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STATEMENT OF POLICY 

City of London Academy, Islington recognises and accepts its statutory responsibilities as an employer 
with regard to the health, safety and well-being of its employees, students within its care and where 
appropriate, visitors to its premises, and others who could be affected by its actions. 

 
The Governing Body also recognises and accepts its responsibilities and duties as the employer to 

conduct its operations in a manner which protects the health, safety and welfare of employees, 

students and visitors so far as is reasonably practicable. 

 
As a responsible employer, the Governing Body will honour their legal obligations, in particular the 

requirements of the Health and Safety at Work Act 1974 and associated regulations and codes of 

practice. In compliance with the Management of Health and Safety at Work Regulations, risk 

assessments will be undertaken and arrangements will be made, where significant risks are 

identified, for any necessary preventive and protective measures to be put into place as far as is 

reasonably practicable. To achieve these objectives, there will be consultation with employees 

and/or their elected representatives with a view to maintaining and promoting safe working 

procedures and practices, in particular: 

 

1. A safe place of work for all employees, and those persons who may be affected by work activities 
(this will include safe access to and egress from the workplace); 

2. A safe and healthy environment for employees to undertake their work; 
3. The provision of safe plant, equipment and tools; 
4. Arrangements for the safe use, handling and storage of substances, with detailed systems of work 

where required; 
5. Provision of information, instruction, training and supervision; 
6. This Policy and any arrangements that are made will be monitored, reviewed and modified as 

required. 
 

Whilst appreciating that ultimate responsibility rests with the Governors all Governors, managers and staff 
have to work together in the creation and promotion of a positive Health and Safety culture. 

 
It is recognised that the control of Health and Safety is a management function with each level accountable 
to the one above and responsible for the one below. 

 
Risks will be minimised by forward planning using competent, trained staff and resourced appropriately 
whilst working to attainable standards. 

 
The Academy recognises that the effective management of Health and Safety plays an important role in 
its overall performance as an educational establishment by the reduction in injuries and ill health, 
protecting the environment and by the avoidance of unnecessary losses and liabilities. 
 
Effective communication of the Health and Safety Policy is vitally important and the policy will be 
provided to all employees through their induction procedure and will be available to all employees on 
the shared drive under policies (S:\Academy Information\Staff Handbooks\Policies) 
 
Where the opportunity for improvement allows, this Policy will be further developed, but will, nonetheless 
be reviewed annually. Any significant revisions will be notified to all employees. 
 
The organisation section of this document defines the duties and responsibilities of both management and 
staff who will implement this Policy in the manner detailed in the arrangements. 
 
The arrangement section details how these policies are to be implemented to meet the requirements. 

 

 

Signature: ……………………………………………….. 
 
Principal on behalf of the City of London Academy, Islington 
 

 

Date: .................................. 
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ORGANISATION 

The following section establishes the duties and responsibilities of all employees within the Academy to 
achieve the aim and objectives of the Health and Safety Policy.   
 
GOVERNORS 

 

The Governors have a responsibility as an employer to ensure that: 

1. A clear written policy statement is created which promotes the correct attitude towards safety for 
staff, visitors and students. 

2. Responsibilities for health, safety and welfare are allocated to specific people and that these 
persons are informed of these responsibilities. 

3. Persons have sufficient experience, knowledge and training to perform the tasks required of them. 
4. Clear procedures are created which assess the risk from hazards and produce safe systems of 

work. 
5. Sufficient funds are set aside with which to operate safe systems of work. 
6. Health and safety performance is to be  measured on an ongoing basis. 
7. The health and safety policy and performance is reviewed annually. 

