperate with any Health and Safety Audit which may be carried 
out by the External Health and Safety Advisers and/or the Trust Estates Manager. 

● Advise the Local Governing Body and others of the results of any Health and Safety 
monitoring (including KPI information) which takes place and of any actions required 
as a result of this, to enable the Local Governing Body to report to the Finance, 
Audit and Risk Committee on a timely basis. 

● Consult with staff as necessary on matters of Health and Safety which may affect 
them at work. 
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Health and Safety Committee  
 
Each academy in the Trust should have a dedicated Health and Safety Committee 
which should meet regularly (at least termly) to consider health and safety planning and 
organisation, the implementation of policies and to review and monitor performance.  
 
At Primary phase, the staffing structure may not allow for a separate Committee. If this 
is the case, Health and Safety should be a standing agenda item on Leadership Team 
meetings (and as such, the Academy Leadership Team then fulfils the requirements of 
this policy in respect of Health and Safety Committee). 
 
A termly report to the Local Governing Body, outlining achievements against the health 
and safety plan and KPI’s (identified in Part 4) should be considered by Planners and 
Implementers. As a minimum, the report will contain a summary of accident and ill 
health statistics for the current year and will suggest health and safety targets and 
priorities for the forthcoming year. 
 

Implementers 

Local Governors 

Academy Principals 

Academy Leadership Teams 

Premises Teams 

All Staff 

Ensure that workplace precautions 
and safe systems of work are 
developed in order to identify hazards 
and control risks. Ensure all the 
systems are working effectively 

 
The Implementers will, at individual academy level: 
● Maintain an understanding of the academy’s Health and Safety Policy 
● Demonstrate commitment to the management of health and safety by: 
- Setting a good example to others 
- Promoting good practice 
- Identifying health and safety problems and rectifying them if possible  
- Challenging poor health and safety performance or attitudes 
- Communicating regularly about health and safety. 
● Be responsible for and take the lead on implementation of Health and Safety policies 

and any arrangements which have been developed by the Policy Makers and 
Planners.  

● Understand and own the plans in place for Health and Safety as part of the overall 
academy’s planning process; monitor progress in these areas and advise planners 
of the results or any deficiencies. 

● Ensure that any personal targets set by Planners are achieved, feedback any issues 
identified in this process. 

● Ensure that individuals have Health and Safety objectives as part of their annual 
review process where appropriate (these may reflect the overall health and safety 
plans)  

● Encourage participation in Health and Safety and ensure that communication about 
health and safety issues takes place.  

● Assess new and existing work activities for hazards, ensuring that risk assessments 
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are in place, control measures implemented (safe methods of work/Personal 
Protective Equipment etc) and the results of risk assessments communicated. 

● Ensure that, where responsibilities for Health and Safety have been delegated to 
staff members, these roles are properly assigned and understood by employees in 
their teams/areas.  

● Ensure that staff in these roles have received appropriate training. 
● Ensure that there is sufficient information, instruction and training and resources 

available for staff in order for them to do their job 
● Consult with staff as necessary on matters of Health and Safety which may affect 

them at work and receive health and safety reports from Health and Safety 
Representatives, responding as necessary. 

● Supervise work adequately to ensure that good Health and Safety standards are 
maintained. 

● Ensure that adequate monitoring of Health and Safety takes place e.g. by taking part 
in Premises Health and Safety Evaluation Checklist and carrying out own inspection 
of work areas. 

● Carry out any reactive monitoring required such as investigation of accidents, near 
misses and occupational illness and ensure the information gained is used to 
improve Health and Safety in the future. 

● Avoid allocating “blame” to individuals who report accidents, illness or near misses, 
and ensure that all reports of this nature are managed effectively. 

● Monitor health and safety standards at the local level by retaining statistics to identify 
patterns and trends in events. 

● Seek advice from the External Health and Safety Adviser or other specialist as 
required. 

● Make use of all other resources provided by academy and Trust or other specialists 
to promote Health and Safety at work (e.g. intranet/newsletters). 

● In addition to the above, Teaching Staff are responsible for the health and safety of 
all students under their control whilst involved in organised work activities both on 
site (e.g. classrooms, laboratories, workshops) and off site (e.g. academy trips).   

