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Record of Amendments 
 
Use this table to record any amendments to this policy.  Include brief details of the 
amendment and the reasons for it, e.g. annual review, introduction of new legislation, 
a change to the processes or conditions. 
 
Version No. Date Section Ref. Details of Amendment 

1.0 
 

01.01.2018 All New policy issued to all Academies 
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CONTENTS 
 
Section 1 - General Policy 
 
This is the declaration of the Chief Executive Officer, Directors, Headteachers and the 
Local Board of Governors commitment to health, safety and welfare of their 
employees, students, pupils and any other persons who may be at the premises. 
 

HSP 001  Health and Safety Policy Statement 
 
Section 2 – Organisation 
 
This section covers the roles and responsibilities with regards to health and safety 
within The Boston Witham Academy Federation (BWAF).  The table in section 2.3 must 
be completed by the central office/Academy to reflect the names and roles of the 
employees who are responsible on site. 
 

HSP 002  2.1 Overview 
2.2 Management Structure  
2.3 Responsibilities 

 
It is important that the information from all of the policies is cascaded to relevant 
employees, and signatures are required to evidence this.  An electronic copy is 
available on BWAF system.   
 
To ensure the validity of this policy, it is recommended that this document be reviewed 
as often as necessary and in any case within 12 months of the date shown on the title 
page.  Should legislation be amended between the 12 month period, updated policies 
will be sent and the ‘record of amendments’ will be updated to reflect this.  Updated 
policies are to be printed and the hard copy updated at the earliest opportunity to 
ensure it remains current. 
 
Section 3 Arrangements – Health and Safety Procedure Manual 
 
The arrangements section will detail how BWAF and specifically how the individual 
academy will meet with the policy requirements. 
 
Therefore Section 3 Arrangements will be detailed in the supporting Health and Safety 
Procedure Manual, which is to be made site specific by each individual academy/office.  
The Health and Safety Procedure manual is to be read in conjunction with this Policy, 
and includes further policy and procedural application on: 
 

HSP 003  Health and Safety Management 
HSP 004  Workplace (Health, Safety and Welfare) 
HSP 005  Animals on site 
HSP 006  Asbestos 
HSP 007  CCTV 
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HSP 008  Confined Spaces 
HSP 009  Construction (Design and Management) 
HSP 010  Control of Contractors, (including selection and management) 

HSP 011  Disability access statement 
HSP 012  Display Screen Equipment 
HSP 013  Driving Vehicles 
HSP 014  Electricity 
HSP 015  Emergency Action Plans/Critical Incident Plan 
HSP 016  Fire 
HSP 017  Gas 
HSP 018  Hazardous Substances (COSHH), including radioactive 
HSP 019  Kitchen Activities 
HSP 020  Lab Activities (Dangerous Substances and Explosive Atmospheres) 
HSP 021  Legionella 
HSP 022  Local Exhaust Ventilation (LEV) 
HSP 023  Lifting Operations and Lifting Equipment (LOLER) 
HSP 024  Maintenance Activities 
HSP 025  Manual Handling & Moving and Handling 
HSP 026  Monitoring H&S Management Compliance 
HSP 027  Noise 
HSP 028  Personal Protective Equipment 
HSP 029  Pressure Systems 
HSP 030  Risk Assessments 
HSP 031  Safety Signs and Signals 
HSP 032  Security, including lone working 
HSP 033  Smoking, including vaping and e-cigarettes  
HSP 034  Swimming Pools 
HSP 035  Vibration 
HSP 036  Violence and Aggression 
HSP 037  Work at Height 
HSP 038  Work Equipment 
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Health and Safety 
Policy Statement 

 
1 January 2018 

 
Our policy is to provide and maintain safe and healthy working conditions for all our employees, 

contractors, students, pupils and agency/supply staff working on our behalf.  In addition we will seek 
to ensure the work that we carry out does not affect the health and safety of others, e.g. our students, 

pupils, visitors and members of the public.   
 

We will achieve this policy, in part, by: 

 
1. Appointing competent Persons who are responsible for health and safety in their respective 

areas; 
 

2. Ensuring that adequate resources and sufficient financial arrangements are in place to control 

health and safety risks arising from our work activities; 
 

3. Consulting with all our employees on matters affecting their health and safety and providing 
information, instruction, training and supervision, as appropriate; 

 
4. Seeking advice and assistance from external organisations to supplement our own in-house 

health and safety initiatives; 

 
5. Monitoring and reviewing the health, safety and welfare arrangements we have put in place at 

least every twelve months to determine their continued effectiveness; 
 

6. Setting goals and following action plans to ensure continuous improvement in health and safety 

performance; and 
 

7. Promoting a positive health and safety culture within our organisation, e.g. with Managers 
leading by example. 

  

This statement is intended to encourage a positive attitude to safety and should be used in conjunction 
with the additional safety guidelines issued periodically. 

 
I look forward to your full co-operation and support. 

 
 

……………………………………..  Chief Executive Officer 

 
 

……………………………………..   Chair of the Board of Directors 
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……………………………………..  Chair of the Local Board of Governors 
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2.1 Overview 
 
This document is The Boston Witham Academy Federation, Group Health and Safety Policy.  It 

provides details of management arrangements and expectations.  This Policy is supported by 
the Health and Safety Procedures Manual to ensure the health, safety and welfare of our 

employees, students, pupils, visitors and any members of the public who may visit our sites. 

 
All Academies, Trust Office locations and individually named/specified persons are required to 

work to the Group Health and Safety Policy and Health and Safety Procedure Manual. 
 

The Boston Witham Academy Federation (BWAF) endeavour to achieve the highest standards 

of Health, Safety and Welfare under the Health and Safety at Work etc. Act 1974, and all 
associated Regulations, Approved Codes of Practise and Guidance documents. 

 
At BWAF we believe that health and safety is part of our everyday activities and not a topic 

which is added on as an afterthought.  We endeavour to be compliant and follow good practise, 
and are passionate about empowering our Academies to take health and safety forward. 

 

To that end, failure to comply with the Health and Safety Policy or the Health and Safety 
Procedure Manual may result in disciplinary action.  

 
BWAF currently consists of a significant number of Academies covering the Educational needs 

of Nursery, Primary and Secondary students and pupils.  This results in an age range of 3 – 16 

years of age for our students and pupils.    
 

The Boston Witham Academy Federation Head office: 

Haven High Academy 

Marian Campus 

Marian Road 
Boston 

Lincolnshire 
PE21 9HB 

 
 

 Requirements: 

 
The requirements for compliance with Section 3 are detailed and to be made site specific in 

the Health and Safety Procedure Manual, which will provide details on our specific policies, 
procedures and expectations.   

 

All Academies and central offices are required to adopt the policies and procedures which are 
relevant to them and their activities, as detailed in the Health and Safety Procedures Manual. 

 
All Academies and central offices are required to hold the following information: 

 
 Signed Health and Safety Policy Statement; 

 Copy of the Health and Safety Policy; 

 Copy of site specific Health and Safety Procedure Manual; 

 Risk assessments which have been amended to be site specific; and 

 Where the building in part or in full was built prior to 2000, an Asbestos Survey and 

supporting Asbestos Management Plan. 
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Understanding Accountability and Responsibility 

 
Accountability: 

 
“The legal responsibility and thus the accountability for health and safety lies with the 

employer.1” Therefore for The Boston Witham Academy Federation (BWAF), BWAF is the 
employer, and therefore has legal responsibility and therefore accountability for health and 

safety. 

 
Where contractors are used for additional services e.g. catering, the catering staff’s employer 

(not BWAF) has the legal responsibility for their staff members, therefore they are accountable 
for their own staff members.  However BWAF and the Academy have a duty to ensure they co-

operate with the employer and work together to ensure the health and safety of the contracted 
staff members. 

 
1 Taken from HSE services, education, frequently asked questions  

 

Responsibility: 
 

Whilst overall accountability lies with the academy employer, other academy managers who 

are involved in the day to day running of the academy and associated activities also have some 
responsibilities for the health and safety of staff, students and pupils.   

 
A delegated budget is provided to the academy so that control of day to day issues can be 

undertaken, again this financial budget for day to day supports the responsibility of managers.   
 

All Employees are responsible in law, as they have a duty to take care of their own health and 

safety and that of others who may be affected by their actions at work.  Workers must co-
operate with employers and co-workers to help everyone meet their legal requirements.  

 
Section 2.3 “Responsibilities” section will clarify which health and safety related functions are 

delegated to the academy and which functions are to be carried out centrally by BWAF. 
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2.2 Management Structure 
 

An organogram showing the management structure for The Boston Witham Academy 
Federation is provided overleaf. 
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2.3 Responsibilities 
 

Whilst overall accountability lies with the employer, the Headteacher and other school Managers within 

the Boston Witham Academy Federation (BWAF) strive to achieve high standard with regards to Health, 
Safety and Welfare in line with the legal requirements of The Health and Safety at Work etc. Act 1974 

and associated legislation. 
 

BWAF is the employer and therefore accountable for Health and Safety within BWAF and ensuring 

overall compliance.  BWAF has appointed a Chief Executive Officer (CEO) to oversee all aspects of the 
Trust.  Due to the size and regional lay out of the Academies, the CEO cannot be at all sites all of the 

time.  So to support the CEO, responsible job roles or departments are named to support the CEO to 
fulfil all required duties under the Health and Safety at Work etc. Act 1974 and associated legislation. 

 

2.3.1 BWAF Board (“The Trust”) 
 

The Boston Witham Academy Federation (BWAF) is the employer and accepts the overall accountability 
and responsibility for health and safety, and will ensure that suitable and sufficient support is in place 

to fully support the CEO in their duties. 
  
 They will ensure that the Policy is reviewed at least annually, or at a required time; 

 They will ensure that the Health and Safety systems are audited annually; 

 They will ensure all necessary resources and information are made available to ensure the policy 

can be put into practise; 

 They will ensure there is an effective policy for Health and Safety Management and that this is 

documented and implemented throughout the organisation; 
 Provide sufficient funding to ensure that the required standards can be met;  

 Employ competent persons to undertake works, or authorise the competent person to seek external 

support to ensure compliance; 

 Support and encourage Union representatives; 

 Provide sufficient training opportunities to staff to ensure they are able to work in a safe manner; 

 Provide sufficient time and tools for staff to undertake their duties; 

 Hold the CEO to account for their performance with the requirements detailed in this Policy. 

 
2.3.2  Chief Executive Officer 

 
The Chief Executive Officer recognises and accepts the responsibilities of the Trust with regards to the 

running of the business and the associated health and safety responsibilities.   

 
The Chief Executive Officer (CEO) of BWAF is responsible for: 

 
 Carrying out the duties as delegated by the Trust Board; and 

 Ensuring suitable and sufficient arrangements are in place to satisfy the health and safety 

Regulations and Codes of Practise applicable to the Trust. 

 

2.3.3  Headteacher 
 

The term Headteacher will be used through the Policy.   
 

The definition of Headteacher includes – Principal, Acting Principal, Headteacher and Acting Head 
Teacher, or whoever is ‘in charge of the school’ on the day. 

    

All Headteachers within BWAF have control of the day-to-day operations of their Academy and are 
directly responsible for ensuring the following: 

 
 They and their educational team are aware of the Health and Safety Policy and Health and Safety 

Procedure Manual and follow such approved BWAF documents;   
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 Risk assessments are produced, suitable and sufficient and reviewed at appropriate periodic 

intervals for activities which are education related e.g. trips, outdoor sports activities, and play 

equipment; 
 Within their areas of responsibility, ensure necessary resources to enable the policy to be fully 

implemented are available and that the policies and supporting procedures and guidance are 

complied with; 
 Within their areas of responsibility ensure that sufficient and adequate information, instruction, 

training and supervision is provided, and ensure their educational team attend such mandatory 

training; 
 They are familiar with the fire risk assessment and first aid needs assessments and they are aware 

of the significant findings/controls required; 

 First aid kits are provided, and are regularly monitored to ensure they are in date and have sufficient 

provision should they be needed in the event of an emergency; and 

 Waste is disposed in the appropriate manner with the required licenses in place if needed.  

 
2.3.4  Educational Visits Coordinator (EVC) 

 
Each Academy is required to appoint an Educational Visits Coordinator (and deputy) who is not the 

Headteacher.   

 
It is the EVC’s duty to: 

 
 Oversee the planning, arrangement and delivery of safety and effective educational visits; 

 Ensure that the required risk assessments are in place, and they are suitable and sufficient and 

have been reviewed prior to the visit; and 

 Report any issues to their line manager or the Headteacher. 

 
Further guidance is in the procedure for ‘Educational visits’. 

 

 
2.3.5 Local Governing Bodies – Local Board of Governors for the Academy (LGB) 

 
Local governing bodies hold direct accountability for health and safety matters, and should use their 

authority to challenge and support the positive development of health and safety standards in the 

academy.  
 

The Board of Governors for the Academy will ensure the Terms of Reference document is adhered to 
with appointing a lead Governor with regards to health and safety. 

 

LGBs are responsible for ensuring: 
 Health and Safety is taken seriously at the Academy; 

 They are aware of all safety reports, audits, assessments from both internal and external persons; 

 They actively encourage and include health and safety in each meeting they attend; 

 They challenge any areas of health and safety where incidents, audits, external visits etc. have 

demonstrated non-compliance or potential non-compliance; 

 They are satisfied and aware that actions required from both internal and external audits or visits 

have been addressed within the appropriate timescales; and 
 Hold to account and challenge Headteacher to ensure that health and safety is and continues to be 

a priority within the Academy. 

 
2.3.6  Site Team (School level) 

  

Each Academy is required to appoint a Site Team, and someone who will provide Site Team cover in 
the event they are away from work.  It is their responsibility to:     

 
 Undertake their duties as directed by the ROM; 

 Complete duties as defined in the Health and Safety Procedures Manual; and 
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 Be familiar with the health and safety policy, procedures and guidance documents and adhere to 

them at all times. 

 
 

2.3.7 Non-trade Union Appointed Safety Representative 
 

Those employees who are not members of a recognised trade union remain entitled to be consulted on 

health and safety matters.  This can be directly or through the election of a representative, or via the 
Health and Safety Coordinator for the academy. 

 
 

 
2.3.8 All Employees (including those with specific duties listed above) 

 

It is the responsibility of all employees to co-operate in the implementation of this Health and Safety 
Policy and supporting procedures and guidance documents.  All employees have a duty to ensure their 

own safety and the safety of others, e.g. co-workers, contractors working on the same premises, 
students, pupils and visitors to the premises. 
 