 

PRINCIPAL 

 

The Principal will generally be responsible for the effective management of Health and Safety and 

implementation of this Policy within the Academy. The Principal will ensure that: 

 

1. This Policy is communicated to all staff members. 
2. Appropriate information on significant risks is given to visitors and contractors. 
3. Appropriate consultation arrangements are in place for Staff and their Representatives. 
4. All staff are provided with information, instructions and training on Health and Safety. 
5. Risk assessments are organised where risks are identified and ensure, as far as reasonably 

practicable, full implementation of any control measures. 
6. Ensure that all staff and persons affected by the Academy are aware of first aid facilities, 

evacuation of premises and other emergency procedures.     
7. All equipment is inspected and tested to ensure it remains in a safe condition. 
8. Health and Safety are taken into account when new methods, equipment or change are being 

considered or planned. 
9. Records are kept of all relevant Health and Safety activities e.g. assessments, inspections, 

accidents, near miss, training to comply with statutory legislation. 
10. Accidents are investigated and appropriate actions are taken. 
11. Appropriate actions is taken under Disciplinary Procedures against anyone found not complying 

with the spirit of the statement. 
12. Prepare reports accordingly to the Governors on the Health and Safety performance of the 

Academy. 

 

The Principal may not delegate these legal responsibilities but will normally act through the Academy’s 

Director of Finance on a day to day basis to ensure compliance. 
 

SENIOR LEADERSHIP TEAM 

 

With their special knowledge of the area of work for which they are responsible, these persons 

have a key role to play in the running of those activities safely. They must:  
 

1. Apply the Health and Safety Policy to their own department or area of work and be directly 
responsible to the Principal for the implementation of the Health and Safety procedures and 
arrangements. 

2. Develop Health and Safety practices and procedures in n accordance with the Health and Safety 
Policy that identify the key risks in their areas of responsibility and ensure that the organisation 
and arrangements for managing those risks are in place and are effective. 

3. Carry out regular Health and Safety risk assessments of the activities for which they are 
responsible. 

4. Ensure that all staff under their management are familiar with the Health and Safety procedures 
for their area of work. 
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5. Resolve Health and Safety and welfare problems that members of staff or students refer to them, 
or refer to the Principal any problems for which they cannot achieve a satisfactory solution within 
the resources available to them. 

6. Carry out regular checks of their areas of responsibility to ensure that equipment, furniture, 
supplies and activities are safe and record these checks where required. 

7. Ensure that Health and Safety requirements, e.g. staff training,  provision of Personal Protective 
Equipment (PPE), are adequately catered for in the subject area budget or brought to the attention 
of the Principal /Governors as appropriate.   

8. Ensure all accidents and near misses are investigated and recorded appropriately. 
9. If appropriate prepare reports on Health and Safety within your own departments for the Principal. 

 
TEACHING STAFF 

 

All teachers are expected to: 
 

1. Exercise effective supervision of their students and to know the procedure in respect of fire, first 
aid and other emergencies, and to carry them out. 

2. Give clear oral and written health and safety instructions and warnings to students as often as 
necessary. 

3. Ensure the use of personal protective equipment, clothing and guards where necessary. 
4. Make recommendations to their Principal on Health and Safety equipment and on additions or 

necessary improvements to all equipment. 
5. Integrate all relevant aspects of safety into the teaching process and, where necessary give special 

lessons on Health and Safety in line with National Curriculum requirements for safety education. 
6. Ensure no personal item of electrical equipment is brought into the Academy without authorisation. 
7. Regular check their classrooms for potential hazards and report accordingly. 
8. Report all accidents, defects and dangerous occurrences including near misses to the Principal 

 

ALL EMPLOYEES 

 

Apart from any specific responsibilities which may have been delegated to them, all employees 
must: 

 

1. Act in the course of their employment with due care for the health, safety and wellbeing of 
themselves, other employees and other persons. 

2. Observe all instructions on health and safety issued by the Principal or any other person delegated 
to be responsible for a relevant aspect of health and safety. 

