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OUR LADY OF SION SCHOOL
HEALTH & SAFETY GENERAL POLICY STATEMENT
1. Introduction
Health & Safety Policy

The School attaches the utmost importance to the safety, health and welfare of its employees
and pupils and is committed to complying with the provisions of the Health and Safety at
Work etc. Act 1974 and all subsequent regulations, including those implementing EC
Directives. The school also recognises that fire safety and meeting the requirements of the
Regulatory Reform (Fire Safety) Order 2005 is an essential part of the Independent Schools
Standards Regulations 2014 and national framework for early years provision (please see
separate Fire Policy)
In accordance with its obligations under the Health and Safety at Work etc. Act 1974, the
School has a duty to ensure the health, safety and welfare of employees and the health and
safety of others affected by the School's operations. Although pupil welfare is not strictly
within the remit of the HSE, the School recognises that it is inextricably linked with health
and safety and these are specifically addressed in the School's child protection and other
relevant welfare policies.
Our Lady of Sion School, Worthing (company number: 06084975) (the School) is the
employer for the purposes of Health and Safety law. The Governors, on behalf of the School,
have overall responsibility for Health and Safety at the School and those involved in the
School's operation. They are committed to improving Health and Safety. They delegate day
to day responsibility for Health and Safety matters to the Bursar.
The Bursar will take steps, so far as is reasonably practicable, to ensure that the workplace is
a safe and healthy environment in which its employees, pupils, contractors and other persons
affected by the School operations can work.
The Bursar will arrange the necessary risk assessments, identify safety training and provide
information and supervision for employees at all levels. The Bursar will consult on a regular
basis with all employees/staff representatives with regards to Health and Safety issues. The
Bursar will provide the necessary safety devices and protective clothing, provided that a safer
working environment cannot be achieved by any other means.
2. Focus
The School will, so far as is reasonably practicable, adopt good safety practices. These will
include:
•
•
•
•

Fire Safety
the safe use, storage, handling and transport of articles and substances.
the provision of adequate information, instruction, training and supervision for
employees including temporary employees and contractors.
the provision of safe machinery and equipment regularly maintained, including the
operation and maintenance of plant and systems of work.

•

•

the provision of a safe and healthy place of work, including access and egress to and
from the premises, and adequate facilities and arrangements for the welfare of
employees at work.
considering the safety of pupils, parents, contractors and any others accessing the
premises including those who hire or undertake leisure activities.

3. Co-operation
All aspects of Health and Safety remain a management responsibility. However a safe and
healthy workplace can only be achieved with the full co-operation of every employee.
Employees are obliged by law to act responsibly and to do everything possible to prevent
personal injury to themselves and to others. They must also safeguard all persons to whom
the School owes a duty of care, namely people who may come into contact with their work;
pupils, parents, visitors etc. To achieve this, employees must:
•
•
•

obey all the safety rules and procedures, including the wearing of protective clothing
and the use of protective devices if they are specified by the School risk assessments.
exercise their awareness, alertness, self-control and common sense at work.
report promptly to their department head all hazards, potential hazards, defects in
equipment and any shortcomings in the School’s work systems or procedures.

Employees should not be in any doubt that the School will apply disciplinary procedures to
any employee who is in breach of the School’s Health and Safety Policy. This includes any
specific safe systems of work, instructions, training and procedures laid down for the
protection of those involved in the School’s operations, and for those who may become
involved in them.
•

Heads of Departments (Teachers)

The Heads of Department will ensure, so far as is reasonably practicable, the health and
safety of those affected by activities under their control. They are responsible for
maintaining up to date risk assessments for areas under their control. Specific risk assessment
requirements are:
•
•
•
•
•
•
•
•
•

Science (including harmful substances and flammable materials) - Head of Science
Sports activities - Head of PE
Drama – Teacher of Drama
Art (including equipment, harmful substances and flammable materials) – Teacher of
Art
Music – Teacher of Music
Design & Technology – (including equipment, harmful substances and flammable
materials) Teacher of Design & Technology
Outdoor lessons – Assistant Head - Academic
Trips and visits – Trip organisers
Food Technology – (including equipment, harmful substances and flammable
materials) Teacher of Food and Nutrition

They will also be responsible for identifying, organising (and maintaining records) of training
that is relevant to their area of control.
•

Estates Maintenance

The Caretakers will assist the Bursar with the implementation of the following:
•
•
•
•
•
•
•
•

Building security
Prevention of unsupervised access by pupils to potentially dangerous areas (in cooperation with others as appropriate)
Registration and control of visitors
Site traffic movements
Maintenance of School vehicles
Testing arrangements, maintenance and records, including fire, electrical, gas,
equipment, water quality, asbestos
Good standards of housekeeping, including drains, gutters etc.
Control of hazardous substances for building and grounds maintenance activities

4. External Health and Safety Advisors
The Bursar will arrange as appropriate for external consultants to advise on matters of health
and safety within the School. Such provision may include:
•
•
•
•