 

Premises Managers 
In addition to the responsibilities above, the Premises Manager at each individual 
academy within the Trust have the following specific duties: 
● To maintain an understanding of the academy’s Health and Safety policy 

arrangements and the Premises Manager responsibilities detailed within them, and 
an awareness of relevant premise related Health and Safety legislation, issues and 
procedures and operating within these requirements; 

● To control contractors working on the premises, and ensure that hazard information 
has been exchanged and suitable risk control measures implemented; 

● Ensuring adequate security arrangements are maintained; 
● Ensuring the general cleanliness of the premises and that adequate welfare facilities 

are provided; 
● Arranging for regular inspection of the areas of the premises for which they are 

responsible to monitor that workplace Health and Safety standards are in effective 
working order and that a safe means of  access and egress is maintained; 

● Ensuring that adequate fire safety arrangements and emergency procedures are 
implemented and maintained; 
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● Ensuring that plant and equipment is adequately maintained; 
● Arranging for the regular testing and maintenance of electrical equipment; 
● Maintaining records of plant and equipment maintenance, tests, fire evacuation 

drills, fire officer inspections and fire extinguisher maintenance; 
● Ensuring adequate first aid requirements for the premises are formally assessed and 

adequate provision is made; 
● Ensuring that all premise related hazards are adequately identified, assessed and 

suitable and sufficient control measures implemented and monitored; 
● Undertaking thorough investigation of all premises related accidents/incidents. 

Ensure the availability of an accident book at each premise ; 
● Ensuring the adequate provision of Health and Safety notices and warning signs are 

prominently displayed and comply with the Health and Safety (Safety Signs and 
Signals) Regulations; 

● Ensuring that a copy of the Health and Safety Law Poster is displayed in an 
accessible location and the information on the poster kept up to date; 

● Maintaining a health and safety file on the premises in relation to any construction 
work covered by the Construction (Design and Maintenance) Regulations and make 
this available to contractors upon request; 

● Ensuring that adequate systems are in place for the management of asbestos and 
control of legionella and excessive water temperatures; 

● To respond promptly to all D1 and C1 notifications that is notification of a defect that 
could affect the health and safety of building occupants/visitors, informed to them 
as a result of a maintenance contract visit. 

 

Assisters 

Trust Estates Manager 

Trust Estates Officer 

External Health and Safety 

Adviser 

  

Have the authority, independence and 
competence to advise Trustees, Managers and 
Employees (or their representatives).  
They may also be technical or specialist 
employees who have achieved a certain level of 
health and safety competency within their 
specialised field 

 
Assisters act in a supportive role to managers and may use their authority, 
independence and competence to advise when required to do so.  
 

Employees 

Irrespective of their position within the academy, everyone is regarded as an employee 
and therefore the employee duties within the H&S Policy apply to them. 

 

Employees (including temporary & volunteers) 
 

Employees – Irrespective of their position within the academy’s structure, all staff are 
employees and therefore all the employee responsibilities within this policy apply to 
everyone. All employees in the establishment are aware of the responsibilities of 
Employees laid down in this policy. 
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All employees have general health and safety responsibilities both under criminal and 
civil law. Staff must be aware that they are obliged to take care of their own safety and 
health whilst at work along with that of others who may be affected by their actions. 
 
Employees must also co-operate with the governing body and senior management of 
the academy so that they may fulfil any legal requirements placed on them as employers 
and/or persons in control of premises.   
 
 

Students (This section should be drawn to the attention of all students) 
 
All students must be encouraged to follow all safe working practices and observe all 
academy safety rules.   
All students will: 
● follow all instructions issued by any member of staff in the case of an emergency; 
● ensure that they do not intentionally or recklessly interfere with equipment provided 

for safety purposes e.g. fire extinguishers etc. 
● inform any member of staff of any situation which may affect their safety. 
 

Staff Safety Representatives 
 
Health and safety at work law provides for the appointment of trade union appointed 
safety representatives from amongst the employees.  Where the local governing body 
is notified in writing of such an appointment, the safety representative shall have the 
following functions: 
● to investigate potential hazards and to examine the causes of accidents in the 

workplace; 
● to investigate complaints by any employee he/she represents relating to that 

employees health and safety or welfare at work; 
● to make representations to the Principal via the Health and Safety Coordinator on 

general matters affecting the health, safety and welfare of employees; 
● to carry out workplace health, safety and welfare inspections; 
● to attend any safety committee meetings; 
● to co-operate with employers in promoting health and safety at work. 
 
None of the above functions given to a safety representative impose any legal duty or 
liability whatsoever on that person.  A safety representative is in no way obliged to carry 
out any or all of the above functions. 
 
However, if a recognised Union appoints a safety representative, they do have 
obligations to carry out functions assigned as per The Safety Rep’s and Safety 
Committee Regulations 1977 and The Health and Safety (Consultation with Employees) 
Regulations 1996. 
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Part 3  
Arrangements & Procedures for Health, Safety and Welfare 

 
The de Ferrers Academy  

 
This part should be populated/tailored locally by each Academy within the Trust with reference 
to any specific trust policy for each subject. 
 
