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Dated: October 2018 

Review Date: October 2019 

 

Health & Safety Policy 

 

 

 

 

 

Whilst producing this policy we have taken into account the following legislation: The Health 

and Safety at work Act 1974: Section 2(3), 3 and 4. 

The management of Health and Safety at Work Regulations 1999:SA1999/3242 

 

 

Statement of Intent 

 

Manorway Academy recognise and accept their responsibility for ensuring, so far as is 

reasonably practicable, the health, safety and welfare at work of all employees, pupils and 

other persons who may be affected by any of the school’s activities. 

 

Manorway Academy Committee and Head Teacher’s prime objective is to achieve and 

maintain a high standard of health, safety and welfare throughout the school and its activities. 

They will ensure that the school complies with the requirements of the Health and Safety at 

Work Act 1974 and associated legislation. 

 

In particular, the Manorway Academy Committee and Head Teacher’s aim: 

 

• To ensure senior staff develop & maintain a culture within the school supportive of 

health, safety & welfare 

• To establish an effective safety management structure & arrangements to implement 

requirements 

• To ensure a systematic approach to the assessment & control of risks 

• To ensure that employees are competent in the work that they are doing 

• To ensure that employees actively participate in identifying hazards 

• To minimise hazards entering the school 

• To ensure the competence & management of contractors on school premises 

• To monitor work practices & regularly review safety management systems 

 

The Manorway Academy Committee and Head Teacher will commit suitable resources 

(human, time and financial) to the achievement of these aims.  

They will seek competent advice from the Education Department’s Safety Adviser or the 

Council’s Safety Advisers as required. 

Every employee is responsible for his/her own health and safety, as well as that of colleagues, 

students and others. Employees should co-operate with the school’s management to achieve 

these aims. 

The important contribution that employee and their representatives can make in improving 

health and safety is recognised and encouraged. The Manorway Academy Committee and 

Head Teacher will establish and maintain a school safety committee for this purpose. 

 

 

Signed……………………….……. Dated …………..(On behalf of Management Committee) 

Signed…………………….………. Dated… …………. Head Teacher 
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General Statement: 

 

The designated Health and Safety Officer recognises the responsibilities under the Health and 

Safety at Work Act 1974 and related legislation. The Health and Safety Officer will safeguard 

as far as is reasonably practical, the Health and Safety and welfare of all staff who work at 

Manorway Academy and the safety of the persons who may be affected by their work 

activities. 

The Health and Safety Officer will take all reasonable practicable measures to ensure that the 

premises and any plant and substances provided for work use are safe and without risk to 

health. The Health and Safety Officer reminds everyone working at Manorway Academy that 

they have a duty under the Health and Safety at Work Act 1974 to ensure they work in ways 

which are safe and without risk to health both to themselves and others. 

 

Organisational Arrangements: 

 

All persons employed within Manorway Academy are made aware of the Health & Safety 

Policy. 

 

Management Arrangements: 

 

The Health & Safety Officer is responsible for overseeing routine daily matters of Health & 

Safety. If an immediately dangerous situation is identified by the Health & Safety Officer that 

person has the authority to insist on appropriate action and then notify the Head teacher. 

The Health & Safety Officer is responsible for Health and Safety matters in respect of the 

maintenance of the sites and buildings including the management of contractors. It is the 

responsibility of the Head teacher to inform the Health & Safety Officer of any works. 

All teachers are responsible for Health & Safety in their areas. They are responsible for 

carrying out good practice including risk assessments for their area especially when practical 

work is taking place. If any safety hazard is observed on a site a safety hazard form should be 

completed Appendix 2 and handed to the Health & Safety Officer immediately. 

The Health and Safety Officer is responsible for Health & Safety in respect of the building. 

The Health and Safety Officer, in the first instance, is responsible for the safe working of 

contractors on site, any problems being immediately reported to the Head teacher. 

Senior Management Team is responsible for nominating safety representatives and carrying 

out: 

• Review of policy document 

• Risk Assessment 

• Reports relating to Health and Safety 

Any member of staff may request a joint inspection of their teaching area. 

 

Training- Identified training requirements should be brought to the attention of the senior 

management team who will priorities it. 