•

•

•
•

Structural surveyors are retained to give advice on the external fabric of the school.
Engineers monitor and service the school's plant, equipment, including boilers, lifts
and hoists annually.
Gym and fitness equipment and machinery used in both design and technology and in
the maintenance department are serviced annually.
The school has a suitable and sufficient fire risk assessment which is reviewed
annually for items in the action plan and updated every three years, or when
significant changes are made to the interior of buildings, or new buildings are bought
or added.
In addition to the weekly fire alarm tests, the alarm system, together with all smoke
detectors, emergency lighting, extinguishers and panic buttons are subject to a
programme of tests by a qualified contractor.
An external health and safety consultant reports regularly on the arrangements for
health and safety in all lessons, support areas, public spaces, sports and swimming
facilities.
The school has a suitable and sufficient risk assessment for legionella water sampling
and a management plan and testing regime is in place.
The school maintains an asbestos register and the bursar is responsible for ensuring
that it is kept up-to-date and for any sampling or removal before major works takes
place. The Bursar is also responsible for the maintenance of an asbestos management
plan. The Bursar is also responsible for making sure that contractors are fully briefed
on areas of asbestos before starting work.

5. Risk Assessments (see also the separate Risk Assessment Policy)

The School promotes the health, safety and welfare of employees, pupils and others through
the systematic assessment of risks posed by its operation (see separate Risk Assessment
Policy).
The School will undertake an examination of its activities to identify hazards (anything with
the potential to cause harm to persons or property) and measure and evaluate risks (the
likelihood of harm caused by the hazards) to employees, pupils and others who may be
affected by the School's operation. This will be undertaken by the conduct of appropriate risk
assessments which should identify, prioritise and implement control measures necessary to
reduce the risk to the level required by law.
General, or Classroom, Risk Assessments are completed each year by the main user of the
room. See Appendix 1 for a blank sample.
Specific risk assessments will also be undertaken in relation to certain subjects or activities.
These risk assessments will be completed by the member of staff who has the direct
responsibility for the activity such as Food and Nutrition. Other specific risk assessments that
are performed include personal protective equipment, display screen equipment, manual
handling operations, substances hazardous to health, noise at work, lead at work, asbestos at
work and fire safety. Examples of these risk assessments can be found in the Risk
Assessment Policy
Specific risk assessments will also be conducted for the use of higher risk areas, such as
gymnasia, machinery, laboratories and workshops.
Particular risk assessments will be conducted, as required, for new and / or expectant
mothers, employees aged under 18 and night workers.
Risk assessments are the overall responsibility of the Bursar who will be responsible for
ensuring the action required is implemented.
Risk assessments will be reviewed as part of the health and safety programme or when the
activity changes, whichever is soonest.
6. Health & Safety Committee
The School’s Health and Safety Committee meets termly, and will be Chaired by the Bursar.
The Governor who is responsible for overseeing health and safety will support these meetings
and attend when possible. The other members of the Committee will be:
•
•
•
•
•
•

Senior School Deputy Headmaster
Junior School Senior Teacher
Teacher of D&T
Head of Science
Head of PE
Caretakers

The role of the Committee is to:
•

discuss matters concerning health and safety, including any changes to regulations;

•
•
•
•
•
•
•
•
•

monitor the effectiveness of health and safety within the school;
review accidents and near misses, and discuss preventative measures;
review and update risk assessments;
discuss training requirements;
monitor the implementation of professional advice;
review the safety policy guidance and updating it;
assist in the development of safety rules and safe systems of work;
monitor communication and publicity relating to health and safety in the work place;
encourage suggestions and reporting of defects by all members of staff.

7. Policy Review
This policy will be regularly revised by the Bursar as necessary (at least once per year). In
conducting the policy reviews, due regard will be given to the following:
Planning - The elimination of risks in the workplace by careful selection and design of
facilities, equipment and processes, together with effective control measures and training for
employees.
If appropriate, the Bursar will consider the risk to safety involved in:
•

•
•
•
•
•
•
•
•
•
•
•
•

dealing with physical, chemical and biological hazards, such as machinery safety,
chemical safety, asbestos in the School building, water quality, and the use of
radioactive material;
contractors in Schools;
vehicle movements within the School grounds;
workplace arrangements, including housekeeping;
School trips;
Visits to centres licensed by the Adventure Activity Licensing Authority;
work experience arrangements;
violence to staff;
School security;
stress management;
letting of School premises to outside bodies;
pupils with special needs, i.e. manual handling;
any other site specific issue, e.g. travelling between the School sites, etc.