The following procedures and arrangements are established within the academy to eliminate 
or reduce health and safety risks to an acceptable level and to comply with minimum legal 
requirements: 
 
1. Accident Reporting, Recording & Investigation in accordance with The 
reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013- 
(RIDDOR’13) 

 
Accidents & Incidents are recorded as follows: 
● All accidents/incidents are recorded in the academy accident book; 
● All accidents/incidents involving adults (staff and visitors) are also recorded in the HSE 
accident book (which is kept in the academy); 
● Staffordshire County Council Accident forms are also completed and uploaded to the portal 
for: 
o All accidents/incidents involving adults; 
o All accidents/incidents where students are sent to hospital. 
o RIDDOR referrals are made by SCC Health, Safety & Wellbeing service 
 
The Business Office Manager in liaison with the Health Advisor prepares accident reports for 
discussion at the half-termly Governors meetings, any trends are raised with ALT in the first 
instance by the Health Advisor or Business Office Manager. 
 
Accident Investigation is carried out by the Business Office Manager  
 
2. Asbestos Management in accordance with the control of Asbestos 
Regulations 2012 

The Business Office Manager in conjunction with the Senior Site Supervisor and the Premises 
team are responsible for the Asbestos Registers, which are located in the reception offices on 
each site. 
The Asbestos Registers are reviewed and updated annually by the Entrust Asbestos 
Management team. 
Visual inspections of Asbestos containing materials are carried out annually by the site teams 
and any defects reported via Premises meetings. Asbestos containing materials (ACMs) that 
are in good condition are left undisturbed. Where Academy or Entrust staff identify that the 
condition of such materials has deteriorated, arrangements are made for their safe removal and 
disposal by an authorised contractor. 
No intrusive work is carried out (either by contractors or Academy staff) until the Asbestos 
Register has been checked. Work may only commence when measures to deal with any 
identified hazards have been agreed. Academy staff and contractors sign the Asbestos register 
to confirm that it has been checked prior to work starting. 
 
All staff are instructed not to drill or affix anything to walls without first obtaining approval from 
Senior Site Supervisor / Premises staff. Staff should report any damage to asbestos containing 
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materials (ACMs) to the Business Office Manager/ Senior Site Supervisor / Premises staff (via 
premises email) 
 
3. Contractors 

The Health and Safety arrangements will vary according to the size of the project, and the 
nature of the work. For example on large projects, liaison meetings will take place regularly, 
Health and Safety plans / method statements will be submitted and reviewed, a CDM Co-
ordinator will be appointed where appropriate, and the HSE will be notified when appropriate.  
The Business Office Manager/Senior Site Supervisor are responsible, in conjunction with the 
Premises team, for monitoring contractors working methods. Academy staff are supported in 
this by the Trust Estates Manager or Entrust staff from the Maintenance Consultancy team. 
Academy staff and contractors identify and record hazards using the document: 

Contractors hazard exchange form - HSF 46 
 
 
4. Curriculum Safety [including out of school learning activity/study support] 
PE: the only hazardous activities that are carried out take place at specialist centres (please 
refer to the Educational Visits Policy for details of risk assessments). PE staff are qualified to 
teach specific activities through appropriate specialist teacher training courses. In the event that 
a non-specialist is supervising an activity it is the responsibility of the Director of Learning to 
monitor this, and ensure that no one (staff or student) is put at risk. The academy works to the 
AfPE guidance, following annual update and monthly newsletters. DOL has termly meeting with 
Burton schools to share best practice. All staff are trained for each sport and any new sports 
introduced, all staff have full training before delivering. 
 
Design Technology: Risk assessments have been carried out for all workshop activities. All 
machines requiring appropriate training display a list of staff deemed competent to use these 
machines. All kitchen and cookery lessons have specific risk assessments carried out and 
dynamic risk assessments are conducted throughout the lesson by the Teacher. 
 
Science: Risk assessments are adapted from CLEAPSS and SOW, this is adapted by each 
Teacher for each individual lesson, allowing for dynamic risk assessing. All technicians follow 
CLEAPSS MRA and have RA’s for each duty they carry out. 
 
5. Drugs & Medications 

Please refer to the academy’s Medical conditions policy, which details the administration and 
safe storage of medications and controlled drugs.. 
 
6. Electrical Equipment [fixed & portable] in accordance with the Electricity at 
Work regulations 1989 

Portable and fixed electrical equipment are inspected prior to use by each user. Visual 
inspections occur regularly by the premises team whilst walking around the site. All faults 
should be reported to the premises email. 
Portable electrical equipment is tested on an annual campus cycle. Tests are carried out 
during the summer holidays by an accredited company (Norwood). 
Fixed electrical testing is carried out every 5 years.  
 
