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INTRODUCTION 
 

The Directors and Governors of Grange School recognize their corporate responsibility to 

provide as far as reasonably practicable a safe and healthy environment for the pupils and 

staff on and off site. They also acknowledge their responsibility to all other School users 

including parents, visitors and contractors while on site. 

 

POLICY 
 

The Directors of Grange School will take all reasonable, practicable steps to fulfil their 

responsibility to provide a safe and healthy environment for all users of the premises, 

including employees, and to pay particular attention to meeting the requirements of 

relevant statutory provisions. This policy applies to all permanent and temporary 

accommodation on the site. 

 

PROCEDURE 
 

The Director’s duties set out as follows 
 

• Make safe, plant, places of work, premises, equipment and systems. 
 

• Make arrangements for the safe use, handling, storage and transportation of articles and 

substances. 
 

• Provide appropriate security arrangements. 
 

• Provide information, instruction, training and supervision by first aid personnel to ensure 

the health and safety of all those on the premises. 
 

• Provide adequate first aid and other welfare facilities.  
 

• Provide safe means of access and egress. 
 

• Provide opportunities for the participation of staff representatives in promoting health 

and safety at work. 

 

Directors expect the School's employees to fulfil their legal obligation to co- operate in the 

operation of this policy; employees are expected to: 

 

• Support and implement this policy. 
 

• Set a personal example through safe behaviour and comply with appropriate safety 

warnings. 
 

• Make use of the protective equipment available; ensure that pupils make use of 

protective equipment; observe standards of dress consistent with safety and/or hygiene; 
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accept that the safety equipment, protective clothing and procedures provided must be 

employed as appropriate to the hazard and in the manner prescribed; not interfere with 

or misuse equipment which has been provided in the interests of health and safety. 
 

• Comply with safety procedures, whether written or brought to their attention by other 

means; familiarise themselves with procedures for emergency evacuation. Satisfy 

themselves when using plant, machinery, tools or equipment that it is not defective and 

that it is suitable for the task; where there is doubt, refer equipment to the Health and 

Safety Officer.  
 

• Report to the designated H&S Officer, if inadequacies are detected in any safety 

procedures. Be conscious of the health, safety and welfare of themselves, their 

colleagues, pupils in their care and members of the public, and do nothing by act or 

omission which will adversely affect themselves or those others. 
 

• Report all incidents which have led or could lead to damage or injury, accidents, 

reportable diseases, dangerous occurrences and potentially hazardous incidents in 

accordance with prescribed procedures, and assist any resulting investigation. 
 

• Teach safety as an integral part of courses, both by formal teaching, where appropriate, 

and by example, by ensuring that no School user sees or is allowed to do anything which 

does not correspond to the best industrial or teaching practice. 
 

• Prohibit any pupil who refuses to adopt safe working procedures from taking part in the 

lesson, and refer the pupil so that appropriate disciplinary action can be taken. 

 

• Inform contractors and other workers not employed by the Governors of appropriate 

health and safety regulations and of appropriate points from this health and safety policy. 

 

 

DESIGNATED RESPONSIBILITIES 

 

The Head of School 

The ultimate responsibility for the implementation of the health and safety policy within the 

School lies with the Head of School. However, the Facilities Project Manager has been 

delegated by the Head of School to act as the School Health and Safety officer, who will 

monitor and control all matters relating to health and safety. They are responsible for 

implementing all SSLAG policies and procedures.  

 

 



4 

 

 

The Senior Leadership Team 

The Senior Leadership Team are expected to: 

• Ensure that the School is so organised that there is no unacceptable risk to members of 

staff, pupils, or other users of property. 
 

• Ensure that all teaching and non-teaching staff are properly briefed and trained in their 

duties and responsibilities as part of the general programme of staff development. 
 

• Set a personal example and encourage a safe attitude towards work amongst all 

employees. 
 

• Ensure that there are safe systems of work and that members of staff and pupils use 

protective equipment provided, observe the standards laid down by law and co-operate 

in agreed safety measures. 
 

• Co-operate with the safety representatives of recognised trade unions. 
 

 

 

The Health and Safety Officer 

The Health and Safety Officer is the Facilities Project Manager.  

Responsibilities include: 

• Monitoring and implementing the general safety programme with the Head of School. 

• Implement all measures outlined in the SSLAG H&S manual. 

• Form an annual committee to review H&S procedures and policies, which meets every 

term. 

• Carrying out regular programmes of inspection of the premises. 

• Ensuring all accidents and hazardous situations are reported. 