The general responsibilities of employees are to: 
 

 Take reasonable care for the health and safety of themselves and other persons who may be 

affected by their acts/omissions; 
 Co-operate fully with their Manager or other responsible person on all matters pertaining to their 

health and safety at work; 

 Not recklessly or intentionally interfere with, or misuse any equipment, safety devices etc. which 

have been provided in the interest of health and safety at work; 
 Adhere to the information, instruction and training they have received; 

 Ensure they are aware of what to do in the event of an emergency e.g. fire; 

 Lead by example to students, pupils and other colleagues by following the required Trust safety 

requirements; 

 Not operate any vehicle, machinery or equipment that they are not competent and authorised to 

use; 

 Report all defects and any other obvious health and safety hazards, accidents, injuries and 

dangerous occurrences to their Manager; 
 Ensure that appropriate action is taken to rectify unsafe systems or actions;  

 Wear any protective clothing or equipment which has been provided for their and others safety 

whilst at work; and 

 Ensure good housekeeping at all times to prevent incidents where possible, e.g. cleaning up a 

spillage immediately after it has occurred. 
 

 
2.3.9 Visitors to site, including contractors 

 

Legislation is clear that all persons are responsible for health and safety, to that end, all visitors to Trust 
premises are required to: 

 
 Take reasonable care for the health and safety of themselves and other persons who may be 

affected by their acts/omissions; 

 Co-operate fully with the site rules at all times e.g. attending inductions, signing in and out, 

partaking in drills, reporting incidents and ensuring what they do does not affect the health and 

safety of themselves or others; 
 Not recklessly or intentionally interfere with, or misuse and equipment, safety devices etc. which 

have been provided in the interest of health and safety at work; 

 Adhere to the information, instruction and training they have received; 

 Ensure they are aware of what to do in the event of an emergency e.g. fire; 
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 Report all defects and any other obvious health and safety hazards, accidents, injuries and 

dangerous occurrences to their contact; 

 Follow any reasonable instruction provided to them in the course of their time on site. 

 
Please note – failure to do so may result in you being asked to leave the site! 

 
Other specific responsibilities are detailed in the Health and Safety Procedures Manual which 

accompanies and supports this policy. 
 

Health and safety is everyone’s responsibility. 
 

Under the Management of Health and Safety at Work Regulations 1999 and Employment Rights Act 

1996 every employee has the right to refuse to carry out work that they believe to be unsafe. 
 

Where an employee feels that the work they are asked to do is unsafe they must report it immediately 
to their Supervisor or Manager.  If it is their Supervisor or Manager who has asked them to carry out 

the work, they may report to a safety representative or direct to senior management.  Work will not be 

recommenced until the safety concerns have been assessed, and any reasonable concerns addressed. 
 

All refusals to work on safety grounds must be recorded, along with the findings of the assessment and 
actions taken to address the concerns. 

 

No employee raising justifiable safety concerns will be subject to any related disciplinary action, 
discharge, suspension, laying-off, demotion or any financial or other penalty.
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Health and Safety Management Procedure 

Organisations have a legal duty to put in place suitable arrangements to manage health and 
safety.   
 
 

Chief Executive Officer (CEO) and the Local Board of Governors (LBG) will 
ensure: 
 

 Staff employed are trained, experienced and competent to undertake their duties. 
 Health and Safety is considered and include as ‘daily life’ and not an ‘add on’. 
 Lead by example within all aspects of the business. 
 Appropriate training is funded to ensure that all staff are trained commensurate to their 

role. 

 Authorised Union’s are consulted as per the Policy. 
 
Chief Financial Officer (CFO) will ensure: 
 

 They are the liaison between the BWAF Heads of Academy, Trust Site Manager and the 
CEO / LBG. 

 Will ensure that health and safety information is appropriately available, documented 
and cascaded.  

 A young person in their area of responsibility is not employed unless an assessment has 
been made taking into account the inexperience, lack of awareness of risks and 
immaturity of young persons, and that they are protected from any risks to their health 
and safety as a consequence. 

 Suitable and sufficient documented assessment of the risks to the health and safety of 
employees to which they are exposed whilst at work; and the risks to others, such as 
contractors, visitors and members of the public arising out of or in connection with the 
undertaking are documented. 

 The assessment(s) when there is reason to believe it is no longer valid; or there has 
been a significant change in the matters to which it relates is fully reviewed. 

 Where necessary, that employees are provided with such health surveillance as is 
appropriate having regard to the risks that are identified by the assessment. 

 Include an assessment of the risks to the health and safety of a new or expectant 
mother or to that of her baby.  If it is reasonable to do so, and it would avoid the risks, 
alter the working conditions or hours of work of the expectant mother.  If it is not 
reasonable to avoid any such risks, then she must be suspended from work for as long 
as is necessary. 

 Follow any GP or registered midwifes certificates where advice is provided.  E.g. limited 
work hours, not to work night time hours etc. and if deemed appropriate to be 
suspended from work for as long as is necessary in line with such GP or registered 
midwife’s guidance.   
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 Appropriate procedures are developed, and are documented so as to be followed in the 
event of serious and imminent danger.  This will include all requirement of the 
standalone Emergency Procedures. 

 All employees within their area of control are provided with comprehensive and relevant 
information on the risks to their health and safety identified by the assessment, and the 
preventive and protective measures. 

 All employees within their area of responsibility are provided with adequate health and 
safety training when they are recruited to the undertaking, and when they are exposed 
to new or increased risk.  Training will be repeated periodically where appropriate and 
take place during working hours. 

 Findings and recommendations following an audit or after risk assessments are 
conformed with within the detailed timescales, unless suitable reasoning is provided for 
extending such a timescale. 

 All procedures are followed at all times by themselves and the staff working under their 
area of responsibility. 

 
Trust Site Manager will ensure: 
 

 They are the liaison between the BWAF Heads of Academy and Site Managers. 
 Will ensure that health and safety information is appropriately available, documented 

and cascaded.  

 A young person in their area of responsibility is not employed unless an assessment has 
been made taking into account the inexperience, lack of awareness of risks and 
immaturity of young persons, and that they are protected from any risks to their health 
and safety as a consequence. 

 Suitable and sufficient documented assessment of the risks to the health and safety of 
employees to which they are exposed whilst at work; and the risks to others, such as 
contractors, visitors and members of the public arising out of or in connection with the 
undertaking are documented. 

 The assessment(s) when there is reason to believe it is no longer valid; or there has 
been a significant change in the matters to which it relates is fully reviewed. 

 Where necessary, that employees are provided with such health surveillance as is 
appropriate having regard to the risks that are identified by the assessment. 

 Appropriate procedures are developed, and are documented so as to be followed in the 
event of serious and imminent danger.  This will include all requirement of the 
standalone Emergency Procedures. 

 All employees within their area of control are provided with comprehensive and relevant 
information on the risks to their health and safety identified by the assessment, and the 
preventive and protective measures. 

 All employees within their area of responsibility are provided with adequate health and 
safety training when they are recruited to the undertaking, and when they are exposed 
to new or increased risk.  Training will be repeated periodically where appropriate and 
take place during working hours. 

 Findings and recommendations following an audit or after risk assessments are 
conformed with within the detailed timescales, unless suitable reasoning is provided for 
extending such a timescale. 

 All procedures are followed at all times by themselves and the staff working under their 
area of responsibility. 
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Head of Academy will ensure: 
 
 They are the liaison between the Chief Financial Officer / CEO / Site Manager / LBG and 

the Educational staff members. 

 For areas where they have responsibility (Educational), that health and safety 
information is appropriately available, documented and cascaded. 

 A young person in their area of responsibility is not employed unless an assessment has 
been made taking into account the inexperience, lack of awareness of risks and 
immaturity of young persons, and that they are protected from any risks to their health 
and safety as a consequence. 

 Include an assessment of the risks to the health and safety of a new or expectant 
mother or to that of her baby.  If it is reasonable to do so, and it would avoid the risks, 
alter the working conditions or hours of work of the expectant mother.  If it is not 
reasonable to avoid any such risks, then she must be suspended from work for as long 
as is necessary. 

 Follow any GP or registered midwifes certificates where advice is provided.  E.g. limited 
work hours, not to work night time hours etc. and if deemed appropriate to be 
suspended from work for as long as is necessary in line with such GP or registered 
midwife’s guidance.   

 Appropriate procedures are developed, and are documented so as to be followed in the 
event of serious and imminent danger.  This will include all requirement of the the stand 
alone Emergency Procedures. 

 All employees within their area of control are provided with comprehensive and relevant 
information on the risks to their health and safety identified by the assessment, and the 
preventive and protective measures. 

 Co-operation and co-ordination with other employers, where two or more employers 
share a workplace (whether on a temporary or permanent basis). 

 All employees within their area of responsibility are provided with adequate health and 
safety training when they are recruited to the undertaking, and when they are exposed 
to new or increased risk.  Training will be repeated periodically where appropriate and 
take place during working hours. 

 Findings and recommendations following an audit or after risk assessments are 
conformed with within the detailed timescales, unless suitable reasoning is provided for 
extending such a timescale. 

 All procedures are followed at all times by themselves and the staff working under their 
area of responsibility. 
 

NOTE:  Preventative and protective measures required by risk assessments etc. will be 
introduced based on the following principles of prevention: 
 

o Avoiding risks; 
o Evaluating the risks that cannot be avoided; 
o Combating the risks at source; 
o Adapting the work to the individual, especially as regards the design of workplaces, 

the choice of work equipment and the choice of working and production methods; 
o Adapting to technical progress; 
o Replacing the dangerous by the non-dangerous or the less dangerous; 
o Developing a coherent overall prevention policy which covers technology, 

organisation of work, working conditions, social relationships and the influence of 
factors relating to the work environment; 

o Giving collective measures priority over individual protective measures; and 
o Giving appropriate instructions to employees. 
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Site Managers will ensure: 
 

 Suitable and sufficient assessment of the risks to the health and safety of employees to 
which they are exposed whilst at work; and the risks to others, such as contractors, 
visitors and members of the public arising out of or in connection with the undertaking 
are documented. 

 The assessment when there is reason to believe it is no longer valid; or there has been a 
significant change in the matters to which it relates is fully reviewed. 

 Appropriate procedures are developed, and are documented so as to be followed in the 
event of serious and imminent danger.  This will include all requirement of the stand 
alone Emergency Procedures. 

 All employees within their area of control are provided with comprehensive and relevant 
information on the risks to their health and safety identified by the assessment, and the 
preventive and protective measures. 

 Co-operation and co-ordination with other employers, where two or more employers 
share a workplace (whether on a temporary or permanent basis). 

 Will support the Head of Academy / Trust Site Manager and CFO in the duties of their 
undertaking. 

 They will follow employees requirements. 
 They provide a positive lead on health and safety, leading by example and ensuring that 

requirements are met at all times. 
 
Employees: 
 

 Must use any machinery, equipment, dangerous substance, transport equipment, means 
of production or safety device in accordance with any training and instructions given. 

 Must inform the employer (if necessary via their safety representative, Supervisor or 
Manager) of any situation considered to represent serious and immediate danger, or any 
matter consider to represent a shortcoming in the organisations protection arrangements 
for health and safety. and 

 Must co-operate and communicate with their employer to allow them to fulfil their 
statutory duties. 
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Health, Safety and Welfare procedure 
 

The Boston Witham Academies Federation (BWAF):  

 Recognise and accept their responsibilities to provide a safe and healthy working 

environment for all employees, students, visitors and contractors who may frequent their 

Academies.  

 Require all Heads of Academy in the Academy community, to act in accordance with the 

Academies Health and Safety Policy and Procedures, and require same of persons that they 

supervise and take responsibility for.  

The Boston Witham Academies Federation will, provide as necessary, policy, procedures, 

arrangements and supervision, sufficient to ensure compliance with all relevant Health and 

Safety legislation, and will, so far as is reasonably practicable ensure:  

 A academy / workplace in a safe condition.  

 A safe working environment.  

 Safe systems of work.  

 Safe plant and equipment.  

 Safe access and egress to all areas of the academy.  

 The safety of articles and substances for use at work and in academyl. 

  Sufficient Instruction and Training Supervision of all employees of BWAF.  

In support of the above, The Boston Witham Academies Federation will ensure an adequate 

process for all necessary risk assessments for the academy to be carried out and 

communicated to all relevant persons, and for the significant findings to be properly 

incorporated into the H&S procedures. 
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The following Health and Safety organisational structure, and roles and responsibilities are 

approved by The Boston Witham Academies Federation.  

 

The Local Board of Directors 

The Board of Directors approves the Health and Safety Policy of BWAF and monitors its 

successful implementation. The Board of Directors further ensures, as administrators of the 

Academies delegated budget that sufficient and appropriate resources are allocated to 

implement the Health and Safety Policies. The Board of Directors will specifically:  

Be informed and updated about H&S Policy, and receive advice and support from relevant 

personnel.  

Ensure that Health and Safety is an agenda item for Estates Committee meetings and that a 

termly H&S report from the Trust Site Manager is received. This report should include 

information on: 

 Progress of the H&S activities  

 Accident/incident analysis  

 Relevant H&S information updates 

 Suggestions on future H&S initiatives.  

Facilitate any necessary review of the Health and Safety policy and procedure as may become 

apparent via the strategies above. 

 

The Local Board of Governors  

The Board of Governors monitors the successful implementation of the policy. The Board of 

Governors will specifically:  

Nominate a Governor (Health and Safety) as a Health and Safety link between the Board of 

Governors and the wider Academy community, who will stay up to date with Academy Health 

and Safety initiatives and inform the Board of Governors accordingly.  

Be informed and updated about H&S Policy, and receive advice and support from relevant 

personnel.  

Ensure that Health and Safety is an agenda item for Local Governing Body meetings and that 

a termly H&S report from the Head of Academy is received. This report should include 

information on: 

 Progress of the H&S activities  

 Accident/incident analysis  

 Relevant H&S information updates.  

 Suggestions on future H&S initiatives.  
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Head of Academy 

As Senior Leaders and Managers for the premises and of all on & off site related activities, the 

Head of Academy is responsible for the day to day management of Health and Safety. The 

Head of Academy will advise The Board of Governors of any Health and Safety issue where 

their support or intervention, either via systems or finance, is necessary & appropriate in order 

to effect the requirements of this policy. In particular, they will ensure that:  

The contents of this policy are brought to the attention of all relevant persons, during the 

Induction Programme.  

A process for risk assessments is applied within the Academy, and that:  

 All appropriate areas/activities are covered, 

 Appropriate control measures are implemented, and that  

 Assessments are monitored and reviewed as necessary. 

 There is a management system for monitoring the effectiveness of health and safety 

arrangements, which form part of this policy.  

 

 Appropriate staffing levels for safe supervision are in place.  

 An adequate schedule of inspection & maintenance is in place to ensure that the place of 

work is in a safe condition and a safe working environment. Inspection and maintenance will 

include:  

 

 The fabric of the buildings.  

 Play equipment.  