Records of electrical tests (both fixed and portable equipment) are kept by the Senior Site 
Supervisor/Premises Team and updated on Parago 
 
All specialist equipment located in Kitchens, Labs and DT rooms have SLA’s in place for regular 
inspection. 
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7. Fire Precautions & Procedures [and other emergencies incl. bomb 
threats] 

The Business Office Manager is responsible for fire risk assessments, which are reviewed 
annually. 
Fire Notices are in all rooms, which highlight the nearest safe exits and routes to assembly 
points. Fire drills take place at least once a term. Some drills are publicised in advance, as a 
familiarisation/reminder for students and staff. The Business Office Manager is responsible for 
keeping records of fire drills. The Premises team / office staff call the fire service as necessary. 
(See the Fire Drill Procedure, which is issued to all staff, for more information).  
Fire exits / escape routes are maintained and kept clear. 
All fire fighting appliances are inspected on an annual basis, by an external contractor, and 
findings / recommendations acted upon. 
Emergency lighting is tested every six months, by an external contractor. 
Fire alarm tests are carried out weekly, checking all ‘call points’ during the course of a term. 
 

Fire Risk Assessment is reviewed annually and stored on shared google drive (DFA Health 

& Safety) Any actions are from the risk assessment are completed by the site teams, with the 
support of the Business Office Manager in accordance with The Regulatory Reform (Fire 
Safety) Order 2005 
 
8. First Aid procedures in accordance with the Health and Safety (First-Aid) 
Regulations 1981 

The names of trained first aiders and their locations are maintained by the Health Advisor. 
They prepare a rota of first aid cover and first aiders are aware of being on call in the event of 
absences. Posters located in all areas identify who to contact and where to find them in an 
emergency. Personnel with first aider responsibilities must retrain/refresh their qualification as 
recommended. Records are kept of first aid training undertaken.  
 
All staff receive basic first aid information and training as appropriate. In the event of an 
emergency, any staff member can call an ambulance to prevent delay and if necessary, 
accompany students to hospital (where parent/guardian is unavailable) 
 
First Aid Boxes:Health Advisor and first aiders to be aware of contents and to ensure boxes 
are restocked following use, information to be recorded on site plans regarding the location of 
First Aid boxes. 
 
A defibrillator is available in Trent reception & externally at Dove reception (code available from 
reception & emergency services) 
 
9. Glass & Glazing 

Highest risk areas of glazing were replaced following a LA survey in 1997.  
A further Glazing Compliance Audit was arranged by the County Council and sent to the 
academy in March 2009. This information has been used to replace or cover glazing with a 
safety film (summer 2011) All replacement glass is to the required safety standard.  
 
10. Hazardous Substances management in accordance with The Control Of 
Substances Hazardous to Health Regulations (COSHH) 2002 

Premises Team: A COSHH assessment is carried out annually and a record of all COSHH 
materials  is updated, a copy of this is available on the shared drive, and in the red box at 
reception. All chemicals (e.g. paint) are kept in locked stores. 
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Cleaning staff (managed by Accuro) are provided with locked storage areas. Copies of Data 
sheets (MSDS), staff training records and risk assessments are available on each site through 
the Accuro site supervisor or the Accuro area Manager. 
 
Technology: Hazardous materials that appear on COSHH lists are in a locked steel cabinet and 
MSDS are available with a Risk assessment.  
 
Creative Arts: the majority of materials are locked in store cupboards with no student access. 
Paint and inks (low risk) are kept in classrooms but are only used by students in supervised 
sessions. Clay is stored in the kiln room, which is kept locked.  Chemicals used for 
photography are stored securely in the photography work room. 
 
Science: All Chemicals (hazardous materials) are stored in accordance with current Health 
and Safety regulations and CLEAPSS advice. Hazards & MSDS are available to all Staff. A 
programme of refurbishment to COSHH stores to stay up to date with regulations is 
underway. 
 
Ionising radiation - CLEAPSS RPO & Entrust RPA- audited Autumn 2019, and actions in 
progress. 
 
Hazardous chemical disposal (including asbestos) is contracted out and relevant certificates 
kept on file. 
 
 
11. Health and Safety Advice 

The academy subscribes to Staffordshire County Council’s Health, Safety and Wellbeing 
Service, in order to obtain H&S advice. Through this service we submit a self audit annually, 
have a remote audit annually and a full audit bi-annually. We also use the TRusty Estates 
Manager regarding day to day concerns, compliance and project management. 
 
12. Housekeeping, cleaning & waste disposal 

 
Cleaning is contracted out to Accuro. While most cleaning is carried out before and after the 
normal academy day, some cleaning staff are on site most of the day. Midday supervisors 
sweep the dining areas after lunch. Premises staff clean up spills, etc, during the day as 
necessary and have access to body fluids spill kits if necessary. “Wet floor” signs are used 
when appropriate. 
 