• Ensuring that any equipment to be purchased, hired or installed by the School is suitable 

for its intended use and location; and they also comply with the appropriate safety 

regulations. Full operating and maintenance instructions, written in English, must be 

provided and made available for use. 

• Analysing accident reports and reporting to the Head of School and Directors where 

relevant. 

• Establishing and monitoring first aid procedures, and review from time to time, all First 

Aid and Emergency Regulations. 

• Being the focal point for day-to-day references on safety and give advice or indicate 

sources of advice. 

• Complete safety audits across the school. 
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• Chair the school H&S committee meetings on a termly basis.  

• Holding relevant information on health and safety. 

• Establishing protective clothing and equipment needs and establishing monitoring 

procedures for their use. 

• Maintaining contact with outside agencies on health and safety matters. 

• Reporting all known hazards immediately and stopping any practices or the use of any 

plant, tools, equipment etc. considered to be unsafe until their safety is satisfactory. 

• Making recommendations for additions or improvements to plant, tool, equipment etc. 

which are dangerous or potentially so. 

• Implement evacuation and lock down drills on a termly basis at both the school and the 

Boarding House.   

 

The School Directors 
 

The Directors functions are: 

• The appointment of a Link Governor to monitor Health and Safety issues. The study of 

accidents and notifiable diseases, statistics and trends. 
 

• The examination of safety reports on a similar basis. 
 

• To consider reports which the Head of School or the Health and Safety Officer may wish 

to submit. 
 

• To consider reports and factual information provided by any outside agency relevant to 

health and safety matters. 
 

• To assist in the development, implementation and review of School safety rules and safe 

systems, working within current legislation. 
 

• To monitor the effectiveness of the safety content of staff training. 
 

• To monitor the adequacy of health and safety communication and publicity in the School. 
 

• To provide a link with the appropriate inspectorates of the enforcing authority. 
 

• To review annually and revise all health and safety practices in the light of any new 

legislation. 
 

• To make recommendations to the remaining Directors/Governor’s group. 

 

 Visitors and Contractors 

•  On arrival at the gatehouse all visitors, including contractors and/or their workers, must 

sign a record of the date and time of their arrival and, before leaving, should further 

record their time of departure. 
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• They should be directed to the duty representative / Front Desk Officer, or a 

representative of the user / staff of the Grange he / she had come to see.  

• This person is to take responsibility for the visitor(s) and assist in their evacuation from 

the building during an emergency or arrange help in the event of an accident.  

• Contractors working in the building should report any concerns relating to their own 

safety or suspected unsafe working practices to the duty / user representative who will 

investigate and report to the safety officer. 

 

Safety Tours  

The Health and Safety Committee or other appointed representatives shall carry out a safety 

tours around the school at least once a year and inspections of the premises and make a report 

to the following Governing Council meeting. All necessary actions as a result of the tour shall, 

where reasonable and practicable, be implemented. The tour shall include inspection of the 

accident file. 

 

Safety Clearways  

• Corridors and doorways must be kept free of obstructions and properly lit. 

• There should be no thoroughfare of all emergency exits 

 

 Accident Record 
 

• Any injury suffered by a worker or visitor in the course of employment or otherwise on 

the school premises, however slight, must be reported and recorded, together with such 

other particulars as are required by statutory regulations, on an accident form maintained 

by the school or safety personnel. 

• Any injury suffered by a pupil must be reported to school sickbay and attention given by 

the School Nurse and records kept. 
 

Waste Disposal 

• Facilities for the disposal of waste materials must be kept in a clean and hygienic 

condition. Waste must be disposed of in an appropriate manner and in accordance with 

any given instructions relating to the waste material concerned. 

Fire Drill / Evacuation Procedure 

Teachers, minders and other members of staff must understand the evacuation procedure so 

that in case of emergency, they will know how to safely evacuate the pupils and other users 

away from danger. 
 

• Do not panic 
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• Leave the building immediately through the nearest exit  

• Do not stop to collect personal belongings 

• Proceed to the muster point with the class teacher and respective fire wardens guiding 

the pupils 

• Do not return to building until you are told to do so 

• Follow instructions at that muster point 

• Take roll call to confirm that everyone has safely evacuated the building 

 

Lock Down 

Procedures for lock down must be practiced at the beginning of the academic year in the 

event of an unauthorized intrusion into the school premises. On initiating a Lock Down 

announcement all staff must: 

• Ensure all windows and doors are locked 

• Make sure all children are accounted for and locked in the classroom with the 

supervising teacher 

• Move all students out of visible sight from windows and close any blinds 

• Do not open the doors to anyone under any circumstance 

• Maintain silence until an announcement has been made on the loud speaker system that 

the lock down is over. 

 

 

 