Fire Precautions- All staff and pupils are made aware of the procedure to follow in the event 

of fire. 

Fire notices are displayed through the school providing basic instructions. 

Fire practices will take place during term time as a minimum requirement and will be logged 

in the Fire Safety Log Book. 

Management are responsible for ensuring the testing of the fire alarm weekly from different 

points recording each test in the record book. 

Management are responsible for checking fire extinguishers and equipment on an annual 

basis and recording details of these checks in the record book. 

First Aid- A Designated First Aider is a trained person holding a current First Aid at Work 

Certificate. These persons have the responsibility for first aid on site. In the event of a serious 

injury or major illness the accident/incident forms must be completed and appropriate actions 
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taken e.g. call an ambulance. Forms are available in the main office. 

Incidents- If a bomb alert or intruder on site report is received there is a set procedure to 

follow.  

 

Vandalism and Damage. 

 

All reports should be recorded and passed to the Senior Leadership Team. 

Risk Assessment- the Health & Safety at work regulations 1992 require that hazards are 

identified, risk assessed and appropriate control mechanisms put in place. 

The Health & Safety Officer in conjunction with the Senior Management Team will carry out 

annual reviews through inspection and take appropriate actions. 

Accident Reporting- All accidents must be recorded & reported—Report forms available 

from Main Office Visitors- All visitors must report and sign appropriate forms. 

Lone working- All staff should be aware of the dangers of working alone on site. All 

members of staff must be accompanied by another member staff while working with students. 

 

Monitoring Effectiveness of Health & Safety Policy: 

 

1. Annual Health & Safety check Senior Leadership Team 

2. Monthly walks around Manorway Academy 

3. Fire checks weekly-responsibility of Management 

4. In term inspections with Head teacher of school 

 

Visitors and Contractors- the name and company of the person will be logged in the visitors’ 

book. They will also be required to visit Reception to sign out. The contractor will be referred 

to the Health and Safety Officer before any work is undertaken. 

The Health and Safety Officer will give the contractor a booklet. The Health and Safety 

Officer and Contractor will then visit the site of the work to discuss the nature of the work so 

that both parties may be satisfied that the job may proceed safely. 

 

Positive Handling: 

 

The school’s behaviour policy requires all staff members to work with student in such a way 

that positive handling is used as a last resort, and in emergency situations to control or 

restrain students, where the usual methods of discussion, guidance and negotiations are not 

appropriate. 

Procedures are in harmony with ‘Use of Reasonable Force’17th July 2013.  Incidents of 

positive handling recorded using the forms recommended by the local authority’s health and 

safety advisory team, and will be reported on a term basis to the School Organisation Sub-

Committee of the Management Committee. 

 

Any injuries relating to incidents of positive handling will be recorded in the accident file 

using the incident forms. 

 

HEALTH & SAFETY OFFICER RESPONSIBILITIES: 

 

• To update the Health & Safety Policy annually. 

• To cascade information to staff meetings. 

• To ensure that appropriate reports of accidents are completed, filed and investigated 

where   necessary. 

• To ensure that Health & Safety developments are incorporated in the Health & Safety 

Plan. 

• To have general oversight of Health & Safety in respect of school. 

• To make arrangements and supervise fire drills. 
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• Health & Safety Officer will ensure premises meet the requirements of Health & 

Safety at Work Act. 

• To ensure that fire regulations are met in relation to premises. 

• To ensure security of school premises. 

• On site management of works by contractors and their employers. 

• To liaise with Management Team. 

• To promote equality regardless of race, gender and disability throughout all H & S 

issues. 

 

Staff: 

 

• To take day to day responsibility for matters relating to Health & Safety within their 

classrooms. 

• To inform Health & Safety Officer of new electrical appliances for testing. 

• To ensure they use appropriate safety hazard report forms for any matter’s that need 

attention. 

• To advise the Health & Safety Officer of any training requirements. 

 

 

 

 

Policy Approved on …………………………………………….. Date……………………… 

 

Signed on behalf of the Manorway Academy Management Committee: 

 

……………………………………………. 

 

Review Date: ……………………………………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