3. Co-operate with other persons to enable them to carry out their health and safety responsibilities 
4. Report any accidents, near misses, dangerous occurrences or cases of ill health arising out of 

work and cooperate with management on such accidents or incidents. 
5. Exercise good standards of housekeeping and cleanliness. 
6. Cooperate with Senior Leadership team in respect of complying with Health and Safety 

requirements. 
7. Know and apply the procedures in respect of fire, first aid and other emergencies. 
8. All employees who authorise work to be undertaken or authorise the purchase of equipment will 

ensure that the health and safety implications of such work or purchases are considered. 
 

PREMISES MANAGER 

 

The Premises Manager will be responsible for ensuring that the Academy’s Health and Safety policy and 
associated arrangements are implemented across the Academy by working closely with all staff 
members. The Premises Manager will ensure: 

 
1. All hazards are identified and the risks created, fully assessed and controlled in accordance with 

the Academy's procedures 
2. Suitable and sufficient arrangements for the management, supervision are established and control 

of the Academy’s Buildings and Cleaning staff i.e. Lone workers 
3. All statutory inspections and registers are completed, for example, electrical, gas, lifting equipment 

(including passenger lifts), boilers, compressors, fire and asbestos 
4. Suitable and sufficient arrangements are established with regard to any contracts entered into, to 

ensure that effective arrangements for co-operation between the parties and coordination of the 
work 

5. The Fire Risk Assessment is produced and maintained and all fire safety measures are subject to 
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appropriate testing and maintenance 
6. The building related contractors are monitored with regard to health and safety i.e. method 

statement, risk assessments etc. 
7. PAT testing is arranged across the Academy’s provision 
8. Legionellosis control and risk assessments are completed across the Academy. 

 

CATERING MANAGER 
 
The Catering Manager will be responsible for ensuring that: 

 

1. All staff understand and accept their responsibilities for Health and Safety. 
2. All relevant arrangements regarding the management of Health and Safety in the     Department, 

for which they have control, are planned and implemented. 
3. All hazards presented by their activities are identified and the risks created are fully assessed and 

controlled in accordance with the Academy's procedures. 
4. No new activity, operating system, plant or equipment will be introduced until all risks have been 

identified and adequate risk control measures put in place. 
5. All work equipment is maintained in an efficient state, in efficient working order and in good repair 

with regards to health and safety, with suitable and sufficient maintenance records being produced 
and retained. 

6. Suitable and sufficient arrangements are established with regard to any contracts entered into to 
ensure effective arrangements for co-operation between the parties and coordination of the work. 

7. All staff are familiar with the Academy's emergency evacuation procedures. 
8. Investigation of all accidents and incidents within their area of control are overseen, and records 

are monitored in accordance with the Academy's procedures. 
9. Appropriate standards of food safety and kitchen related Health and Safety are provided and 

maintained. 
 

STUDENTS 

 

Students, in accordance with their age and aptitude, are expected to: 
 

1. Comply with Academy rules relating to general behaviour. 
2. Exercise personal responsibility for the health and safety of themselves and others. 
3. Observe standards of dress consistent with safety and/or hygiene. 
4. Observe  all  the  health  and  safety  rules  of  the  Academy  and  in  particular  the instructions 

of staff given in an emergency. 
5. Not misuse, neglect or interfere with things provided for their health and safety reasons. 

 

OTHER PERSONNEL ON ACADEMY PREMISES (Supply Teachers etc.) 

 

1. Be aware of the Health and Safety Policy and programme of the Academy and be conversant with 
them.  

2. Observe and accept the Academy’s Health and Safety Policy, rules, instructions given to them by 
staff they come under for supervision.  

3. Receive a copy of the Academy’s Health and Safety Policy  
4. Be conversant with the Academy’s Fire Procedure, precautions and emergencies 
5. Report all accidents whether or not it involves personal injury to the Head of Department  
6. Observe the Academy Rules in all cases  
7. Observe “Working Alone” procedure as outlined below in this document.  