Waste collection - Large bins are kept in a locked compound, the janitors (or premises team) 
empty rubbish bins daily. Large bins / skips are emptied regularly (Tuesday, Wednesday & 
Friday) by a waste disposal firm (Rainbow via Accuro). Glass, etc, is disposed of in bins in the 
locked compound.Paper bins are available in many areas of the academy, so that non-
confidential papers can be taken for recycling. 
 
Clinical waste and sharps are disposed of by a specialist waste disposal company (managed 
through contract with Accuro). 
 
Premises Team Ice_Snow protocol is available within Shared drive (DFA Health & Safety-
Business continuity) The protocol includes the risk assessment, planning and procedures for 
Snow & Ice including school closure. 
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13. Handling & Lifting in accordance with The Manual Handling Operations 
Regulations 1992 

Manual handling training held for staff as identified in the Academy’s Health and Safety Training 
Needs Analysis. iHasco online course available for staff to take as any new risks are identified 
regarding Manual handling.  
Risk Assessments in place for activities carried out by midday supervisors. 
Risk assessments for premises staff identify tasks requiring manual handling, where possible 
the use of mechanical aids or trolleys should be used following the hierarchy of risk. 
 
14. Jewellery  

Our first consideration is the safety of our students and, therefore, jewellery is discouraged. 
The wearing of certain jewellery can be dangerous e.g. heavy chains/medallions/leather 
necklaces. Jewellery of any type must not be worn in P.E. 
● The Academy reserves the right to request students to remove jewellery which we 
believe could cause injury to themselves or others. 
● Earrings – students may wear either ONE or a pair of small solid studs. ‘Hooped’ 
earrings of ANY description are NOT allowed. If a chain is worn around the neck, it should be 
out of sight, under the shirt/blouse. 
We strongly advise that ear piercing be done at the beginning of the summer holidays. 
● Rings – one plain ring is allowed. 
● Nose studs are not acceptable nor is any other form of body piercing. 
We encourage students not to bring items of value to college for obvious reasons and 
jewellery often falls into this category 
 
 
15. Lettings/shared use of premises 

The academy holds a Public Entertainment licence. Please refer to the fire risk assessments 
for further information. Emergency lighting is being reviewed to ensure it is installed in areas 
used outside the normal academy day.  

Outside Lettings 
It is the academy’s priority to ensure that facilities are available for use by staff and students. 
Therefore all outside lettings are considered carefully, to ensure that the premises are only hired 
to organisations whom the academy is assured will act responsibly, for example well-
established community groups. 
Hirers are only allowed access to certain areas of the building. Trust Community Duty Officers 
are available to open and lock premises for outside lettings. First aid provision is the 
responsibility of the hirer.  
Hirers are only allowed to bring alcohol onto the premises with the prior consent of the 
Governors, and it is the hirers’ responsibility to comply with the licensing laws. 
Please refer to the standard letting agreement, for further information. 

Academy Events / Community Activities 
Academy staff are on site throughout de Ferrers events (e.g. concerts) and Trust Community 
Duty Officers for all community activities (e.g. evening classes, fitness club). The Trust Lettings 

Manager and event organiser prepare risk assessments for individual events as necessary (e.g. 
Family Fun Day). 
 
16. Lone Working 

Academy holidays: all staff sign in and out each day, and premises team check that all staff 
have left the building before leaving. Front doors are locked, with access via key-code. 
Term-time: the janitors secure the building while other staff are still on site, to minimise risk from 
intruders. Staff are instructed to leave the building by 6pm through main reception doors.  
 



The de Ferrers Academy   Health, Safety and Welfare Policy 

 
17. Maintenance / Inspection of Equipment (including selection of 
equipment) in accordance with The Provision and Use of Working Equipment 
Regulations (PUWER) 1998 and The Lifting Operations 
Premises: inspections of the academy buildings and grounds are undertaken as follows: 
- Trust Estates Manager, Business Office Manager and Premises staff:  comprehensive 
review at least once a year; adhoc reviews as required throughout the year; 
- Entrust: the Asset Management Planning (AMP) survey was last carried out in April 
2007. 
These inspections consider the following areas: 
- Roofs; 
- Floors and stairs; 
- Ceilings; 
- External walls, windows and doors; 
- Internal walls and doors; 
- Sanitary services; 
- Mechanical services; 
- Electrical services; 
- Redecorations; 
- Fixed furniture and fittings; 
- External areas. 
 
Premises equipment: 
- A number of maintenance contracts are in the process of being tendered (refer to 
contract register), covering boilers, extraction systems, fire alarm, emergency lighting, etc. 
Please refer to Contracts register & Parago for further information; 
- The Premises staff arrange for equipment such as lawnmowers to be serviced as 
required; 
- Equipment is visually checked each time it is used. 
 