 Fire appliances.  

 Boiler/heating systems.  

 Portable electrical appliances. 

 Water systems.  

 First Aid/medical facility and equipment.  

 Premises staff equipment.  

 Curriculum specific e.g. gymnasia and fume cupboards. 

 

 An analysis of Health and Safety training is undertaken for Academy Staff, especially in the 

areas of Technology, Science, Art, PE and Trips. Sufficient resources are put in place to 

ensure appropriate training is carried out. Appropriate training may include: 

 

 Health and Safety awareness  

 H&S Induction Training (all new and temporary Staff)  

 Emergency/Fire Training for the whole academy community.  

 First Aid  

 Risk Assessment 

 H&S Coordinator  

 Lifting and Handling  

 Working at heights, 
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 Further specific Health and Safety training identified by the training needs analysis as being 

necessary and appropriate.  

 Adequate and easily retrievable health and safety training records are available and up to 

date. 

 The academy secures and maintains an arrangement for obtaining competent Health and 

Safety advice as required by the management of Health and Safety regulations. 

 A termly Health and Safety report is provided to the Local Board of Governors.  

 An academy’s Educational Visits Co-ordinator is appointed and trained accordingly. 

 Contractors (including catering, cleaning and grounds staff) and other authorised visitors to 

the academy are appropriately managed and monitored. 

 Appropriate procedures are in place for the reporting, recording, investigation and follow-up 

of accident and incidents. 

 Emergency/Fire arrangements are formulated and reviewed as necessary and tested twice 

a year. 

 The Fire Risk Assessment is updated annually and/or whenever significant changes or 

building works might affect the mean of escape. 

 An appropriate Deputy is suitably instructed to take day to day responsibility for Health and 

Safety in the absence of the Head of Academy may delegate functions to other or single 

members of staff (e.g. an Health Safety Co-ordinator) The Head of Academy will in any event 

retain the overall responsibility for ensuring that these responsibilities are carried out. 

 

Deputy Head of Academy (or nominated individual) 

 

Will take on the above responsibilities in the absence of the Head of Academy.  

 

Heads of Faculty/ Key stage 

 

Heads of Faculty / Key stage in charge of Curriculum Areas/Staff are responsible to the Head 

of Academy for ensuring the application of this policy within the individual areas that they 

control. In particular, line managers will ensure that:  

 The academy’s risk assessment process is applied within their area and that control measures 

are implemented in accordance with the assessment and monitored and reviewed 

accordingly. 

 All accidents and incidents occurring within their areas are reported, recorded & investigated 

in accordance with the academy’s procedure.  

 All persons they manage, or are responsible for, are aware of their specific roles in case of 

a fire emergency.  

 Any equipment/appliance which has been identified as being unsafe is removed from service. 

 Health and Safety inspections are carried out within their areas of responsibility within a 

timescale agreed with the Head of Academy and a report is provided to the Head of Academy 

where necessary. 

 The Health and Safety training needs of staff are identified and the Head of Academy is 

informed accordingly. 

 Staff are properly consulted on any matters that may affect their health or safety whilst at 

work. 

 New, transferred and temporary Staff receive appropriate Health and Safety induction 

training, and are able to access all Health and Safety Policies and Risk Assessments.  

 First aid provision is adequate. 
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 Students are given relevant Health and Safety information and instruction during tutorials 

and assemblies. 

Teaching Staff [Including supply Teacher]  

Teaching Staff are responsible for the Health and Safety of all students under their control 

and in particular must ensure: 

 Effective and appropriate supervision of the students that they are supervising. 

 That appropriate safety instructions are given to all students prior to commencing practical 

sessions. 

 That they are conversant with the BWAF Health and Safety policy and any arrangements 

specific to their own department. 

 They know the emergency procedures. 

 Where relevant, that all personal protective equipment is suitable and in good condition prior 

to issue. 

 That, where relevant, safety devices such as machinery guards are in good condition and 

are used in accordance with good practice. 

 That they report any defective equipment to their Line Manager or Premises Manager 

 All accidents and incidents are reported and reviewed or investigated. 

Site manager 

The Site Manager is responsible to the Head of Academy and will ensure:  

 The removal from service of any item of furniture, apparatus or equipment which has been 

identified as unsafe. 

 That any identified hazard is appropriately removed, isolated or contained as necessary to 

prevent danger.  

 That any periodic Health and Safety Inspections that are tasked to him are carried out at a 

timescale agreed by the Premises Manager paying particular attention to the building 

structure, services, access to/egress from the academy, and the main circulation areas.  

 That persons he supervises only undertakes work for which they are competent. 

 That any personal protective equipment issued to employees is suitable for the task and that 

training is provided in the correct use of the equipment. 

 That all employees work in accordance with safe working practices issued by the Academy. 

Health and Safety Co-ordinator 

The Chief Executive Officer has nominated the Trust Site Manager as the Trust’s Health & 

Safety Co-ordinator to carry out certain H&S functions, and report to the Chief Executive 

Officer, Chief Financial Officer and Head of Academy accordingly. Specific functions of the 

H&S Co-ordinator include: 

 Having an overview of the Trusts Health and Safety Policy and, bringing amendments to the 

attention of the Chief Executive Officer and Head of Academy where necessary.  

 Overseeing and supporting the academy’s Generic Risk Assessments. 

 Carrying out, with the Chief Executive Officer and Head of Academy as appropriate, the 

Academy’s accident/incident recording, reporting, and investigation arrangements.  

 Arrange for twice yearly evacuation drills and fire alarm tests etc.  
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 Advising the Chief Financial Officer, Head of Academy of any defect in the state of repair of 

the building or its surrounds which is identified as being unsafe, and take whatever local 

action is necessary to minimise the risk until repairs can be arranged. 

 Arranging for the repair, replacement or removal of any item of furniture or equipment which 

has been identified as unsafe. 

 Co-ordinating regular health and safety inspections, ensuring all areas of the establishment 

are covered. 

 Reporting to the Chief Executive Officer, Head of Academy any situation which is unsafe or 

hazardous to health and which cannot be remedied from readily available resources. 

 Liaising with and monitoring, as far as is reasonably practicable, the activities of contractors 

(including building, catering, cleaning and grounds staff) visitors and others on the site to 

ensure that any risks to the health and safety of staff and others are kept to a minimum. 

 Ensuring that all Senior Managers (including Heads of Faculty / Key stage) are kept informed 

of the names and details of those persons appointed to provide competent health and safety 

assistance. 

 

 

All Employees [including temporary & volunteers]  

All employees are responsible for their own health & safety whilst at work and that of others 

who may be affected by their actions.  

Employees must also co-operate with the management of the academy to ensure that all 

parties comply with their Health and Safety responsibilities. In particular, all employees must:  

 Participate in the academy’s risk assessment process and comply with findings.  

 Commit to reading all relevant Health and Safety documentation. 

 Report any defects in the condition of the premises or equipment of which they become 

aware. 

 Report all accidents/incidents in accordance with the academy’s procedure. 

 Be familiar with the procedure to be followed in the event of a fire/emergency.  

 Make use, where relevant, of personal protective equipment provided for safety or health 

reasons. 

 To follow all relevant codes of safe working practice and local rules. 

 To report any unsafe working practices to their Head of Faculty/ Key stage. 

Staff Safety Representatives  

Health and safety at work law provides for the appointment of trade union or staff appointed 

safety representatives from amongst the employees. Where the Governing Body/Chief 

Executive Officer is notified in writing of an appointment, the Safety Representative shall have 

the following functions:  

 To investigate potential hazards and to examine the causes of accidents in their workplace. 

 To investigate complaints by any employee they represent relating to that employee’s health 

and safety or welfare at work. 

 To make representations to the Head of Academy or Site Supervisor on matters affecting 

the health, safety and welfare of employees. 
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 To carry out workplace Health and Safety inspections, subject to reasonable notice to their 

line manager. A safety representative is not obliged to carry out any or all of the above 

functions, and has no legal responsibility other than that which applies to all employees. 
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Animals on Site Procedure 

At The Boston Witham Academies Federation (BWAF) we seek to ensure that our activities 

are both educational and support life skills.  We endeavour to support our pupils in 

becoming exposed to new and exciting learning, which may include inviting animals in to our 

Academies. 

Animals must be considered in various ways as animals may behave in varying ways, they 

may carry communicable zoonosis e.g. various phage types of salmonella, campylobacter, 

E.coli.  Conversely they are animals and may behave in natural ways, such as growling, 

barking, kicking or biting if they are afraid.  We must be aware of any of our staff, pupils or 

visitors who may have an allergy or a medical condition which may be worsened by dander 

or hair/fur of an animal e.g. eczema.  Fear and phobias must also be considered so that we 

do not un-necessarily put our staff, pupils or visitors in a frightening situation e.g. fear of 

spiders, snakes, dogs etc.   

To ensure the protection from animals the following procedure will be followed: 

Heads of Academy will ensure: 

 Prior to animals coming on to the site staff, pupils and any volunteers/visitors are spoken 

to with regard to phobias, fears, allergies etc. so that the animal(s) on site are carefully 

considered and are appropriate to the audience. 

 A staff member/teacher is charged to take the lead with regards to completing a suitable 

and sufficient risk assessment which considers all necessary hazards, as well as the 

educational aspects.  E.g. zoonosis and hand washing facilities, allergies, support to 

pupils, type of animals attending, cleaning and disinfecting should an animal defecate 

inside, who is in control of the animal (reputable persons used), what to do in the event 

of fire, first aid requirements etc. 

 The risk assessment has been cascaded to all relevant staff and volunteers. 

Site Managers will ensure: 

 Prior to the animals coming onto site, working with the teacher who produced the risk 

assessment to ensure that the premises are ready for their arrival. 

 They are aware of the findings of the risk assessment. 
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Asbestos policy statement 
 

Asbestos is a generic term for naturally occurring fibrous silicates. The fibres are hazardous 
because they cause lung diseases; the most important of which is mesothelioma, which is 
an aggressive cancer of the pleural membrane surrounding the lungs and lining the thoracic 
cavity, surrounding the heart (pericardium), and lining the body cavity (peritoneum).  
 
The fibres were incorporated into a wide range of products designed to exploit the unique 
properties of the fibres. The presence of these asbestos-containing materials (ACMs) is not 
in itself dangerous unless they are disturbed or damaged. Anyone who becomes exposed to 
and inhales the respirable fibres released from ACMs is therefore at risk of developing the 
related lung diseases. Symptoms are not immediately apparent, there being a latency period 
between first exposure and the manifestation of symptoms. Mesothelioma in particular can 
be triggered by relatively low exposures with the victim being unaware that they inhaled the 
fibres, followed by a 40 to 50 year latency during which time there are no symptoms of 
disease but at onset mortality after 6 to 18 months. 
  
A comprehensive set of regulations and supporting legislation imposes control over every 
aspect of work with asbestos and includes a specific duty to manage asbestos in non-
domestic premises such as the School.  
 
The Boston Witham Academies Federation (BWAF) recognises that asbestos is present in 
areas of the properties under its control and that an effective strategy and associated 
procedures need to be in place in order to manage the risks to staff, students and visitors.  
Every effort will be made to minimise the risk to staff, students, visitors, consultants and 
contractors by effectively managing and controlling work where asbestos materials are 
present. 
  
This policy describes BWAF procedures that must be followed by designated staff 
responsible for procuring, controlling or carrying out construction or maintenance work.  
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The Boston Witham Academies Federation will have in place:  
 
• Asbestos surveys that identify and assess sources of risk from asbestos.  
 
• A periodic inspection of ACMs confirmed in an Asbestos Register that is accessible to all in-
house and out-sourced staff that may be brought into contact with asbestos as part of their 
work activities.  
 
• A Management Plan that puts in place control measures that take account of the risk 
assessment and prevents or minimises the risk from exposure to asbestos.  
 
• Safe Working Practices in compliance of the Policy with all ACMs identified through 
appropriate labelling.  
 
• A nominated senior manager to oversee and implement the Policy and Management Plan 
who can seek advice and guidance from external competent persons or companies.  
 
• Monitoring and recording procedures to ensure that the measures put in place are 
adequate and effective.  
 
• Regular training of all relevant personnel to ensure they have a level of knowledge and 
competence commensurate with their involvement in the control procedures.  
 
• Review the risk assessments annually or if any significant changes occur to the premises.  
 
• Review the Policy annually or earlier if any legislation has been introduced or amended.  
 
Roles and Responsibilities  
 
Duty Holder: The Boston Witham Academies Federation (BWAF) is responsible for 
all strategic aspects of the Academies properties including consideration of asbestos issues:  
 
• Assembling and maintaining a suitably qualified Asbestos Management Team consisting of 
the following:  
 
Chief Financial Officer 
Trust Site Manager 
Site Manager 
 
• Ensuring that the team has adequate time and resources to enable them to fulfil their 
responsibilities; and retaining approved consultants and removal contractors; 
 

  Supporting applications by the Head of Academy and Facilities Management for necessary 
or anticipated resource allocation and funding from Chief Financial Officer;  

 
• Reviewing the progress of asbestos issues relevant to all projects with the Asbestos 
Manager on a monthly basis;  
 
• Ensuring that an annual external audit of the policy, procedures and management plan is 
carried out and the findings implemented to improve the system.  
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Site Managers are responsible for:  
 
• The application of or for available resources provided by Director of Finance and Facilities 
Manager and subsequent allocation of these towards the optimum management of asbestos 
issues;  
 
• Receiving advice from the Trust on the inclusion / suspension / removal of asbestos 
related consultants / contractors and acting upon such advice;  
 
• Discharging to the Trust Site Manager operational requirements within the agreed policy 
and financial framework;  
 
• All employees under their direct control, ensuring the Trust Site Manager arranges 
sufficient and suitable initial and updated training with respect to asbestos issues where 
appropriate;  
 
• Ensuring that the Trust Site Manager is advised of all new members of staff that require 
training including details of any previous training.  
 
Trust Site Manager is responsible for directing asbestos policy at the operational level. 
Particularly responsible for:  
 
Asbestos Register:  
 
• Project manage the collation of the BWAF asbestos register for all buildings within the 
portfolio where BWAF is the ‘duty holder’, including all new acquisitions;  
 
• Maintain the register and keep records up to date through information provided by other 
Site Supervisors and through works undertaken by the Asbestos Manager;  
 
• Instruct, direct and liaise with the BWAF appointed asbestos surveyors, analysts and HSE 
licensed asbestos removal contractors.  
 