 

 

 

 

 

 

 

LETTINGS 

  

In cases where the Academy’s equipment, buildings or grounds are to be let the Governors and Principal 
will ensure that:  
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1. Any means of access and egress are safe for the use of hirers.  
2. Health and Safety precautions are clearly identified.  
3. All emergency doors are clearly identified and fire drill/evacuation procedures are understood.  
4. Telephones, alarms, firefighting equipment and other safety equipment are pointed out and that 

users are familiar with how to use them.  
5. After the hirers have vacated the premises a full security check of the site including any equipment 

used takes place and any faults are reported and recorded.  
6. Any Health and Safety signage is clearly displayed and uses are clear as to the meanings.  
7. There is a contact person available for hirers to contact should there be any issues that may require 

attention.  
8. Insurance requirements are met. 
9. All hirers are provided with a copy of this policy. 
 

CONSTRUCTION AND MAINTENANCE WORK 

 

Contractors have a legal responsibility to ensure that they carry out their work in a manner that ensures, 

so far as is reasonably practicable, the health, safety and welfare of themselves and anyone else that 

may be affected by their acts or omissions. As a result it will be ensured that:  
 

1. All contractors who work on the Academy premises are required to identify and control any risks 
arising from their activities and inform the Premises Manager of any risks that may affect the 
staff, students and visitors. 

2. All contractors will be made aware of the Academy's Health and Safety Policy and emergency 
procedures and comply with these at all times. 

3. In instances, where the contractor creates hazardous conditions and refuses to eliminate them 
or to make them safe, the Premises Manager will take such actions as are necessary to protect 
the safety of employees, students and visitors. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ARRANGEMENTS 

This Policy sets out a general framework for the organisation and arrangements for health and safety in 
the Academy. 
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The areas covered by these arrangements are: 

 

 Accident/Incident recording/reporting 

 First Aid 

 Asbestos 

 Contractors on Site 

 E-safety 

 General Maintenance Arrangements 

 Process for PAT testing/electrical equipment 

 Infectious Diseases 

 Medical Needs 

 Working Alone 

 Safeguarding 

 Academy Trips 

 Transport 

 Wellbeing 

 Inclusion 

 Smoking 

 Work Experience 

 Manual handling 

 Working at Heights 

 Risk Assessments 
 
NB – Fire Evacuation Policy – covered as separate policy. 
 

These procedures will be subject to routine and regular review to ensure they remain valid and effective 
in addressing their specific risk areas. 

 

Additional procedures identified as being required either by the risk assessment process or by the 
monitoring system will be produced and incorporated in the safety management system on a prioritised 
basis. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1) ACCIDENT/INCIDENT RECORDING/REPORTING 

a) STUDENTS/STAFF/VISITORS – All accidents to students, staff and visitors involving injury are to 
be recorded using the Academy accident reporting form, which is kept in the main reception. 
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Reportable incidents are any fatality, any major injury, which is a break/fracture of any bone with 
the exception of a toe or finger and any injury where the student is taken direct from site to hospital, 
whether by ambulance, member of staff or relative. 

b) NEAR MISS INCIDENTS – For any near miss incident, which is an incident with the potential to 
have caused injury to a person or damage to property, an accident/incident form is to be 
completed.  

c) BEHAVIOUR INCIDENTS – These include violence, bullying and harassment and are to be 
recorded by immediately utilising the Academy’s referral process. 
 

The Director of Finance will investigate all accidents and near miss incidents and will report to the 
Principal. 

 

2) FIRST AID 

 

The Academy will have a list of staff who holds a first aid at work certificate. This list is available from 
the main Reception. 

 

a) FOLLOWING ACCIDENT - In all cases where an accident involves a serious injury, e.g. broken 
bone, or where there is any doubt about the injury the injured person is not to be moved, unless 
in danger, until assessed by the first aider. The first aider will then decide what action is to be 
taken but where they are in doubt as to the severity of the injury the advice is to obtain immediate 
medical attention by dialling 999 and asking for an ambulance. In cases involving students, their 
parent/guardian should be contacted as soon as possible, but this should not result in a delay 
obtaining medical attention. 