Stage equipment and electrical appliances will be inspected annually  
 
Catering equipment: the Academy has a PPM and service contract with a specialist supplier to 
carry out preventive maintenance visits twice and year, and carry out repairs as and when 
needed. 
 
Engineering inspection / insurance: the Academy has Engineering Inspection / Insurance in 
place with Zurich Municipal, who regularly inspect items such as boilers, lifts and lifting 
equipment, fume cupboards, autoclaves, dust extraction, etc (Full schedule of equipment is 
maintained by the Finance Director and by Zurich Municipal). 
 
Fire extinguishers and hose reels are inspected annually by Chubb, and all repairs or 
replacements are acted on. 
 
Technology: the academy subscribes to Entrust’s DT Advisory Service. Entrust’s technicians 
inspect machines annually, and academy technicians carry out visual inspections on a weekly 
basis. 
 
Creative Arts: electrical equipment such as Batik pots, irons, sewing machines and ICT 
equipment are inspected in line with academy policy (see Section 6). The Kiln is serviced on 
an annual basis, and is maintained after each firing with dust removal and general 
housekeeping. 
 
Science: All equipment is inspected on an annual basis. Electrical apparatus is inspected in 
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accordance with Academy policy (see Section 6). 
 
PE: Gymnastic equipment is checked by a specialist supplier annually. Any faulty items are 
taken out of use and repaired as recommended.  A maintenance contract is in place for 
fitness room equipment. 
 
18. Monitoring the Policy and results 
The Health and Safety Evaluation Checklist – Premises is completed once a year. 
Appropriate staff from the Health and Safety Committee are involved in the check, including: 
Premises staff, Academy Health Adviser, representatives of P.E., Technology, Creative Arts 
and Science, and ICT technicians. The Business Office Manager prepares a summary of the 
Premises Evaluation, which is discussed at the Academy Health & Safety Committee, and 
action plans created. 
The Health, Safety and Welfare Self Audit is completed once a year by the Business Office 

Manager. The Business Office Manager prepares a summary of the self audit, which is 
discussed at the Academy Health & Safety Committee, and action plans created. 
 
 
19. Personal Protective Equipment (PPE) in accordance with The Personal 
Protective Equipment (PPE) at Work Regulations 1992 
The Premises team are supplied with appropriate work wear and protective equipment (ear 
defenders, goggles, etc.). This is purchased and managed by the premises team and faulty 
equipment disposed of, all should conform to BS & EN standards. 
 
Technology: staff and students are provided with overalls and aprons. Appropriate safety 
goggles, dust masks and ear defenders are available at relevant locations. These are inspected 
on a weekly basis and replaced or repaired as appropriate. 
 
Creative Arts:  Goggles and gloves are provided for photography. 
 
Science: Goggles are provided for all students and staff and are inspected on a weekly basis 
and replaced or repaired as appropriate. Safety screens are inspected every time they are in 
use. 
 
 
20. Reporting Defects 

All staff are instructed to inform Premises staff of any premises defects, this is via the premises 
jobs email address or via reception. In the event of emergencies, the Premises team are 
contacted by mobile phone. The Premises team are responsible for rectifying these defects, 
and for informing the Business Office Manager of any defects which require outside contractors.  
 
21. Risk Assessments 

 
The Principal is responsible for ensuring that all risk assessments are undertaken, that control 
measures are implemented, and that assessments are monitored and reviewed, The day to day 
management of Risk assessments are the responsibility of Directors of Learning, Site 
Supervisors and Business Office Manager for ensuring that risk assessments are undertaken 
within their areas, that control measures are implemented, and that assessments are monitored 
and reviewed. 
 
All employees are required to participate in the risk assessment process, and comply with its 
findings. 
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22. School Trips/ Off-Site Activities 

A member of the Academy Leadership Team is responsible for school visits / off-site activities. 
Please refer to the “Educational Visits Procedures and Guidelines” document for further 
information. 
 
23. School Transport – e.g. minibuses 

The Operations Manager is responsible for school transport. The academy leases two 
minibuses for day to day use and occasional trip use. The academy follows the policy and 
guidelines issued by Staffordshire County Council regarding the training of drivers, including 
medical assessments. The Operations Manager maintains a list of authorised drivers, and has 
copies of their driving licences and permits, which are checked on an annual basis.  
A list of instructions for drivers is displayed in both minibuses, and regular maintenance checks 
are carried out by the premises team and through the contracts with lease companies. The 
academy follows County Council guidelines for the supervision of students. 
 
24. Smoking/Vaping 

The academy operates a no smoking policy. The policy is clearly visible to all visitors via 
signage. 
 