Organisation - A review of the School’s organisation including changes to ensure that
responsibilities for Health and Safety are clearly defined at all times to all employees at every
level. Appendix 2 shows the Organisational Chart
Control - Ensuring that the safety requirements are implemented throughout the School by all
employees and that training is regularly conducted in support of those standards.
Monitoring and Review - Job specifications will contain safety requirements as appropriate
and instructions highlighting Health and Safety responsibilities. Regular safety audits will be
carried out and a safety report completed each term. These documents will form the basis for
monitoring and reviewing the School’s performance, to ensure that a credible standard of

Health and Safety is achieved. The School will act on any lessons learned from its audits,
investigations and inspections in order to constantly improve its practices.
8. Health & Safety Management
The Bursar has day to day delegated responsibility for the Health & Safety of the School with
direct reporting to the Headmaster and Chairman of the Governors.
To facilitate the management and review of the School’s Health & Safety systems and
controls the Bursar has broken down this General Policy into a number of sub categories,
many of which will have a separate policy in their own right. These policies provide more
detailed information on the control measures of each specific area along with evidence of
testing and review procedures. The sub categories listed below are not an exhaustive list but
do form the main sub sections that support the overall Health and Safety Policy.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Accident Reporting
Asbestos Management
COSHH Assessments
Electricity Audit
Emergency Policy & Plan
Fire Safety
First Aid
Gas Safety
Legionella Control
Manual Handling
Off Site Trips
Premises
Work Equipment
Working at Height
Risk Assessment Policy

In order to achieve the aims and objectives of the Health and Safety Policy, health & safety
issues will be brought regularly to the attention of the Governors, the Senior Leadership
Team and staff during meetings and briefings.
A copy of the policy will be given to all employees on request when they join the School.
Authorised by:
Date: 28/8/18

Chairman of Governors

Appendix 1

OUR LADY OF SION SCHOOL
CLASSROOM RISK ASSESSMENT - 2016
Room Name/Number:………………………………………………………

Member of Staff:…………………………………………………………

Questions you should ask:
Movement
Is the internal flooring in a good condition?
around the
Are there any changes in floor level or type of flooring that need to be highlighted?
classroom
Are gangways between desks kept clear?
(slips and trips)
Are trailing electrical leads/cables prevented wherever possible?
Is lighting bright enough to allow safe access and exit?
Are procedures in place to deal spillages, e.g. water?
For stand-alone classrooms:
* Are access steps or ramps properly maintained?
* Are access stairs or ramps provided with handrails?
Work at height
Do you have an 'elephant-foot' step stool or stepladder available for use where necessary?
(falls)
Is a window opener provided for opening high-level windows?
Furniture and
Are permanent fixtures in good condition and securely fastened, e.g. cupboards, display boards,
fixtures
shelving?
Is furniture in good repair and suitable for the size of the user, whether adult or child?
Is portable equipment stable, e.g. a TV set on a suitable trolley?
Where window restrictors are fitted to the upper-floor windows, are they in good working order?
Are hot surfaces of radiators etc. protected where necessary to prevent the risk of burns to vulnerable
young people?
Manual
handling
Have trolleys been provided for moving heavy objects and caretakers consulted, e.g. computers?
Computers and
If you use a computer for long periods, has a workstation assessment been completed? (The
similar
assessment can be found on the Learning Platform)
equipment
Have pupils been advised about good practice when using computers?
Electrical
Are fixed electrical switches and plug sockets in good repair?
equipment and
Are all plugs and cables in good repair?
services
Has portable electrical equipment, e.g. laminators, been visually checked and, where necessary,
tested at suitable intervals to ensure that it's safe to use? (There should be a sticker to show it has
been tested.)
Has any damaged electrical equipment been taken out of service or replaced?
Asbestos
Parts of the school contain asbestos and we have an asbestos register. Have you read the policy on
Asbestos Management that is stored on the Learning Platform?
Do you require any further guidance in relation to asbestos i.e. securing pieces of work to
walls/ceilings that may contain asbestos?
Fire
If there are fire exit doors in the classroom, are they:
* Unobstructed;
* Kept unlocked; and
* Easy to open from the inside?
Is fire-fighting equipment in place in the classroom?
Are fire evacuation procedures clearly displayed and up to date?
Are you aware of the fire evacuation drill, including arrangements for any vulnerable adults or
children?
Workplace
Does the room have natural ventilation?
(ventilation and
Can a reasonable room temperature be maintained during use of the classroom?
heating)
Are measures in place, for example blinds, to protect from glare and heat from the sun?

Yes

Further
action
needed

N/A

This is not an exhaustive list and you should identify any other hazards associated with the daily use of the classroom in the
space overleaf, including any further actions needed. If necessary, discuss this with the Bursar.

OUR LADY OF SION SCHOOL
CLASSROOM RISK ASSESSMENT - 2016

Additional issues

Yes

Further Action needed

Hazards noted:

Action taken and when:

Name (and position):

Signature:

Location/name of classroom:

Date:

Further
action
needed

N/A

Appendix 2 - Organisational Chart for Health and Safety

GOVERNORS
Overall responsibility for Health and Safety at main Board level

Named Governor

with responsibility for oversight of Health and Safety

BURSAR:
School Safety Co-ordinator
responsible for the
management of safety and
security of the site, and
Regulatory Compliance.

External
professional
advisors

CHAIR OF THE HEALTH AND
SAFETY COMMITTEE

Members of the Health and Safety Committee:
Named Governor
Deputy Headmaster

Bursar
Junior Sch, Senior Teacher

Head of PE (Snr)

Teacher of PE (Jnr)

Head of Science

Teacher of DT

Caretaker

Caretaker

External Advisor

PA to Bursar

Whole school community: Staff, pupils, governors, visitors, volunteers, contractors on site