 

For cases involving injuries to students that are less serious but still of concern, e.g. sprains, strains, 
cuts etc. the student will be asked if parents/guardians should be contacted or if they feel fit enough to 
stay in the Academy. 

 

RECORDING - Any accident where first aid is administered to students is to be recorded initially in the 

accident book. 

 

b) FIRST AID BOXES/MATERIALS - First aid boxes are kept on site at different locations and these 
only contain approved materials. The boxes are available for use by all staff/adult visitors on site. 

c) INJURIES INVOLVING BLEEDING - Staff dealing with injuries involving bleeding must wear 
appropriate protective clothing.  Disposable gloves and aprons are provided for this purpose and 
kept in/next to the first aid box. 

 

3) ASBESTOS 

 

The Academy Asbestos Management Plan (AMP) is kept by the Premises Manager and any major 
work planned and any work involving access to roof voids, demolition or drilling into 
ceilings/floors/walls must be approved in advance to ensure asbestos is not likely to be disturbed. NB 
All staff are advised that asbestos containing materials in the Academy are only labelled in places where 
students do not have access so always check before pinning, drilling or otherwise potentially damaging 
walls, ceilings, floors etc. Do not assume there is no asbestos present. 

 

 

 

 

 

 

 

 

4) CONTRACTORS ON SITE 

 

There are two distinct types of contractors who will have access to site. These will be service 
contractors who regularly work on the site and building contractors who work on an ‘as and when’ 
basis. 
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a) SERVICE CONTRACTORS – Service contractors have regular access to site as specified by a 

contract. Such contractors’ visits can vary from an annual visit, e.g. to service boilers, check fire 
extinguishers etc., to those on site daily, e.g. cleaning or catering staff. The service contract 
specifying what work is expected of them and what they can expect from the Academy. 

 

Their personnel will follow their own safe systems of work but their working methods do take into 
account how they will impact upon staff, students and other visitors on site. The Academy will provide 
details of its safe systems of work to the contractors where relevant and in the case of the 
cleaning/catering contractors they have been consulted over emergency arrangements. A copy of this 
policy will also been provided to them. 

 

b) BUILDING CONTRACTORS – These are contractors who attend site to undertake building works, 
which can vary from simply replacing a broken window to remodelling a room or building a new 
block. The following is the general risk assessment on these activities that identifies the potential 
hazards and how these will be minimised /eliminated. Hazards associated with building work relate 
to personal injury or damage to health caused by: 

 

 slips/trips/falls as a result of contamination of surfaces by spillages, trailing leads or 
unprotected edges; 

 being hit by falling objects dropped by persons working above head height; 

 inhalation  of  smoke/fume  through  heating  substances  or  use  of  same,  i.e. 
paint/varnish/tar etc. 

 coming into contact with machinery or vehicles. 
 

The above is only a brief outline of the hazards associated with this activity that may occur in areas 
where staff and students have access. Such hazards are controlled by the arrangements listed below 
and by the effective supervision of students. 

 
c) SMALL SCALE BUILDING WORKS – This will include day-to-day maintenance work and all work 

undertaken on site where a pre site meeting has not taken place. 

 

 All contractors must report to the office on their arrival and under no circumstances 
are they to commence work until given approval to do so by the Principal, Director of 
Finance or Premises Manager and they should all be made aware of : 

1. what work is to be undertaken, 

2. where the work is to be carried out, 

3. an indication of the likely timescale, 

4. what equipment is to be used, 

5. what services are required? 