Managing Asbestos Materials: 
 

  Implement a pro-active Management Plan including prioritising action for removal / 
encapsulation and re-inspection as determined by the risk assessments;  

 
• Raising awareness and understanding of asbestos with all staff and advising departmental 
administrators of the location of asbestos within their working areas;  
 
• Develop applications to enable other departments including external consultants and 
contractors to make requests for information regarding asbestos and respond to the 
requests by carrying out appropriate levels of investigation and provide documented 
response;  
 
• Assess, review and recommend management action following periodic inspections, 
changes in regulations and / or current good practice.  
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Managing Remedial Works:  
 
• Overseeing asbestos management contracts and in association with refurbishment 
contracts;  
 
• Inspect materials thought to contain asbestos that are not on the register and advise on 
remedial action that should be taken;  
 
• Assess the appropriate level of analytical support and attendance;  
 
• Inform appropriate staff and liaise with departmental administrators in respect of  
asbestos related works;  
 
• Appointing the BWAF asbestos surveyors, analysts and HSE licensed asbestos  
removal contractors through a qualitative and commercial based procurement route  
based on BWAF standard Financial Regulations;  
 
• Monitor the performance of preferred contractors and consultants to assess their 
compliance with statutory requirements and competence to carry out asbestos related works 
and report and discuss deficiencies with the Director of Finance and make 
recommendations;  
 
• Review and implement reports and audits by Chief Financial Officer.  
 
Informing, Liaising and Educating:  
 
• Preparation of technical procedures and policy documentation;  
 
• Chair the asbestos management team meetings - these will be held annually; 
 
• Annually review technical procedures and Policy documentation including review and 
implementation of annual review recommendations by the Head of Health and Safety Team;  
 
• Participating in the organisation and implementation of asbestos awareness and regular 
refresher training sessions for site super visors;  
 
• Regular dialogue with the Head of Health and Safety;  
 
• Providing the HSE and other related bodies with details of asbestos management 
procedures where relevant.  
 
Record Keeping:  
 
• Updating the Asbestos Register on an annual or bi-annual basis depending on the level of 
refurbishment works;  
 
• Updating the asbestos drawings on an annual or bi-annual basis depending on the level of 
refurbishment works;  
 
• Ensure that all statutory documents generated by the asbestos works are properly 
completed and a record kept as and when the works are carried out;  
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• Keep detailed project records relating to asbestos remedial or investigative works as and 
when the works are carried out;  
 
• When notified of an uncontrolled escape of asbestos fibres ensure records are forwarded 
by the Project Manager or Maintenance Supervisor and assess the nature of the incident to 
ensure the correct procedures have been followed. Notify the Head of Health and Safety of 
any uncontrolled escape of asbestos fibres and exposures and maintain records as and when 
the incident occurs;  
 
• Maintaining annual financial records to ensure budgetary control is achieved and advise 
the Financial Director of future financial requirements;  
 
• Quality assurance by audit of procedures will be undertaken, generally annually or bi-
annually in line with tasks noted above. The findings will be used in future training sessions 
to reinforce knowledge and correct failures of policy or procedures.  

 
Project Managers and Services Managers are responsible for all works implemented 

by external consultants and contractors including mechanical, electrical investigation and 

building works. They shall:  
 
• Adhere to the BWAF Asbestos Policy;  
 
• Deputise in the absence of the Asbestos Manager or his Deputy and the Head of 
Maintenance, by close liaison with the asbestos consultant who should be sought for advice 
in every instant;  
 
• Assess areas prior to projects starting to identify any known risk from asbestos by 
interrogating the Asbestos Register and, if appropriate, requesting via the Asbestos 
Manager, a localised Refurbishment and Demolition survey;  
 
• Halt work and inform staff if suspected asbestos material is discovered during the course 
of a project and seek advice from the Asbestos Manager;  
 
• Implement the recommendations of the Asbestos Manager;  
 
• Inform staff and contractors of the location of any known asbestos affecting a project;  
 
• Ensure that all consultants / contractors employed by the School have trained their staff in 
asbestos awareness, consult with the Asbestos Manager as required;  
 
• Ensure that all project information is passed to the Asbestos Manager at completion and 
project handover;  
 
• Check that contractors have reviewed the Asbestos Register and Surveys prior to 
commencement of work.  
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Within BWAF there may be employees that request, procure or actually carry out works that 
may disturb ACMs. Roles such as the Head of Academy and Site Managers.  They shall:  
 
• Attend all training as instructed by the Asbestos Manager;  
 
• Ensure that staff under their control have sufficient and suitable initial and updated 
training with respect to asbestos issues where appropriate, and liaise with the Asbestos 
Manager;  
 
• Adhere to BWAF Asbestos Policy ensuring that staff under their control do the same;  
 
• Assess areas prior to works starting to identify any known risk from asbestos by 
interrogating the asbestos register and, if appropriate, requesting via the Asbestos Manager, 
a Refurbishment and Demolition survey;  
 
• Halt work and inform staff if suspected asbestos material is discovered during the course 
of any works and seek advice from the Asbestos Manager; 
 
• Implement the recommendations of the Asbestos Manager;  
 
• Inform maintenance staff and maintenance contractors of the location of any known 
asbestos that may affect works scheduled to be undertaken;  
 
• Ensure that the asbestos register is interrogated by all maintenance staff prior to them 
undertaking maintenance tasks;  
 
• Ensure that all maintenance contractors employed by the School have trained their staff in 
asbestos awareness, consult with the Asbestos Manager as required;  
 
• Liaise with the Asbestos Manager in the event of an uncontrolled escape of asbestos 
fibres.  

 
Project Managers and Contractors are responsible for:  
 
• Ensuring that any work that may disturb or damage a material containing asbestos is 
avoided;  
 
• Contacting the Asbestos Manager and ensuring that the BWAF Asbestos Management Plan 
is adhered to when work cannot be completed without disturbing asbestos;  
 
• Halting work and seek advice from the Asbestos Manager if suspected asbestos material is 
discovered during the course of the works;  
 
• Adherence to the BWAF Asbestos Management Policy;  
 
• Reporting immediately to the Asbestos Manager any materials suspected to contain 
asbestos where the materials have been disturbed or damaged, or where works are likely to 
be undertaken that may affect such materials.  
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Contractors 
  
All contractors undertaking asbestos removal, construction works, maintenance tasks or 

security installations shall confirm that all their operatives have undertaken asbestos 

awareness training in the last 12 months. 

Reporting Damage  
 
All staff have a general responsibility to report structural damage and defective fixtures and 
fittings to the Site Supervisor. It is the responsibility of all employees and contractors to 
report any suspected or damaged asbestos containing material to the Asbestos Manager.  
Where material is found that is thought to be asbestos, the Asbestos Information Request 

Form should be completed and forwarded to the Asbestos Manager. 

Removal of Asbestos  
For the avoidance of doubt, BWAF has the policy that no employees of BWAF will remove 

asbestos. 
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Closed Circuit Television Systems (CCTV) Procedure 

Closed Circuit Television Systems (CCTV) are installed in many schools however, prior to 
being installed, and when installed at any Boston Witham Academies Federation Schools 
(BWAF) or other building the following procedure will be adhered to at all times.    
 
Any new CCTV systems will be introduced in consultation with staff, the board of 
Governors, recognised Unions and any parents association.   
 
Where systems are already in operation, their operation will be reviewed regularly in 
consultation with staff, the board of Governors recognised Unions and any parents 
association.  
 
The purpose of this procedure is to regulate the use of CCTV and its associated technology 
in the monitoring of both the internal and external environments of the premises under the 
remit of any Academy and or building within The Boston Witham Academies Federation 
portfolio. 
 
CCTV systems may/are installed (both internally and externally) in premises for the purpose 
of enhancing security of the building and its associated equipment as well as creating a 
mindfulness among the occupants, at any one time, that a surveillance security system is in 
operation within and/or in the external environment of the premises during both the daylight 
and hours of darkness every day.  
 
CCTV surveillance is intended for the purposes of:   
 promoting the health and safety of staff, pupils, contractors and visitors;  
 protect the pupils and staff in the school; 

 protecting the buildings and assets, both during and after work hours; 
 preventing bullying;  
 deter incidences of crime and anti-social behaviour (including theft and vandalism); 
 assisting in identifying, apprehending and prosecuting offenders; 
 assist in managing the school; and  
 ensuring that the BWAF rules are respected so that the school can be properly managed.   
 
Statement of intent with use of CCTV  
 

 The CCTV scheme will be registered with the Information Commissioner under the terms 
of the General Data Protection Regulations and associated Codes of Practice. 

 The Academy will treat the system and all information, documents and recordings 
obtained and used as data which are protected by the Act and Regulations. 

 Cameras will be used to monitor activities within the Academy, the grounds and other 
public areas to identify criminal activity actually occurring, anticipated, or perceived, and 
for the purpose of securing the safety and well-being of the Academy pupils, staff and 
visitors. 
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 Any static cameras will not be focused on private homes, gardens and other areas of 
private property. 

 Materials or knowledge secured as a result of CCTV will not be used for any commercial 
purpose.  Copies of incidents will only be released to the media for use in the 
investigation of a specific crime and with the written authority of the police.   

 Copies of incidents will never be released to the media for purposes of entertainment. 
 Planning and design of CCTV will endeavour to ensure maximum effectiveness and 

efficiency, but it cannot be guaranteed that the system will cover or detect every single 
incident taking place in the areas of coverage. 

 Information signs as required by the Code of Practise of the Information Commissioner 
have been placed at various points round the Academy.  Each Academy will update this 
section of the procedure. 

 Cameras are focused on the areas detailed below and are NOT located in any discrete 
areas such as toilets or changing rooms. 

 When viewing CCTV recordings, only those authorised and detailed below are present. 
 
Recording Procedures 
 

 Any recordings for evidential purposes must be sealed, witnessed, signed by the Head of 
Academy or their associate, dated and stored in a separate, secure, evidence bag. 

 Only authorised persons are permitted to be present when a recording is made, or when 
an incident is reviewed. 

 Any recordings may be viewed by the Police in the detection of crime and by authorise 
officers of the Local Authority, in agreement and where necessary in the presence of the 
Head of Academy or their associate in their absence. 

 Any release of recordings to the Police or authorised applicants will only be undertaken 
with a full and formal record. 

 Requests from the Police must be made under the required section of the Data 
Protection Regulations. 

 Any such recordings provided as evidence will only be released to the Police on the clear 
understanding that it remains the property of the Academy, and both the recording and 
the information contained on it are to be treated in accordance with the Legislation in 
place and this Procedure.   

 The Academy retains the right to refuse permission for the Police to pass to any other 
person the tape or any part of the information contained thereon.  On occasions when a 
Court requires the release of an original recording, this will be provided by the Academy. 

 If the Police require the Academy to make and retain recordings for possible use as 
evidence in the future, such recordings will be securely stored until they are needed by 
the Police. 

 Applications received from outside bodies (e.g. Solicitors) to view or release recordings 
will be referred to the Head of Academy.  In these circumstances recordings will 
normally be released where satisfactory documentary evidence is produced showing that 
they are for legal proceedings, a subject access request, or in response to a Court Order.  
A fee may be charged in such circumstances. 
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BWAF and the Local Board of Governors 
 
 BWAF and the Board of Governors for each individual Academy has a statutory 

responsibility for the protection of its property, equipment and other plant as well 
providing a sense of security to its employees, students and visitors to its premises.  

 The Board of Governors have a duty and responsibility to ‘hold the Head of Academy’ to 
account and question any such decisions of installation to ensure that it is appropriate 
and that consideration has been applied to the required extent to ensure dignity and 
protection of persons within the environment e.g. safeguarding, protection of vulnerable 
persons etc. 

 The Head of Academy will provide a copy of this CCTV Procedure on request to staff, 
students, parents and visitors to the school.   

 The Head of Academy will provide to any office based staff and visitors upon request 
copy if this procedure, or make the procedure readily available within the office 
environments. 

 
Heads of Academy are responsible for: 
 
 Ensure that any CCTV on site is reported, where required to the Information 

Commissioners Office (ICO) and any required fees are paid.   
https://ico.org.uk/for-organisations/register/self-assessment/ 
 

 Ensuring that all interested parties are fully aware of any decision to install new CCTV 
systems. 
 

 Document such cascading of information and detail and objections, and any feedback or 
information provided after such objections. 
 

 Will work with the Chief Financial Officer to ensure Privacy Impact has been 
completed for the premises. 
 

 Liaising with the Site Manager to ensure that any CCTV installation is appropriate. 
 

 Feedback to their Board of Governors who may question their decisions, application of 
procedures and formally and accurately respond to such questions and queries. 

 
Chief Financial Officer is responsible for: 
 

 Ensuring that any CCTV /security installation contractors have been formally approved 
and are on their approved contractor list. 
 

 Arranging such approved contractors to undertake works if required. 
 

 Ensuring that the Head of Academy has reported, where required to the ICO the use 
of CCTV, and that required fees have been paid. 

 
 

 Working with the Head of Academy with regards to following the general advice within 
this procedure and to support and advise accordingly, and ensure the Privacy impact has 
been completed. 
 

https://ico.org.uk/for-organisations/register/self-assessment/
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 Ensuring where contractors are used to install, service and maintain CCTV, only those on 
the approved contractor list are employed. 

 
 Following requirements of Control of Contractors Procedure. 

 

 Ensuring all general principles are followed at all times onsite. 
 

 Ensuring during active monitoring (audits) that CCTV signage is formally, appropriately 
fixed and legible at all times. 

 
Site Managers are responsible for: 
 

 Working with the Chief Financial Officer to ensure appropriate signs are in place with 
regards to CCTV provision on site. 
 

 Following requirements of Control of Contractors Procedure for any works which are 
required in line with CCTV e.g. installation, servicing, and or maintenance. 

 
 Supporting the Chief Financial Officer to ensure that the general principles of this 

procedure are followed at all times on site. 
 

 Undertaking any duties within their competency as directed by the Head of Academy 
or Chief Financial Officer. 
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Specific information for the premises: 
 

 At [name of Academy/Premises] there are [number of cameras] fixed cameras installed. 
 The location of the cameras are as follows [insert all locations of the cameras e.g. main 

entrance and common areas]. 

 All cameras are monitored from [insert where e.g. central location] and only available to 
[details of staff who will have access]. 

 The CCTV system will be operated [time of operation] [number of days] days of the 
year. 

 The CCTV system has been installed by [name of installer]. 
 The CCTV system is maintained by [name of company maintaining] at frequencies of 

[how frequent maintenance is]. 

 At all times protecting data is our concern, and the most up to date legislation for 
protecting data is followed at all times. 

 Any complaints about the CCTV system should be addressed to [name and job role]. 
 Any complaints will be investigated and responded to as appropriate to the nature of the 

query or complaint. 
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APPENDIX 1 – Notification of CCTV by way of Signage 
 
 

        
 
Signs advising of the use of CCTV must be in place at any premises where CCTV is used. 
 