25. Staff Consultation and Communication 

The Health and Safety Committee meets each term. Meetings are scheduled in advance and 
published in the academy calendar.  
The main purpose of the Committee is to develop and implement measures to ensure the 
health and safety at work of all employees, students and others who may be affected by the 
academy’s activities.  Minutes of committee meetings are available to all staff on google drive. 
 
The H&S committee consists of Members of ALT, Business Office Manager, Premises team, 
Health Advisors, DL’s for Science, DT & PE, Technicians and Union Reps. 
 
All staff receive access or a copy of the staff hand book during induction which details how to 
report any H&S faults. 
 
26. Stress and staff Well-being  

We have an SLN in place with Staffordshire county council - Managing Health, Safety & 
Wellbeing, this includes access to advisors, Occupational Health referral, as well as access to 
Thinkwell counselling support service. 
 
Through the Trust we also have an EAP that is available to all staff and Friends and Family 24/7 
and reminders of how to access are sent out to staff regularly. 
We have a Health, Safety & Well being policy in place which all staff have access to through 
the website and shared drives. We also have a robust Managing attendance policy to support 
employees in returning to the workplace with Phased return to works, Return to work interviews, 
Stress risk assessments. 
 
27. Supervision [including out of school learning activity/study support] 

It is academy policy that students are not left unattended during lessons. Staff are regularly 
reminded of this via staff briefing. At break and lunch times, members of the leadership team 
and other staff undertake duties supervising students both inside the building and on the yard 
and playing fields. The academy also employs a team of lunchtime supervisors. 
All staff and volunteers are subject to background checks inline with the Keeping Children safe 
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in education guidance which is reviewed annually. 
Staffing ratios on Educational Visits are in line with LA guidelines (please refer to the 
Educational Visits Policy). 
 
28. Swimming Pool Operating Procedures (where applicable) 

Not applicable. 
 
29. Training and Development 

Staff are briefed about Health and Safety arrangements via the Staff Handbook, and via this 
policy document. Both documents are available to all staff on google drive. Staff are informed 
of Health and Safety Committee meetings via the academy calendar and staff briefing. 
All line managers are responsible for ensuring that the induction programme for new staff in 
their area includes relevant Health and Safety induction. 
The Business Office Manager has completed a Health and Safety Training Needs Analysis, 
identifying H&S training needed for e.g. role (e.g. premises staff, technicians, etc).  
 
30. Use of VDU’s / Display Screens / DSE in accordance with The Health and 
Safety (Display Screen Equipment) regulations 1992 

There are a number of office-based staff who are allocated a permanent desk and DSE, and 
who would typically make significant use of DSE. 
While other staff are required to use DSE / laptops as part of their work, we would not expect 
them to regularly spend a significant amount of time using this equipment. Please refer to DFT 
Display Screen Equipment Policy. 
 
All staff as part of their induction will receive training via iHasco (online). For staff identified as 
a user, they will complete DSE assessment form (DFT Display screen Assessment form), if 
requested following this training and from outcome of self-assessment a workstation 
assessment by a trained member of staff will be carried out and recommendations will be made 
and implemented as appropriate. Further advice will always be sought from the Staffordshire 
County Council’s Strategic Health and Safety Service or other specialists where appropriate. 
Some information and training is provided to significant users as part of the workstation 
assessment. However more formalised training is available from the Staffordshire County 
Council’s Strategic Health and Safety Service. 
 
Eyecare vouchers are available to all staff identified as users, and this is available from the 
Business office, once a DFT Display screen assessment form has been completed. 
 
All ICT defects are reported via email to faults@deferrers.com 
 
Staff report any health concerns to their line manager / the Business Office Manager/ Premises 
Team. Health concerns are also identified through the Absence Policy, under which staff are 
interviewed on their return to work after sickness absence. 
 
Staff should not use DSE for more than an hour without a continuous break of at least five 
minutes. However this one-hour period may be reduced depending on any specific risks to the 
individual user. For example for a person with a bad back, more frequent breaks may be 
appropriate.  
A “break” is defined as a break from the specific DSE use, although similar intensive activities 
should be avoided during this break. Examples of suitable activities to carry out during a break 
from DSE use include dealing with phone calls and queries, filing, photocopying. Work that 
involves intensive reading or writing would not constitute a suitable break. 
Eyesight testing: the de Ferrers Academy uses the eye care voucher scheme from Vision 
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express. The scheme is in line with the academy’s responsibility to fulfil the terms of the Display 
Screen Equipment (DSE) Regulations, which outline the health and safety requirements for 
eyesight tests and spectacle requirements for staff that regularly use computer screens. 

Who is eligible? Employees who wish to use the scheme need to be identified by their 
managers as "an employee that habitually uses the display screen equipment as a significant 
part of his/her normal work." 
 