 

 Before work is to commence, the contractors will be advised by the Premises Manager of 

: 

1. where they can gain access to services including any parking arrangements. 
2. what the fire precautions are for the building, i.e. upon hearing the alarm, which is a 

continuous bell, they must exit the building immediately and report to the appropriate 
designated place, 

3. any particular problems with the work, e.g. access may still be required to the area. 
4. the asbestos register 

 

 The Contractor will adhere to the following  procedures of the Academy : 

1. only the Principal/ Director of Finance or Premises has authority to stop work 

2. provide a copy of their Health & Safety Policy 

3. provide written risk assessments/method statements the Premises Manager before work 
commences. 

4. provide reports on any accidents / near misses. 

5. making clean and safety in the areas where they work i.e. posting notices of work being 
undertaken, removing all rubbish / debris etc. 

6. contractor staff will be dressed for the work being undertaken, including the wearing/use 
of correct personal protective clothing / equipment at all times. 
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7. the following activities are banned on Academy premises : 

 smoking 

 alcohol brought on to, or consumed on, Academy premises 

 the playing of radios/cassettes/CDs without prior permission etc. 

 illegal substances being brought on to, or consumed on, Academy premises 

 shouting, swearing, over-familiarity with students or staff 

 working alone and in isolation unless adequate safety arrangements are provided 
by the contractor and approved by the Academy. 

 

5) E-SAFETY 

 

The Academy has a separate policy for E-safety. The policy indicates there is a whole Academy 
approach to E-safety and details the ways ICT facilities can and cannot be used by the networks users. 

 

6) GENERAL MAINTENANCE CONTRACTS 

 

All equipment on site will be maintained in efficient working order to ensure that it is safe to use. 
Without detracting from the generality of the above the following maintenance arrangements have been 
made. 

 

a) ELECTRICAL INSTALLATION 

 

The fixed electrical installation is tested by maintenance contractors every 5 years as required by the 
electricity at Work Legislation. Following this check a certificate is issued to confirm the electrical 
installation is safe. 

 

b) FIRE EXTINGUISHERS 

 

Fire extinguishers are subject to an annual check by contractor and, on a weekly basis; the extinguishers 
are checked, by the Premises staff, to ensure that they are in position and that the pins are in place. 

 

c) PORTABLE ELECTRICAL EQUIPMENT 

 

Portable electrical equipment is to be visually checked by staff before use and if any defects are noted 
the item is to be put out of use. In addition, all electrical equipment which is the property of the 
Academy will be PAT Tested accordingly to legal requirements. Records of the tested equipment are 
kept by the Premises Team and are available on request. Faulty or damaged equipment will be removed 
from the Academy Premises and disposed of safely.  
 
New equipment should on arrival be inspected by Premises Team for PAT testing and logged to the 
existing PAT-Testing Log Book before it is handed over to the person who ordered the appliance. 
 
All staff and students are not allowed to bring any private electrical equipment (N/A for battery 

powered appliances) onto the Academy Premises.  

If there is a need and Staff have to bring in private equipment i.e. for demonstration purposes in a 
lesson, Staff must ensure to inform the Premises Team at least 24 hours before, so Premises Team 
can ensure the private equipment has been PAT-tested and is safe to be used on Academy Premises. 
 
 
 
 
 

7) INFECTIOUS DISEASES 

 

The Academy follows the national guidance produced by the Health Protection Agency, which is 
summarised on the poster, ‘Guidance on Infection Control in Schools and other Child Care Settings’. 
This is displayed in the staff room. Supplemental information on local contacts is contained in the 
‘Handbook for Schools on Infectious Diseases’ kept in the main Academy office. 
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8) MEDICAL NEEDS 

 

The Academy will try to accommodate students with medical needs wherever practicable in line with 

the Academy Policy on Managing Medical Needs. 

 

9) WORKING ALONE POLICY 

 

Staff should not work alone at the Academy site due to the many risks involved, such as personal assault, 
accident or sudden illness. 