Appropriate locations for signage will include: 
 at entrances to premises i.e. external doors, school gates  
 reception area 
 at or close to each internal camera 
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APPENDIX 2 - PRIVACY IMPACT ASSESSMENT 
 

Before installing a new CCTV system, it is recommended that a documented privacy impact 
assessment is carried out.  
 
This is an important procedure to adopt as a contravention may result in action being taking 
against a company by the Office of the Data Protection Commissioner, or may expose a 
company to a claim for damages from a student/staff member/visitor.   
 
Some of the points that might be included in a Privacy Impact Assessment are: 
 What is the purpose for using CCTV images?  What are the issues/problems it is meant 

to address? 
 Is the system necessary to address a pressing need, such as staff and student safety or 

crime prevention? 

 Are the CCTV cameras intended to operate on the outside of the premises only? 
 Is it justified under the circumstances? 
 Is it proportionate to the problem it is designed to deal with? 
 Is it intended that CCTV cameras will operate inside of the building? 
 Are internal CCTV cameras justified under the circumstances? 
 Are internal CCTV cameras proportionate to the problem they are designed to deal with? 
 What are the benefits to be gained from its use? 

 Can CCTV systems realistically deliver these benefits?  Can less privacy-intrusive 
solutions, such as improved lighting, achieve the same objectives? 

 Does the premises need images of identifiable individuals, or could the system use other 
images which are not capable of identifying the individual? 

 Will the system being considered deliver the desired benefits now and remain suitable in 
the future? 

 What future demands may arise for wider use of images and how will they be 
addressed? 

 Is the school/ETB, the data controller for the entire CCTV system?. 
 Where a management company is in place, are you satisfied that it complies with the 

Data Protection Regulations with regard to the processing of images of staff, students 
and visitors to your school captured on any CCTV systems under its management? 

 What are the views of those who will be under CCTV surveillance? 
 What could be done to minimise intrusion for those whose images may be captured, 

particularly if specific concerns have been expressed? 

 How have staff, students and visitors been assured by the School that they will not be 
monitored and that the CCTV system will be used only for the stated purposes? 

 Does the company procedure on the use of CCTV make it clear that staff (teaching and 
non-teaching) will not be monitored for performance or conduct purposes? 

 Have the views of staff & students regarding the location of cameras been taken into 
account? 

 Can the location of each internal camera be justified in accordance with the overall 
purpose for the use of the CCTV system? 

 Has appropriate signage been erected at the location of each internal camera indicating 
that recording is taking place and outlining the purpose of such recording? 

 Who will have access to the system and recordings/images? 

 What security measures are in place to protect the CCTV system and recordings/images? 
 Are those who will have authorised access to the system and recordings/images clear 

about their responsibilities? 
 Are the camera monitors kept out of view of staff, students and visitors and is access to 

the camera monitors restricted to a limited number of staff on a ‘need to know’ basis? 
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 Is the room(s) which houses the camera monitors and the CCTV system securely locked 
when unattended? 

 Is there a procedure in place to ensure that recordings/images are erased or deleted as 
soon as the retention period (28 days) has expired? 

 Is there a procedure in place for handling requests for access to recordings/images from 
Police? 

 Will appropriate notices be in place to ensure that individuals know that they are being 
monitored? 

 Does the company have a data protection policy?  Has is been updated to take account 
of the introduction of a CCTV system? 

 Does the company have a procedure in place to handle access requests seeking a copy 
of images recorded by the CCTV system (within the statutory timeframe of forty days)? 

 Has the right of access been communicated to staff, students and visitors? 

 Has the premises communicated its policy on the use of CCTV to staff, students and 
visitors and how has this been done? 

 How are new students and new staff informed of the school’s policy on the use of CCTV? 
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Confined Spaces Procedure 

The definition of a confined space includes any space of an enclosed nature where there is a 
risk of death or serious injury from hazardous substances or dangerous conditions (e.g. lack 
of oxygen). 
 

The Boston Witham Academies Federation has a responsibility to avoid work in confined 
spaces wherever possible, i.e. by ensuring that the work can be done from outside.  
However, where work in confined spaces cannot be avoided, the following procedure will be 
followed: 
 

Trust Site Manager will ensure: 
 

 The Control of Contractors procedure is followed and competent contractors are 
available for Academies to use with regards to working in confined spaces. 

 Support and advice to Academies and premises where confined spaces may be present 
is available. 

 They are aware of any confined spaces which are present on sites. 
 Suitable and sufficient risk assessments are in place for any works which involve 

confined spaces.  Such risk assessments must include emergency procedures, rescue 
equipment etc. 

 Suitable and sufficient risk assessments and supporting documents are provided by any 
contractors used prior to work starting.  Such risk assessments must include emergency 
procedures, rescue equipment etc. 

 Competent contractors are used who hold the appropriate qualifications, experience and 
overall competency to undertake the works. 

 Contractors used are authorised as per Control of Contractors Procedure. 

 Any risk assessments completed and provided are cascaded to any persons who require 
that information, and evidence of cascade obtained. E.g. signature sheets. 

 That emergency and rescue equipment is in place prior to work starting, and prohibit 
any works where such emergency and rescue equipment is not in place. 

 Any works outside their competency are discussed and appropriate actions are taken. 
 Site staff are aware of implications and control measures of confined working. 
 They follow the safe system of work in place. 
 They understand and initiate the emergency arrangements, as necessary. 
 They report any defects or shortcomings in arrangements. 
 
Site Managers will ensure they support the Trust Site Manager with: 
 

 Suitable and sufficient risk assessments are in place for any works which involve 
confined spaces.  Such risk assessments must include emergency procedures, rescue 
equipment etc. 

 Suitable and sufficient risk assessments and supporting documents are provided by any 
contractors used prior to work starting.  Such risk assessments must include emergency 
procedures, rescue equipment etc. 
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 Competent contractors are used who hold the appropriate qualifications, experience and 
overall competency to undertake the works. 

 Contractors used are authorised as per Control of Contractors Procedure. 
 Any risk assessments completed and provided are cascaded to any persons who require 

that information, and evidence of cascade obtained. E.g. signature sheets. 

 That emergency and rescue equipment is in place prior to work starting, and prohibit 
any works where such emergency and rescue equipment is not in place. 

 Any works outside their competency are discussed with the CFO. 
 Site staff are aware of implications and control measures of confined working. 
 They monitor and support contractors on site whilst any confined space work is 

undertaken, in line with requirements of the risk assessments and associated 
documents. 

 They are aware of the controls required and the emergency and rescue controls for the 
work. 

 They provide support and guidance to the contractors completing any confined space 
work. 

 They do not undertake works in a confined space without the approval of Trust Site 
Manager. 

 Report to the Head of Academy or Trust Site Manager any queries, concerns or problems 
which may arise. 

 Following the safe system of work in place. 
 Understanding and initiating the emergency arrangements, as necessary. 
 Report any defects or shortcomings in arrangements, and particularly in control 

measures immediately. 
 
Risk assessment and safe systems to be followed, will include but may not be 
limited to: 
 
 Exceptional constraints as a result of the physical layout, ensure that employees are of 

suitable build, do not suffer from claustrophobia and are fit to wear breathing apparatus. 

 Ensuring the effective isolation of mechanical and non-mechanical, e.g. electrical, 
services; 

 Ensuring that the confined space is effectively cleaned or purged before entry; 
 Ensuring safe access and exit, particularly if those completing the task are to wear bulky 

equipment; 

 Ensuring that the confined space remains adequately ventilated; 
 Arranging for a competent person to test the air as often as necessary, as determined by 

the suitable and sufficient assessment, to check that it is free from both toxic and 
flammable vapours and that it is fit to breathe; 

 Providing special equipment, e.g. non-sparking tools and specially protected lighting, 
where flammable or potentially explosive atmospheres are likely, etc.; and 

 Providing breathing apparatus, where necessary, if the air inside the confined space 
cannot be made fit to breathe. 

 Details of adequate emergency arrangements before the work starts, i.e. to cover the 
necessary equipment, training and practice drills. 

 Ensuring adequate systems in place to enable communication between people inside and 
outside the confined space and to summon help in an emergency. 

 Ensure someone is positioned outside the confined space to keep watch and to 
communicate with anyone inside, raise the alarm quickly in an emergency, and take 
charge of the rescue procedures. 
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 Use/implement a permit-to-work system where appropriate, to ensure a formal check is 
undertaken to make sure all the elements of a safe system of work are in place before 
people are allowed to enter or work in the confined space. 

 Provision of suitable rescue and resuscitation equipment. 
 Will ensure that rescuers are properly trained, sufficiently fit to carry out their task, 

ready at hand, and capable of using any equipment provided for rescue, e.g. breathing 
apparatus, lifelines and fire-fighting equipment. 

 Any adjacent plant is shut down before any rescue is attempted. 
 Will ensure that there are trained first aiders available to make proper use of any 

necessary first-aid equipment provided. 

 Have procedures and details in place to ensure that the emergency services are made 
aware of an incident and ensure that the relevant information is provided to them on 
arrival. 
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Working with Construction (Design and Management) Procedure 

The Construction (Design and Management) Regulations identify various duty holders and 
their roles to ensure health and safety is managed throughout the design and construction 
phase of a project.  These duty holders include client, domestic client, principal designer, 
designer, principal contractor, contractor and worker.  To ensure clarity and consistency 
throughout the BWAF portfolio, all persons are required to follow this procedure regarding 
contractors undertaking major works on site, as well as smaller projects. 
 
Trust Site Manager is responsible for: 

 Producing, updating, reviewing and cascading contractors who are suitable to be used 
and have had ‘due diligence’ checks – see Control of Contractors procedure. 

 Keeping an oversight of all projects where CDM is applicable, including non-notifiable 
projects. 

 Notifying or ensuring the notification to the HSE by way of an F10 for any notifiable 
projects is in place prior to the project commencing. 

 Ensure that competent persons are employed or contracted to work when undertaking 
maintenance and construction works. 

 Appointing in writing the appropriate duty holders for the duration of the project, from 
design to completion, prior to work commencing.  Including where necessary a Principal 
Designer, Designer, Principal Contractor, and Contractor. 

 Liaising with principal designers, designers, principal contractors, contractors as 
appropriate and including attending pre-start and construction phase health and safety 
meetings, and provide relevant pre-construction information as required.  Or appointing 
a competent person to undertake this on their behalf. 

 Obtaining, reviewing and commenting upon risk assessments, method statements and 
safe systems of work for the project, prior to the commencement of the project.  Or 
appointing a competent person to undertake this on their behalf. 

 Discussing any requirements with the site, to ensure that on site staff are aware of any 
controls needed, or what they need to do to support the Estates Team with that project. 

 Visit the project at regular intervals, dependent upon the scale and complexity of the 
project the frequency may vary.  Or appoint a competent person to undertake this on 
their behalf.  

 Reporting any non-compliances to the contractor, or their employer. 
 Stopping works which are not in line with the risk assessments, safe systems of work 

and /or method statements. 

 Ensuring all duties required to be completed as “the Client”, or any other duty holder, 
are fully undertaken. 

 Obtaining the health and safety file from the principal contractor upon completion of the 
project. 

 Providing assistance to Site Managers on matters relating to CDM, and ensuring that 
relevant information is communicated to the aforementioned. 
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 Ensuring that any queries regarding works major or minor are raised to ensure the 
appropriate approved contractor and procedure is followed. 

 Ensure that risk assessments and method statements / safe systems of work are 
documented for all maintenance and construction activities undertaken by Site 
Managers, and that these are communicated to the relevant persons with records 
maintained as evidence of communication e.g. signature sheet. 

 Where a contractor has been appointed ensure that copies of risk assessments, method 
statements, and insurance certificates are forwarded with the findings of the risk 
assessments and any controls required are cascaded to the appropriate Head of 
Academy and Chief Financial Officer prior to works commencing. 

 Obtaining, reviewing and commenting upon risk assessments, method statements and 
safe systems of work for any project or works they have arranged, prior to the 
commencement of the project. 

 Monitoring the activities undertaken by Site Managers, and ensure they are 
undertaking their duties accordingly and in line with BWAF policies and procedures. 

 Taking appropriate management action if onsite staff are not following BWAF policies 
and procedures.  E.g. refer to HR procedures for further information. 

 
Site Managers are responsible for: 
 

 Only undertaking maintenance activities for which they are qualified, experienced, 
authorised and competent to undertake. 

 Following the provided training at all times.  
 Providing site induction to all contractors upon first arrival on site, and recording this – 

please refer to Control of Contractors Procedure. 

 Ensure that copies of risk assessment/s and / or method statement/s and their insurance 
have been received from the Trust Site Manager.  If these have not been provided, 
then contact the Trust Site Manager to arrange for copies to be sent immediately, 
before work commences. 

 Follow advice from the Trust Site Manager as appropriate to ensure the CDM project 
is undertaken in line with legal, site and BWAF requirements. 

 Assist the Trust Site Manager with identifying and undertaking risk assessments and 
method statements / safe systems of work as requested.  and 

 Report to the Trust Site Manager any areas of concern, including observed unsafe 
working or working in a non-approved way by contractors e.g. not following risk 
assessments, safe systems of work and method statements. 

 Providing site induction to all contractors upon first arrival on site, and recording – 
please refer to Control of Contractors Procedure. 

 Follow, and co-operate with, all relevant policies, procedures and risk assessments in 
place when undertaking any works which are covered by CDM. 
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Appendix 1 – Duty Holders and their duties 

Duty holders as defined by the CDM Regulations. It is likely the organisation could undertake 
one or more of the following roles: 
 

Clients: 
 
Note - The client will be BWAF, however site supervisors or in their absence, 
caretakers, will have responsibility for the day to day progression of the project 
as the Estates Team will not be on site each day. 
 
 Will make suitable arrangements for managing a project, including the allocation of 

sufficient time and other resources; 
 

 Will ensure that these arrangements are maintained and reviewed throughout the 
project; 

 

 Will provide pre-construction information as soon as is practicable to every designer and 
contractor appointed, or being considered for appointment, to the project; 

 

 Will ensure that, before the construction phase begins, a construction phase plan is 
drawn up by the contractor if there is only one contractor, or the Principal contractor; 

 

 Will ensure that the Principal designer prepares a health and safety file for the project, 
which is revised from time to time to incorporate any new information; 

 

 Will, if there is more than one contractor, appoint in writing, a Principal designer and a 
Principal contractor, before the construction phase begins; and 

 

 Will, where a project is notifiable, give notice in writing to the Executive as soon as is 
practicable before the construction phase begins. 

 
A project is notifiable if the construction work is scheduled to: 
 

 Last longer than 30 working days and have more than 20 workers working 
simultaneously at any point in the project; or 

 

 Exceed 500 person days. 
 
All designers or contractors appointed to work on a project must have the skills, knowledge 
and experience and, if they are an organisation, the capability to fulfil the role in a manner 
that secures the health and safety of any person affected by the project.   