31. Vehicles on Site 

Vehicle access to the site is kept to the minimum possible. A speed limit of 5 mph is in place. 
Pedestrian routes and vehicle access roads are segregated as far as possible. 
Vehicle movements are controlled to avoid peak pedestrian times as far as possible, but staff 
and students have to move around the site at the same time. 
Particular attention is paid to contractors’ vehicles. Contractors are told that all large deliveries 
during term-time must be accompanied by a banksman, and must avoid peak pedestrian times. 
 
32. Violence to Staff/School Security 
All academy staff wear a visible identity badge, with their photograph. 
All visitors/contractors are directed to the reception to sign in the visitor’s log book and receive 
a visitor’s identity badge that they must wear whilst on academy premises.   Visitors are 
requested to sign out as they leave. 
Staff are required to report all incidents of verbal and physical violence as part of the academy’s 
Behaviour for Learning policy. 
CCTV equipment is installed on both sites to cover key areas. Images are stored for at least a 
week. 
 
33. Working at Height procedures in accordance with The Work at Height 
Regulations 2005 

Staff only work at heights if they are trained to do so (online training) and at a height to which 
they feel comfortable. The only staff with access to ladders are premises staff and technicians.  
Outside contractors are responsible for their own Health and Safety through the hazard analysis 
exchange forms, and for providing their own equipment. No ladders or access equipment will 
be provided by DFA for contractors. All ladders are identified through ladder tags and are 
visually inspected prior to use, a full inspection is carried out and recorded every 6 months.  
 
34. Water Hygiene in accordance with The approved Code of Practice: Legionnaire’s 
disease - The control of Legionella bacteria in water systems (L8 ACOP) 

Water Hygiene consultants undertake an annual risk assessment of the water systems within 
the academy. Recommendations form these RA’s are then carried out to reduce the risks 
within our water systems. 
Water Hygiene consultants carry out 6 monthly inspections and report the condition of water 
systems at individual establishments. 
The premises team are responsible for regular water hygiene checks, and updating the Water 
Hygiene Manual. 
The Water Hygiene Manuals are located as follows: Dove campus – Premises office; Trent 
campus – room TA8, SFC-? 
 
35. Work Experience 
De Ferrers ensures that risk assessments are carried out for all work placements, either by the 
Staffordshire Partnership hub, or by de Ferrers staff. 
De Ferrers staff visit the majority of placements during Work Experience placements.  
 
Several students attend de Ferrers for their work experience placements. The following 



The de Ferrers Academy   Health, Safety and Welfare Policy 

 
measures are in place to support these students: 
- All students are supervised by a member of staff at all times. This is to ensure that they 
do not undertake any inappropriate tasks, for example: 
o Operating dangerous machinery; 
o Manual handling activities; 
o Handling dangerous substances; 
- Risk assessments are carried out for each placement, and appropriate control measure 
put in place (e.g. providing protective equipment). These measures take into account any 
relevant information on both the individual student and the placement (e.g. disabilities, allergies, 
SEN); 
- All staff and volunteers are subject to DBS checks; 
- Insurance: De Ferrers has both employers’ and public liability insurance in place; 
- Students receive a Health and Safety briefing at the start of the placement; 
- Parents are informed of the placement, including the type of activities the student will be 
carrying out. 
 

36. Control of disease/contagions that can cause risk to health 
 
All staff have received training (via iHasco) on Infection prevention and control, a separate risk 
assessment is in place for the Covid-19 pandemice which limits the spread of all infectious 
diseases. Please refer to this document. 
 

37.  Off site (home) working 
 
All staff have access to DSE training (via iHasco) all staff have been sent the DFT DSE policy 
and completed homeworker risk assessments. 
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Local Health and Safety Key Performance Indicators (KPI’s)  
 
It is important that managers can monitor the Health and Safety performance of their premises 
in order to determine where progress is being made and where further actions and resources 
may be required. 
 
The following Key Performance Indicators have been identified: 
- Fire Risk assessment has been completed or reviewed within the last 12 months or 
when significant change has been made to the site to warrant amended escape routes and 
procedures 
- Premises Health and Safety Evaluation Checklist has been completed or reviewed 
within the last 12 months and an action plan is in place: 
- Health, Safety and Welfare Self Audit has been completed or reviewed within the last 
12 months and an action plan is in place; 
- Health and Safety Committee or Leadership Meetings with Health & Safety agenda 
items meet regularly, meetings are well-attended, minutes are taken and made available to 
staff, actions are followed up and action plans arising from the above are considered. 
- Accident numbers (both Students and Staff/adults) are monitored with commentary on 
all aspects of Health & Safety management including reporting against targets set being 
provided to the Local Governing Body for each of their meetings. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