 

Any member of staff wishing to work outside of normal Academy hours should try to ensure that at 
least one other colleague is also on site – ideally within ‘hailing distance’, or with both parties having 
mobile phones programmed with each other’s numbers. If you arrive at the Academy outside of normal 
Academy hours and find another colleague is already in the building, let them know you are on site. If 
you are about to leave the building, and just one or two other colleagues are remaining on site, let them 
know you are going. 
 

However, if this is not possible and you urgently need to access the Premises you must advise the 
Premises Team of when you intend to arrive and leave. An appropriate text to confirm safe arrival and 
departure should also be sent to allow monitoring of safe working to take place. 

 

 Do not work at heights on a ladder or steps. 

 Do not go into lofts or any other space in which you might become trapped. 

 Do not do any tasks involving hazardous tools or materials. 

 Avoid working outside of the main building. 

 Lock the doors and close the windows to prevent intruders. 

 Know the location of your nearest fire exit and how to open it in an emergency. 

 Know the location of the nearest first aid kit. 

 Carry a mobile phone with you, or the Academy’s walkie-talkie. 

 If working after dark, carry a torch. 

 Park your car at the front of the Academy where there is an external light. Move it there whilst 
there are still others on site if you are planning to work late. 

 When leaving, limit the amount you are carrying to have one hand free. 

 Ensure someone knows where you are and your estimated time of arrival home. 

 If you arrive at the Academy and find any sign of intruders, do not enter the building. Instead, 
call the police. 

 If you become aware of intruders or vandals, do not challenge them. Instead, call the police. 

 Do not work alone if you know you have a medical condition that might cause you to become 
incapacitated or unconscious. 

 When working alone, do not attempt any tasks which have been identified as medium or high 
risk, or which common sense tells you are potentially hazardous given your own level of 
expertise and the nature of the task. 

 

10) SAFEGUARDING 

 

The Academy has a separate policy dealing with the safeguarding of children and young people and a 
designated officer has been appointed. All staff need to be aware of the policy, a copy of which is 
included in the Staff Handbook. 

 

 

 

11) ACADEMY TRIPS 

 

A  separate  Academy  trips  policy  has  been  produced  and  this  is  included  in  staff handbook. 

 

12) TRANSPORT 
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The Academy has adopted the following guidelines for the transport of students. One of the following 
options will therefore be used. 
 

a) Staff transporting students/equipment in their own cars or drive to other venues during the working 
day. Staff using their own cars must confirm that their insurance policy covers them for this purpose 
as such cover is not provided by the Academy. NB Staff driving their own vehicles for work need 
to hold Business Class insurance for the vehicle they use. 

b) Staff transport students/equipment in the Academy minibus or a minibus hired in for the purpose. 
NB: Only Staff who hold a Council approved MIDAS Certificate are allowed to drive the minibus. 

c) Transport and driver are hired in from a reputable source. This is the usual practice for Academy 
trips. 

d) The parent(s)/guardian(s) of the students are advised of the venue and time of activity and that 
their son(s)/daughter(s)/ward(s) are required to be there at that time.  

 

13) WELLBEING 

 

The wellbeing of staff is seen as an integral part of the Academy’s H&S responsibilities. The Governing 
Body and Principal have statutory obligations under a duty of care but also wish to promote an ethos 
of mutual respect and support across the staff team as a whole. All staff have the right to a reasonable 
work/life balance and to expect appropriate support or intervention when they experience health or 
personal difficulties. Staff are encouraged to raise any concerns with the Principal or line manager but 
also have access to a confidential counselling service. Sickness absence or health concerns will be 
dealt with under the Academy’s absence policy The Governing body endorses the principles set out 
in the HSE’s Management Standards as a framework to support staff wellbeing. 
 

14) INCLUSION 

 

The Academy is responsible for ensuring that there are adequate facilities for the health, safety and 
welfare of any students with physical disabilities. All teaching and support must be given  
information about the student’s needs and receive appropriate training as is necessary for them 
to be able to support the student’s learning social and personal needs.  
 