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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Contractors: 
 

 Will not carry out construction work unless satisfied that the client is aware of their 
duties; 

 

 Will plan, manage and monitor construction work carried out under their control; 
 

 Will, where there is more than one contractor working on a project, ensure there is 
coordination with others involved; 

 

 Will provide each worker under their control with appropriate supervision, instructions 
and information; 

 

 Will check that suitable and sufficient welfare facilities have been provided and are being 
maintained; and 

 

 Will prepare a construction phase plan where we are the only contractor on the project. 
 

Principal Contractors: 
 
 Will, before setting up a construction site, draw up a construction phase plan; 
 

 Will ensure that the construction phase plan is appropriately reviewed, updated and 
revised from time to time; 

 

 Will plan, manage and monitor the construction phase and coordinate matters relating to 
health and safety during the construction phase; 

 

 Will organise cooperation between contractors; 
 

 Will ensure suitable site induction is provided; 
 

 Will take necessary steps to prevent access by unauthorized persons to the construction 
site; 

 

 Will ensure welfare facilities are available on the first day of work and throughout the 
construction phase.  In addition, ensure that the welfare facilities are of sufficient size to 
accommodate all those on site who will use them, and ensure they are adequately 
cleaned and maintained; and 

 

 Will make and maintain arrangements to ensure all those engaged in construction work 
cooperate effectively and consult on matters connected with the project which may affect 
their health and safety. 

 

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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Designers: 
 

 Will not commence work in relation to a project unless satisfied that the client is aware of 
their duties; 

 

 Will eliminate, take steps to reduce or foreseeably control the risks that may arise during 
construction and the maintenance and use of a building once it is built; and 

 

 Will provide sufficient information to other members of the project team to adequately 
assist them to comply with their duties. 

 
Principal Designers: 

 

 Will plan, manage and monitor the pre-construction phase and coordinate matters 
relating to health and safety during the pre-construction phase; 

 
 Will prepare a health and safety file; and 
 

 Will ensure that the health and safety file is appropriately reviewed, updated and revised 
from time to time. 

 

Workers: 

 Must take care of their own health and safety and that of others who may be affected by 
their actions; 

 

 Must report anything they see which is likely to endanger their own or others health and 
safety; and 

 

 Must co-operate with their employer, other workers, contractors and other duty holders. 
 
The Regulations contain general requirements for all construction sites that must be 
complied with, including: 
 

o Safe places of construction work; 
o Good order and site security; 
o Stability of structures; 
o Demolition and dismantling; 
o Explosives; 
o Excavations; 
o Cofferdams and caissons; 
o Reports of inspections; 
o Energy distribution installations; 
o Prevention of drowning; 
o Traffic routes; 
o Vehicles; 
o Prevention of risk from fire, flooding or asphyxiation; 
o Emergency procedures; 
o Emergency routes and exits; 
o Fire detection and fire-fighting; 
o Fresh air; 
o Temperature and weather protection; and 
o Lighting 

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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The Boston Witham Academies Federation 

 Control of Contractors Procedure 

Both employers and contractors have responsibilities under health and safety legislation. This 
procedure will ensure that contractors comply with BWAF’s Health and Safety Management 
System whilst working on site, and that suitably competent contractors are appointed. 
Contractors will be employed for all forms of maintenance, servicing, repair and improvement 
works which are outside the scope of competency and job description of BWAF Site 
Supervisors and Site Managers. 

Contractors should not work on site without being authorised / approved by the Trust Site 
Manager or Chief Financial Officer. 

At BWAF we recognise in essence two types of contractors.  Those with 5 or more staff, where 
legal requirements for documented Health and Safety Policy, documented risk assessments 
are required and those contractors who have 4 or less staff where there is the legal duty to 
undertake risk assessments etc. but not necessarily to document.  We do not wish small, local 
service providers to be disadvantaged and unable to work with BWAF.  Therefore, the Trust 
Site Manager / Cheif Financial Officer will undertake appropriate due diligence checks in 
accordance with the size of the business, and the legal requirements.  Regardless of the size 
of the business, checks will ensure that the contractors can be deemed as ‘competent’, and 
will be ‘signed off’ by a member of the Estates Team. 

Should any Academy wish the Trust Site Manager / Cheif Financial Officer to consider a local 
contract provider, please ensure that the ‘contractor selection questionnaire’ is provided to 
the Trust Site Manager / Cheif Financial Officer along with any required supporting document 
for their consideration.  Any Academies who provide a ‘contractor selection questionnaire’ 
(Annex I) must receive a formal positive response prior to works being arranged. 

Trust Site Manager is responsible for: 

 Reviewing and selecting contractors who are appropriately qualified, experienced and 
competent for works to satisfy themselves that the contractor can do the job safety 
and without risk to health of themselves or others who may be affected by their 
actions, or omissions. 

 Ensure prior to works commencing DBS clearance has been provided, or inform the 
Academy if an escort on site is required. 

 Providing or making available a list of approved contractors available to any 
stakeholder who may reasonably request it. 

 Ensuring that required risk assessments, safe systems of work and method statements 
are provided for the job to be undertaken prior to the work commencing.  Any feedback 
is to be provided to relevant contractors.  Providing copies of such document to the 
Head of Academy or Site Manager as necessary.   

 Ensuring that such documents include Emergency Action Plans and to review these to 
ensure they are commensurate to the works being undertaken. 
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 Monitoring works or providing guidance to Site Managers so that on-site observations 
can be made of the contractors working on a daily basis.  Using monitoring and or 
auditing to support, to ensure that communication, co-operation and co-ordination 
continues throughout the whole project to ensure that any risks are quickly identified 
and appropriate controls are put into place. 

 Being the link for technical jobs to ensure that both the Academy staff and the 
contractors are aware of the projected works and any health and safety implications 
which may be relevant to either party. 

 Providing all potential contractors with as much information as early as possible 
regarding the works, the standards and BWAF expectations of them.  E.g. Agreeing 
any measures needed to control risk with the contractor before work starts, such as 
advising of the presence of asbestos containing materials.  

 Ensure as much as possible and major works, with likely Academy disruption are 
scheduled in the holiday periods.  When this is not possible, due to an emergency, 
work with the Head of Academy and Site Manager to ensure the health safety and 
welfare of staff, pupils and visitors alike. 

 Prior to ‘release’ and ‘sign off’ of the project, ensuring that installations and works 
meet the required standards in regards to legal aspect as well as specification issued 
by BWAF. 

 Identifying all aspects of the work where a contractor is required.  Considering 
competency, qualification and experience of their site staff.   

 Where minor works – e.g. plumbing repairs, etc. to appoint approved contractors from 
the approved contractor list.   

 When major or project works are required – e.g. legionella testing, fire risk 
assessments, extensions etc. to liaise with the CFO to arrange and appoint contractors 
for project work. 

 Where the Site Manager / Head of Academy has appointed the contractor, ensure that 
all potential contractors are provided with information at the earliest possible 
opportunity and make sure they know and understand the standards expected of them 
and the scope of the works. 

 Where the Site Manager / Head of Academy has arranged the works, ensure that 
copies of risk assessments, safe systems of works, method statements are provided 
by the contractor (if not already on the system) for the works to be undertaken.   

 On receipt of such documents, ensure they are suitable and sufficient for the works to 
be undertaken.   

 Monitor the activities undertaken by the contractors.  The CFO, Head of Academy, 
Trust Site Manager and Site Managers can all provide monitoring, and ensure 
contractors are undertaking their duties accordingly. 

 Providing clear instructions, information and adequate training for Site Managers. 
 Agreeing any measures needed to control risk with the contractor before work starts, 

among other things to ensure that contractors are aware of hazards on site, e.g.  
providing contractors induction, such as location of any asbestos, fire procedure, first 
aid procedures, emergency action plan etc. (template document is provided – Annex 
II).  

 Consulting with Head of Academy and Site Managers on health and safety matters and 
how the contractor’s work will affect their health and safety, making sure they know 
how to raise any concerns they may have about the contractors and their work. and 

 Ensure that permits to work are arranged and completed as required. 
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Site Managers are responsible for: 

 Providing site induction to all contractors upon first arrival on site, and recording this, 
including ensuring any relevant safe systems of work are issued. 

 Ensure DBS clearance is in place, or provide an escort on site is required. 
 Ensure that any required permits to work are issued as part of the induction. 
 Where the contractor has been appointed by the Trust Site Manager to carry out 

planned works, the Site Manager should ensure that copies of risk assessment/s and 
/ or method statement/s and their insurance have been received from the Trust Site 
Manager.  If these have not been provided, then contact the Trust Site Manager to 
arrange for copies to be sent immediately, before work commences. 

 Taking prompt and appropriate action if contractors are observed working not in 
accordance with their risk assessments, or safe systems of work / method statements.  
Such issues are to be raised to the Trust Site Manager so that suitable contractors are 
monitored. 

 Reporting to the Trust Site Manager any areas of concern, including observed unsafe 
working or working in a non-approved way by contractors e.g. not following risk 
assessments, safe systems of work and method statements. 

 Reporting any defects or shortcomings in arrangements, and particularly in control 
measures, to their Supervisor or Manager immediately. 

 Ensuring they are aware of the risk assessments and / or method statement/s and any 
necessary controls to be aware of, before work commences. 

 Reporting to the Head of Academy / Trust Site Manager or CFO any areas of concern, 
including observed unsafe working or working in a non-approved way by contractors 
e.g. not following risk assessments, safe systems of work and method statements. 

 

Further information - HSG159: Managing Contractors (www.hse.gov.uk)
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ANNEX I- Contractor Selection Questionnaire (H&S) 

This form is to be completed by all contractors and sub-contractors working on behalf of The 

Boston Witham Academies Federation (BWAF).  Failure to provide adequate information may 

mean that the contractor or sub-contractor may be removed from BWAF’s approved list of 

contractors. 

Company Details 

Company name: 

Name of contact(s): 

Address: 

 

 

 

Telephone number: 

Fax number: 

e-mail: 

Work activities undertaken: 

 

 

 

Health and Safety Yes No 

Does your company have a health and safety policy?   

Is the policy regularly reviewed and signed by a person in authority?   

Does your company have risk assessments for the above activities?   

Does your company have a health and safety training programme?   

Does your company have a procedure for reporting/investigating 

accidents? 

  

Has your company had any RIDDOR reportable accidents in the last 3 

years? 

  

Has your company had any improvement/prohibition notices in the last 

3 years? 

  

Has your company been prosecuted in the last three years?   
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Is your company a member of any trade or professional bodies?   

Declaration 

I confirm that the information provided on, and in support of, this contractor selection 

questionnaire is correct at the date of submission.  I acknowledge that The Boston Witham 

Academies Federation (BWAF) may wish to verify this information at a later stage. 

 

To be completed by BWAF Trust Site Manager / Cheif Financial Officer 

With the information provided, this contractor has/ has not been added to the Approved 

Contractor List. 

Confirmation of the decision has been sent to: 

Contractor spoke to Name:…………………………………………………   

on Date:…………………………………… 

By 

Name: 

 

Signature: 

 

Date: 

 

 

Please supply copies of the following evidence: 

 Health and safety policy statement 
 Risk assessments (relevant to tender) 
 Training records (3 x random) 
 Procedure for reporting/investigating accidents 
 Insurance details (employers and public) 
 Membership of trade or professional bodies 

 

Return the form and attachments to: 

 
The Boston Witham Academies Federation 
Marian Road 
Boston 
Lincolnshire  
PE21 9HB 
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ANNEX II – Contractor Induction  

Welcome to:  
 

Your Host is:  
 

Asbestos The location of asbestos within this site is: (if no asbestos please mark N/A) 
 
 
 
 
 
 

First Aid Should you suffer ill health or an accident on site, you should immediately 
report to: 
 
First aiders on site today are: 

 . 
 . 
 . 

 . 
 

For the protection of our pupils and staff members, your working area must 
be kept tidy at all times, and we ask you follow a ‘clean as you go’ method. 
 
The safety of our pupils is paramount, therefore items such as craft knives, 
Stanley knives, screwdrivers, drills and any other powered equipment must 
not under any circumstances be left unattended – regardless of how long. 
 
If for any reason any of your equipment is mislaid, or lost you are required 
to report this immediately to: 
 
 

Fire We test our fire alarm on Day: 
                                   Time: 
Any other alarm sounding must be treated as a real fire and you must leave 
your work area. 
 
You are working in the following part of the building: 
 
Therefore your nearest final fire exit point is: 
 
 
Once you have left the building, please make your way to the contractor 
assembly point which is located: 
 
 

Welfare Toilets are provided within the Academy, as a Contractor we ask that you 
use the Toilets located: 
 
 
For meals and breaks please go to: 
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Data 
Protection 

It is not expected that you will come into contact with any information, 
however should you over hear or see any document/incident, we politely 
request that this is not discussed outside of this premises.  We take our 
pupil and staff information seriously and on our site ask that you do too. 
 

Safeguarding As part of our safeguarding requirements, you are asked to hold DBS.   
Please detail your DBS number here: 
 
 
If you have any concerns or with to discuss anything with our safeguarding 
team, you should ask to speak with: 
 
 

 

 

 
By signing this document you are confirming that you: 
 

 Have read the information within the Contractor Induction; 
 You agree to follow the requirements at all times; 
 Failure to follow the requirements, may result in us reporting back to your employer; 
 If you have any queries, now or at any time during your visit, please report to your 

host. 
 
 
Name of Contractor:……………………………………………………………………………………………………… 
 
 
 
Company:……………………………………………………………………………………………………………………. 
 
 
 
Signature of Contractor:………………………………………………………………………………………………… 
 
 
 
Name of Host:……………………………………………………………………………………………………………… 
 
 
 
Signature of Host:………………………………………………………………………………………………………… 
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The Boston Witham Academies Federation 

 Disability Access Procedure 

At The Boston Witham Academies Federation (BWAF) we seek to ensure that our practises 

are fully inclusive and we undertake to involve disabled pupils, parents, staff and interested 

members of the local community.  To that end, this Disability Access Plan is required to be 

completed by all Academies, boarding establishments and or offices within the BWAF portfolio. 

Definition of Disability 

The Equality Act 2010 defines a disabled person as someone who has ‘a physical or mental 

impairment which has a substantial and long-term adverse effect on his or her ability to carry 

out normal day-to-day activities’. 

This includes a wide range of impairments or conditions which may be hidden e.g. dyslexia, 

autism, speech and language impairments and Attention Deficit Hyperactivity Disorder 

(ADHD).  These are all likely to amount to a disability, but only if the effect on the person’s 

ability to carry out normal day-to-day activities is substantial and long-term as defined above. 

The equality Act also covers those with severe disfigurements; impairments controlled or 

corrected by the use of medication, prostheses, an aid or otherwise, progressive symptomatic 

conditions, a history of impairment.  Since December 2005 persons with HIV, cancer and 

multiple sclerosis are also covered at the point of diagnosis.  But excluded are those with an 

addiction to or dependency on nicotine, tobacco or other non-prescribed drugs, substances, 

seasonal allergic rhinitis (hay fever) and certain metal illnesses with anti-social consequences. 

BWAFs duty to ensure that disabled people are not treated less favourable in the 

following aspects: 

 Access to the premises and the facilities. 

 Access to the curriculum. 

 Access of associated educational services. 

 Access to training of staff and pupils. 

 Access to meetings for parents, governors and interested persons in the local community. 

 

 

 

Human Resources and all persons with a Management role will ensure 

discrimination is prohibited in: 

 The selection, appointment and promotion of staff. 

 Staff’s conditions of service and training. 
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 Student admissions. 

 Terms on which admission is offered. 

Human Resources will support each Academy by: 

 Provide a corporate development and appraisal procedure for all Academies. 

 Support to ensure that as far as is reasonably practicable no member of staff is 

disadvantaged by reason of his/her disability. 

 Report any such concerns to the Head of Academy or Person in charge of the Premises. 

 Ensure training is sought and details provided to Academies to ensure that staff working 

with disabled members of staff or pupils will be given relevant and appropriate training. 

Heads of Academy will ensure: 

 Produce an Accessibility Equality Plan and publish to the their website. 

 Alert the HR department if support is required with regards to disability access. 

 Contact Estates to liaise if physical changes to the building are required. 

 Personal Emergency Evacuation Plans (PEEPs) are produced for any staff or pupil with 

disabilities requiring consideration with regards to safe evacuation in the event of 

emergency – (see also fire procedure - HSP 016) 

 Provision of educational services – including educational visits and extra-curricular 

activities are as inclusive as possible; 

 Follow the corporate development and appraisal procedure to be followed for staff 

members, which includes where necessary support relevant to the disabled staff members 

individual needs. 

 So far as is reasonably practicable will support students and staff with disabilities are 

provided with access to off-site activities and extra-curricular activities in the Academy. 

 Parents of disabled students receive support and liaison with designated staff members 

who have allocated time and effective communication skills. 

 Work with the Human Resources Department to ensure the accessibility plan for the 

Academy is suitable for the staff and pupils currently working on site. 

Chief Financial Officer will ensure: 

 Provide support to the BWAF portfolio to ensure that ‘reasonable adjustments’ are made. 

 Advise on improvements that may be made to a premise to support and ensure ‘reasonable 

adjustments’ are made. 

 Complete an access audit to the physical aspects of a premise. 

 Work with the Head of Academy, if requested to assess the need and scope of any physical 

improvements of the estate and buildings within. 

 Advice with regards prohibition of discrimination and will support the production of a plan 

for the premises with regard to ensuring that the premises is accessible and that 

‘reasonable adjustments’ are made as required by the Equality Act 2010. 
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The Boston Witham Academies Federation 

 Display Screen Equipment (DSE) Procedure 

The Health and Safety (Display Screen Equipment) Regulations 1992, as amended by the 
Health and Safety (Miscellaneous Amendments) Regulations 2002 require that all users of 
display screen equipment require a suitable and sufficient risk assessment.  In the DSE 
Regulation a “user” is defined as an employee who habitually uses display screen equipment 
as part of their role. 

Head of Academy will: 

 Identify habitual users – who are operators who habitually uses display screen equipment 
as a significant part of their normal work; 

 Provide a copy of the Display Screen Equipment Risk Assessment – Checklist to all habitual 
users and ensure it completion; 

 Review the completed checklist when returned; 
 Ensure that required controls are in place, and if they are not, to ensure that they are put 

into place; 

 If required, provide information and training to ensure the user is aware of how to sit, 
how to position their equipment and what to do if they have any queries; 

 Provide eye and eyesight tests on request, and special spectacles if needed (for DSE use) 
– ensure HR policies which support such eyesight testing are easily and readily available; 

 Review the risk assessment at a time when the user changes or when the equipment or 
positioning of the equipment changes; and  

 Seek further advice from a competent persons should this be necessary. 

Habitual users will: 

 Complete the Display Screen Equipment Risk Assessment Checklist, answering each of the 
questions in relation to their work area; 

 Return the Display Screen Equipment Risk Assessment Checklist at the earliest 
opportunity; 

 Ask if there are any queries during completion of the checklist; 
 Co-operate with the Head of Academy with regards to any requested items to determine 

if they are necessary, and if they will be suitable; 

 Have their eye and eyesight checks undertaken as required by their Optician; 
 Follow the Academy/Trust requirement for eye and eye sight tests, or where individuals 

can make their own arrangements, ensure any necessary receipts are provided to their 
Head of Academy for eye tests and or spectacles as required; and 

 Be responsible for their own workstations and their own health, safety and welfare. 
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DISPLAY SCREEN EQUIPMENT RISK ASSESSMENT - CHECKLIST 
 

Name: Position: 

 
DSE WORKER 

Does a “user” as defined under the DSE Regulations 
operate the workstation? 

YES NO 

If YES, what percentage of his/her working time is spent 
operating the DSE (if intermittent estimate average)? 

% 

 
EQUIPMENT 

1.  Monitor / Screen Make and Model 

Swivel / tilt available? YES NO 

Stable screen Image? YES NO 

Adjustable brightness? YES NO 

Glare / reflection free? YES NO 

REMARKS 

 

 

 

2.  Keyboard Make and Model 

Separate from monitor? YES NO 

Tilt-table? YES NO 

Matt surface? YES NO 

Legible keys? YES NO 

REMARKS 

 

 

 

3.  Work Desk / Surface 

Adequate strength / stability? YES NO 

Work area of adequate size (including space for 
processing of any involved paperwork)? 

YES NO 

Adequate space in front of keyboard to support hands / 
forearms (if applicable)? 

YES NO 

Adequate space for worker to gain a comfortable posture 
during any combined DSE work / paperwork? 

YES NO 

Surface non-reflective? YES NO 

REMARKS 
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4.  Work Chair 

Is chair stable? YES NO 

Seat height adjustable? YES NO 

Back-height / tilt adjustable? YES NO 

REMARKS 

 

 

 

5.  Ancillary Equipment 

Adjustable document holder available if required? YES NO 

Footrest available if required? YES NO 

Suitable task light available if required? YES NO 

REMARKS 

 

 

 
ENVIRONMENT 

6.  Space Requirements 

Adequate for postural changes? YES NO 

REMARKS 

 

 

 

7.  Lighting 

Adequate lighting levels? YES NO 

Glare / reflections present? YES NO 

REMARKS 

 

 

 

8.  Noise 

Causing distractions? YES NO 

Disturbs speech? YES NO 

REMARKS 

 

 

 

9.  Thermal comfort 

Background temperature satisfactory? YES NO 

Humidity adequate? YES NO 

Ventilation adequate? YES NO 

REMARKS 
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USER / COMPUTER INTERFACE 

10.  Software 

Is the software adequate for the task? YES NO 

REMARKS 

 

 

 

11. General Safety 

Electrical hazards? YES NO 

Trip hazards? YES NO 

Is equipment positioned safely? YES NO 

Adequate space to allow for easy access / egress? YES NO 

REMARKS 

 

12. Ill Health 

Upper limb pains or discomfort? YES NO 

Eye or eyesight problems? YES NO 

Fatigue or stress? YES NO 

REMARKS 

 

 

 
REMEDIAL ACTION REQUIRED? 

 

 

 

 

 
WHAT IS THE MOST REASONABLY PRACTICABLE SOLUTION? 

 

 

 

 
 

 
NAME AND SIGNATURE OF ASSESSOR 

 
 

 
NAME AND SIGNATURE OF ASSESSEE 

 
 

 
DATE OF ASSESSMENT 
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Guidance for DSE Workstation Assessment Checklist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Subjects to be covered in the risk assessment 
1. Adequate lighting 
2. Adequate contrast, no glare or distracting reflections 
3. Distracting noise minimised 
4. Leg room and clearances to allow postural changes 
5. Window covering 
6. Software: appropriate to task, adapted to user, provides feedback on system status, no undisclosed 

monitoring 
7. Screen: stable image, adjustable, readable, glare/reflection free 
8. Keyboard: usable, adjustable, detachable, legible 
9. Work surface: allow flexible arrangements, spacious, glare free 
10. Work chair: adjustable 
11. Footrest 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Seating and posture for typical office tasks 
1. Seat back and adjustability 
2. Good lumbar support 
3. Seat height adjustability 
4. No excess pressure on underside of thighs and back of knees 
5. Foot support if needed 
6. Space for postural change, no obstacles under desk 
7. Forearms approximately horizontal 
8. Minimal extension, flexion or deviation of wrists 
9. Screen height and angle should allow comfortable head position 
10. Space in front of keyboard to support hands/wrists during pauses in keying. 
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The Boston Witham Academies Federation 

 Driving on BWAF Business Procedure 

The procedures set out are for all staff driving any road vehicle on BWAF business to ensure 

the health, safety and welfare of our staff and pupils.  This procedure includes the use of both 

personal or company provided vehicles. 

Company vehicles are those vehicles, (vans or mini-buses) which are purchased and 

maintained by BWAF/the Academy. 

Grey fleet are vehicles which are used for business purposes but are owned, insured, taxed, 

MOT and expensed by the vehicle owner.  This includes vehicles owned by an individual, 

where essential user allowances are paid by BWAF.  Mileage claimed by ‘grey fleet’ drivers is 

higher than that claimed by company vehicle drivers, so as to compensate for the 

requirements of this procedure. 

Company vehicle drivers will: 

 Provide copies of driving license upon request; 

 Follow the service requirements for the vehicle and report any defects requiring works; 

 Ensure that where tail lifts for persons are fitted, they are only used where a LOLER 

Thorough Examination has been completed (and is in date) at the requirement 6 monthly 

intervals; 

 No smoking is permitted in a company vehicle, and a no-smoking sign should be displayed 

(small as per Fig 2 of Smoking Procedure). 

Grey fleet drivers will: 

 Provide copies of driving license upon requested; 

 Provide insurance documents, specifically detailing that their personal vehicle may be used 

and is insured for business purposes; 

 Provide MOT documents (when the vehicle is 3 years old), or allow access to the Human 

Resources/Regional Operations Manager to view online dates of MOT for their vehicle; 

 Provide all above, license, insurance and MOT information prior to the claiming of business 

mileage; 

 Accept that if the appropriate insurances, licences, MOT are not in place, then business 

mileage will not be paid and they may be liable to disciplinary action for not driving a 

vehicle on business with insufficient and inappropriate insurances in place. 

 

 

  



HSP 013 – Driving of BWAF Business Procedure 

BWAF minibus drivers will: 

 Complete and document a weekly mini-bus checklist (appendix 1) 

 Visually check the mini-bus each day it is used – using same checklist as appendix 1, 

but not documented. 

 

Drivers of vehicles with tail lifts or ramps: 

 Follow manual handling techniques you are trained in ; 

 Ensure you are fully conversant and trained with the safe transportation of wheelchair 

users; 

 Follow supplier training for the safe use of the tail hoist/lift; 

 You are aware of maintenance requirements of the tail lift and that they are fully 

completed and LOLER Thorough Examinations are completed at 6 monthly intervals; 

 Copies of the LOLER Thorough Examination are held and available (this is a legal 

requirement). 

Note – If you got your driving license AFTER 01.01.1997, you’ll need to apply for a 

minibus license (https://www.gov.uk/become-lorry-bus-driver/applying-for-a-bus-or-lorry-

provisional-entitlement). (Taken from www.gov.uk) 

Remember ALL vehicles drivers are responsible for the vehicle they drive.  If there 

is anything which is not correct, or safe YOU are responsible to report and NOT 

drive an un-safe vehicle.  Any fines obtained if you are pulled over with an un-

roadworthy vehicle will be your responsibility, as BWAF do not condone the use of 

un-roadworthy vehicles. 

Human Resources will: 

 Ensure that all required documents are in place for any persons driving on company 

business. 

Use of electronic devices: 

It is recognised that in this evolving world, more communication is undertaken via phone, and 

other such devices, and the use of satellite navigation to locate unknown premises/areas are 

often required. 

When driving on BWAF business you are required to follow the following: 

 Use of satellite navigation – Destinations should be set up prior to the start of the journey.  

If during the journey you are required to detour, or to re-set your system, BWAF ask that 

you pull over so that you can turn off your engine to make such changes;  

 It is illegal to drive a vehicle using hand-held phones or similar devices.  This includes if 

you are stopped at traffic lights or queuing in traffic.  Use of hand-held phones includes 

use for taking and making phone calls, checking texts, checking emails, or looking at your 

phone for any social medial applications; 

 You can get a fixed penalty notice if caught using a hand-held phone, which may be 3 

penalty points and £100 fine.  If your case went to court, you could be disqualified from 

driving and get a maximum of £1000 fine.  You will lose you licence if you get 6 or more 

penalty points within 2 years of passing your test.  BWAF will not be liable for any such 

https://www.gov.uk/become-lorry-bus-driver/applying-for-a-bus-or-lorry-provisional-entitlement
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fines if received whilst driving on business.  You may receive disciplinary action from BWAF 

should such driving behaviours be noted; 

 If you need to call for assistance in the event of an emergency you should dial 999 or 112; 

At BWAF we do not condone altering your satellite navigation or using hand held phones whilst 

driving.  If you do need to use your hands free phone whilst driving, this is not against the 

law, however we discourage this behaviour.  Where the use of hands free phones is necessary 

as a competent and qualified driver you are responsible for deciding if you can safely answer 

your phone, or if the conversation becomes in depth and complex, and your full attention is 

required, we ask that you terminate the call, pull over somewhere safe and call back with your 

vehicle stationary.  You are responsible for driving to the law, as you are in charge of your 

vehicle. 

Any person driving on BWAF business will: 

 Drive to the law of the road; 

 Be liable for any fines received whilst driving e.g. speeding, parking offences; 

 Undertake pre-user checks of their vehicle; 

 Tyres; 

 Brakes; 

 Lights; 

 Oil; 

 Water – in radiator, and window washer bottles; 

 Mirrors suitable and correctly positioned; 

 Safety/seat belts are fitted; 

 Any tail hoists, wheelchair seatbelts are fitted and functional; 

 Satisfy themselves their vehicle is safe and roadworthy; 

 Offer full support with any officer of the law as a witness or person involved in any road 

traffic collision; 
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Weekly Minibus Checklist 

 Enter date of inspection below 

D
a
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a
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a
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VEHICLE REGISTRATION NO.  