The SENCO and Assistant Principals must ensure that all risk assessments for curriculum activities 
are adapted as necessary to ensure the safety of any student with physical disabilities. No student 
should be excluded from an activity on the grounds of health and safety unless this is absolutely 
unavoidable. 
 
Where it is considered essential to exclude a student from all or part of an activity this exclusion 
must be authorised by the Principal. 
 

15) SMOKING 

 

The Academy has adopted a no smoking policy throughout the premises. All staff members will be informed 
and signs will be displayed at the main entrance to the Academy. 
  
 
 
 
 
 
 
 

16) WORK EXPERIENCE 

 

A risk assessment should be undertaken for students going on work placement and be only allowed to 
go if it is safe. In the event of an incident or situation that puts students at risk whilst on Work 
Experience, the Work Experience Co-ordinator will contact the work placements. The purpose of the 
call is to ensure that the employer makes arrangements for the students’ safety and their safe 
return home. 
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For safety reasons, students must contact the Academy if they do not attend a placement. If a student 
cannot be contacted, the Academy/Work Experience Co-ordinator will make initial contact with the parents. 
The Academy will maintain student mobile phone numbers, where possible, on the database for Work 
Experience. 

 

17) SECURITY 

 

CCTV systems are installed throughout the Academy and will be used to monitor incidents and 
also as evidence when investigating reports of poor or dangerous behaviour and of alleged 
criminal offences e.g. theft or assault. 
 
Cash should be counted regularly, kept in a safe place and banked promptly. 
 
All staff are responsible for their own personal belongings and should not leave valuables 
unattended at any time. The Academy accepts no responsibility for items left unattended. In the event 
of a theft in the Academy premises, staff will be advised to report the incident to the police and will 
assist them in their investigations, with the use of CCTV recordings etc. 
 
It is also the responsibility of the staff to take appropriate measures to maintain the security of the 
Academy’s equipment being used. If equipment is found to be missing or believed stolen it is important 
that this is reported immediately to the Director of Finance. When using portable and valuable 
equipment such as lap-top computers, staff will be required to follow careful procedures to ensure their 
security. 
 

18) MANUAL HANDLING 

 

No member of staff should attempt to lift or move any heavy furniture or equipment themselves but should 
ask the premises manager for assistance.  
 
Students are not allowed to move or lift any heavy unwieldy furniture or equipment. 

 

19) WORKING AT HEIGHTS 

 

The Premises Manager is responsible for the purchase and maintenance of all ladders in the Academy 

and in confirmative to BS/EN standards. 

 

The Premises Manager is also responsible for completing risk assessments for all staff members 

working at height tasks in the Academy. 

 

Staff are reminded that `working at height’ applies to all activities which cannot be undertaken whilst 

standing on the floor. If you need to hang decorations or displays then a step stool or small step 

ladder must be used. Standing on desks, chairs or other furniture is not permitted. 

Do not work at height when you are alone. If you are planning to use a step ladder ask the Senior 
Premises Manager to help you erect it properly and have an assistant to hold the ladder steady 
and pass you the materials you need. 
 
 
 
 
 
 
 
 

20) RISK ASSESSMENTS 

 

It is the Academy’s policy that Risk Assessments are carried out for all activities in the Academy to control 
and safeguard from potential hazards. 
 
Risk assessments for offsite Academy trips, both residential and day trips are in a separate policy 
(Academy trips and visits policy) 
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There will be a regular programme of planned assessments to be completed in high risk areas 
such as Science, DT workshops etc. T h e r e  w i l l  a l s o  b e  a n n u a l  r i s k  assessments carried 
out where there is specific legislation, for example: 

 Fire 

 Hazardous Statements 

 Computer Workstation 

 Manual Handling 

 Noise 

 Water Assessment 

 Workplace 

 Working at Heights 
 