Each item listed below must be checked and a tick or cross entered in the relevant box.  

Section 19 permit displayed in vehicle          

Tax disc valid and displayed          

Operating log reviewed for faults          

Tyres - Check for wear and pressures          

Wheels - Security of wheel nuts          

Engine oil and brake fluid - Check levels          

Fuel and water - Sufficient for journey          

All windows clean          

Lights - Including stop lamps and indicators          

Windscreen wipers and washers          

Bodywork - No dangerous parts          

Mirrors - Positioned correctly, not damaged          

Brakes - Check when vehicle is stationary and moving (before 
loading passengers) 

         

Horn/indicators          

Seatbelts - In good condition, working properly          

First aid box          

Fire extinguisher          

Torch          

Mobile phone - available for driver          

Warning triangle          

2 reflective jackets - Class A, BS EN 471          

Cloth for cleaning the windows          

A blanket          

Drinking water          

Spare bulbs          

Maps          

Spare fuses - know where the fuse box is and how to use it          

Initials of person making checks:          

If you identify problems with any of the above immediately 
contact:  

 

When the inspection sheet is completed please leave in 
folder in Minibus. 
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Electricity Procedure 

Electricity can kill or severely injure people and cause damage to property.  Every year many accidents 
at work involving electric shock or burns are reported to the Health and Safety Executive (HSE).  Most 
of the fatal incidents are caused by contact with overhead power lines, however even non-fatal shocks 
can cause severe and/or permanent injury, e.g. shocks from faulty equipment may lead to falls from 
ladders, scaffolds or other work platforms.  Those using or working with electricity may not be the 
only ones at risk – poor electrical installations and faulty electrical appliances can lead to fire, which 
may also cause death or injury to others. 
 
The use of electricity in environments cannot be avoided as it is in nearly all working premises.  
Working safely with electricity and electrical equipment is vital. 
 
Chief Financial Officer will ensure: 
 

 With the support of the Trust Site Manager that appropriate contractor details are made available 
to Academies. 

 That the Control of Contractors Procedure is complied with. 
 Competent contractors are made available to the Academies, so as to ensure all systems (and 

conductors in a system) are of such construction as to prevent E.g. suitable insulation, protection 
and placing of conductors, earthing or other suitable precautions to protect against faults and 
excess current.  

 The Control of Contractors procedure is followed at all times. 
 Academies are supported in the choice and provision of competent contractors. 
 That the Trust Site Manager, Heads of Academy and Site Managers are aware of the electrical 

works which may be completed, and which works require a competent contractor.   

 Risk assessments for the use of electrical equipment on site are produced, and are reviewed at 
least annually, along with any supporting safe systems of work. 

 Documented evidence is readily and easily available with regard to Portable appliance and fixed 
installation testing. 

 Only competent contractors are used for electrical works. 
 Instructions, maintenance of equipment is all available at all times, and that they are followed at 

all times. 
 Any equipment provided to protect persons at work on or near electrical equipment is suitable, 

maintained and properly used. 

 Accidents or incidents involving electrical equipment or electrical systems are assessed by the 
BWAF procedure and support /undertake any required investigations. 
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Trust Site Manager will ensure: 
 

 Systems are maintained so as to prevent danger. 
 Every work activity, including operation, use and maintenance of a system and work near a 

system, is risk assessed, and provided along with supporting safe system. 

 Equipment provided is suitably maintained and properly used. 
 Only competent persons undertake activities involving electrical systems. 
 They are aware and that other staff are aware and trained in the location of ‘emergency shut 

off/isolation switches’. 

 The portable and fixed installations are tested at the required intervals, and that documents to 
evidence are readily and easily available. 

 Contractors and their activities on site regarding Electrical works are monitored. 
 Contractors working on site for works have provided their risk assessments and safe systems in 

line with the Control of Contractors procedure. 
 Risk assessments and safe systems have been read, understood and any queries have been raised 

and clarified with the relevant contractor. 
 Any queries are raised as necessary with the Chief Financial Officer. 
 They are aware of the maintenance of the electrical systems and equipment, and have copies of 

the reports relating to it e.g. PAT register, last PAT report, fixed installation testing results and 
evidence of works which close out actions from any of these documents. 

 Electrical equipment which appears to be damaged is removed from use and reported so that a 
competent person can undertake any necessary checks or work. 

 Accidents or incidents involving electrical equipment or electrical systems are assessed by the 
BWAF procedure and support /undertake any required investigations. 

 

Site Manager will ensure: 
 

 Systems are maintained so as to prevent danger. 
 Every work activity, including operation, use and maintenance of a system and work near a 

system, is risk assessed, and provided along with supporting safe system. 

 Equipment provided is suitably maintained and properly used. 
 Only competent persons undertake activities involving electrical systems. 
 They are aware and that other staff are aware and trained in the location of ‘emergency shut 

off/isolation switches’. 

 The portable and fixed installations are tested at the required intervals, and that documents to 
evidence are readily and easily available. 

 Contractors and their activities on site regarding Electrical works are monitored. 
 Contractors working on site for works have provided their risk assessments and safe systems in 

line with the Control of Contractors procedure and that the CFO / Trust Site Manager has 
copies/access so they can be read and queries raised with contractors. 

 Any queries are raised as necessary with the Trust Site Manager and/or Chief Financial Officer.  
 They are aware of the maintenance of the electrical systems and equipment, and have copies of 

the reports relating to it e.g. PAT register, last PAT report, fixed installation testing results and 
evidence of works which close out actions from any of these documents. 

 Electrical equipment which appears to be damaged is removed from use and reported so that a 
competent person can undertake any necessary checks or work. 

 Accidents or incidents involving electrical equipment or electrical systems are assessed by the 
BWAF procedure and support /undertake any required investigations. 

 
All Employees will ensure: 
 

 They co-operate with their employer to enable the duties placed on them to be complied with. 
 They comply with the any of the above provision so far as they relate to matters within their 

control. 
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Emergency Action Plans / Critical Incident Plans Procedure 

An incident becomes critical when it constitutes a serious disruption arising with little or no 
warning on a scale beyond the coping capacity of the Trust or individual academy operating 
under normal working conditions. 
 
Examples of critical incidents include death, serious injury, serious accidents, major fire, 
building collapse, and serious acts of violence. 
 
Such incidents can occur on site whether during or outside of academy hours, or away from 
the academy site on academy or Trust business. 
 
This procedure has been compiled to provide guidance for those formulating Emergency 
Action Plans and Critical Incident Plans. It is impossible to plan for every eventuality and by 
their nature; critical incidents will disorientate and overwhelm those involved. Effective 
planning and adherence to procedures will greatly assist in the management of a critical 
incident and help to restore normality as soon as possible. 
 
A critical incident may be defined as: 

 An accident leading to a fatality 
 Severe injury or severe stress 
 Circumstances in which a person or persons might be at serious risk of illness e.g. 

outbreak of contagious illness/disease like meningitis 

 Circumstances in which any part, or whole of the academy is unable to function as 
normal due to external influences e.g. fire 

 Any situation in which the national press or media might be involved. 
 
Critical incidents may include: 

 Death of a pupil or member of staff 
 Death or serious injury on an educational visit 
 Epidemic in academy or community 
 Violent incident in the academy or Trust building 
 A student missing from home 
 Destruction or major vandalism or arson in the academy or Trust building 
 A hostage taking situation 

 A transport accident involving Trust / academy members 
 A disaster in the community 
 A civil disturbance or terrorism 
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Chief Executive Officer is responsible for: 

 Providing oversight to ensure that the Heads of Academy are undertaking their 
responsibilities and that site specific Emergency Action Plans & Critical Incident Plans are 
documented, reviewed in accordance with the Trusts policies and Procedures, and that 
plans are cascaded to relevant persons.  

 Documenting an Emergency Action Plan & Critical Incident Plan which covers all 
foreseeable situations for each Academy within their region, using the Trusts Critical 
Incident Template. Liaising with, and gaining the involvement of, the Academy’s Head of 
Academy and Site Manager in this undertaking. 

 
 Providing a copy of the Emergency Action Plan & Critical Incident Plan to the Academy, 

and cascading it to the Head of Academy and Site Manager. 
 

 Ensuring that Emergency Action Plans & Critical Incident Plans are reviewed in accordance 
with the Trusts Policies and Procedures.  

 

 Ensuring that Emergency Action Plans & Critical Incident Plans are practiced to ensure 
they remain suitable and sufficient. 

 

 Providing training to employees commensurate with their level. 
 

 
Heads of Academy are responsible for: 
 
 Ensuring a copy of the Emergency Action Plan & Critical Incident Plan is accessible and 

cascaded to Academy staff. 

 

 Participating in any drills that are undertaken and documenting evidence of such drills 

including the outcomes of such drills to enable improvements. 

 
Undertaking an Emergency Action Plan & Critical Incident Plan: 
 
The prime objective is to serve the best interests of students and staff in coping with an 
incident, collectively and individually. 
 
All Trust academies will develop an Emergency Action Plan and Critical Incident Plan using 
the Trust’s Critical Incident Plan template. 
 
In order to respond effectively in the event of a critical incident it is important to keep the 
documents up to date and keep them in a readily accessible place and ensure that all staff 
are made aware of it. The Critical Incident Plan pack ensures that academy staff follows 
best practice and legal guidelines. 
 
All the forms required to form the pack are contained in Appendices 1-5 as follows: 
 
1. Critical Incident Plan Template  
 
2. Contact information of Academy Critical Incident Management Team (CIMT), Trust 
Emergency Team and local numbers that might be of use 
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3. Guidance for academy staff if the Critical Incident is within the academy environs 
 
4. Guidance for group leaders if the Critical incident is out of the academy 
 
5. Incident Log  
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Appendix 1 – Critical Incident Plan template 

 
 
The overall priorities in the event of a critical incident are to save life, minimise personal injury, 
safeguard the interests of the students and staff and to minimise loss and return to normal working 
quickly. 
 
An academy’s reaction to a critical incident has been divided into the following categories: 
a) Immediate action 
b) Short term action 
c) Medium term action 
d) Longer term action 
 
a) Immediate Action – 10 Step Plan 
 
1. Obtain and collate information relating to the incident 
· Personnel with information relating to the critical incident will brief the Head of Academy 
· Head of Academy or designated staff member will contact the Trust’s CEO, the Trust’s Head of HR 
and the Chair of Governors 
· CIMT will be called together– Cover Supervisors / Free Teaching Staff will cover any necessary 
classes 
 
2. Gather and brief the CIMT (Critical Incident Management Team) 
· The Head of Academy (or senior member of the SLT) will brief the CIMT and assign appropriate 
roles and responsibilities. 
· A factual statement to summarise the situation will be prepared. 
 
3. Trigger support from BWAF and other contacts on emergency list 
· Designated staff member will trigger any additional support required 
 
4. Set up an incident management room and dedicated phone line 
· The designated staff member will be stationed in the office to answer incoming calls from anxious 
callers using the prepared response. No additional information will be shared with callers to limit 
speculation or unnecessary rumours. 
 
5. Contact families affected 
· The designated staff member will contact parents/carers and share a brief agreed statement to 
communicate the necessary information. Additional personnel may be required 
· If families need to come to the academy for support an area will be designated that is clear of any 
risk. 
 
6. Make arrangements to inform other parents/carers 
· The designated staff member will prepare a letter to inform parents of the situation if appropriate 
in consultation with the Chair of Governors and BWAF. 
 
7. Inform teaching and other academy staff 
· An emergency briefing session will be scheduled to inform the staff of the incident and identify 
immediate action to be taken. If staff are required to share any information with students a 
written response will be issued to ensure consistency in approach. Staff will be briefed on the 
nominated person/s who will address the media if required. 
 
8. Inform students 
· If appropriate, the Head of Academy will address all students to feedback the necessary information. 
Alternatively staff will be provided with statement to give students, which will be issued within 
class/form groups. 
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9. Deal with the media 
· The Head of Academy will seek guidance from the Trust on the appropriate response for the media. 
 
10. Devise a plan for handling the reactions and feelings of people affected 
· The CIMT will remain in the academy to support the students, staff and families if appropriate. A 
short-term action plan will be prepared to manage procedures for the forthcoming hours/day 
 
b) Short Term Action 

 
1. Re-union of children with their families 
CIMT will organise the logistics of reuniting students and families, visiting the scene and the 
repercussions of the incident as appropriate. An in-house support plan for students, staff and the 
academy community will be prepared. 
 
2. Managing staff 
BWAF will guide the CIMT on organising the necessary support from outside agencies. A staff briefing 
will inform colleagues of the planned action and available support programmes. 
 
3. Encourage students to talk 
The CIMT will brief staff on the support students may need and appropriate strategies, which could 
be used in the short term. The long-term implications of the incident will be reviewed. 
 
4. Debriefing meeting (if necessary) 
At an appropriate time a Trust representative or other appropriate person will hold a debriefing 
meeting for staff, students and their families. The debrief will address: 
· A clarification of the incident 
· Shared reactions 
· Information on available support e.g. parental support group 
 
5. Formal and informal recognition of rituals 
The CIMT will make the necessary arrangement to contact the families of the hurt or bereaved on 
behalf on the academy. If necessary, cover will be organised to enable students/staff to attend 
funerals/memorials. Special assemblies, or appropriate memorial service will be organised. 
 
6. Re-establishing routines 
The Academy will return to routine as soon as possible to enable students to gain a sense of normality 
and begin the initial stages of emotional recovery. 
 
c) Medium Term Action 

 
1. Return to the Academy for staff or children after long absence 
The CIMT will manage the reintegration of staff or students who return to the Academy after 
prolonged absence. Strategies to support returned students/colleagues will be considered according 
to the needs of the individual. Professional support will be sought if necessary from Educational 
Psychology Service to support individuals who have given signs of prolonged reaction to the incident. 
 
2. Keeping parents/carers informed 
The Head of Academy will update parents/carers of any additional information or guidance to deal 
with the effects of delayed reactions of those students who may have as a result of the critical 
incident. 
 
3. Support for staff 
The staff will be monitored and a support programme will be made available for those who may need 
to access it – including the CIMT. 
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d) Long Term Action 
 

1. Monitoring the vulnerable 
The Academy pastoral team will monitor the progress and emotional well-being of students affected 
by the events of the critical incident. New staff and students will be briefed on the academy’s history 
if appropriate to raise awareness of potentially sensitive issues and anniversary times. 
 
2. Marking anniversaries 
The opinions of the staff and students will need to be sought on how the academy community may 
wish to mark the anniversary of events and if indeed such a commemoration is required. Suggestions 
for academy to mark anniversaries are by annual concerts, memorial services, memorial prize giving 
ceremonies, memorial gardens etc. 
 
3. Legal processes 
The CIMT will make the necessary contingency plans, if appropriate, to support staff and students 
through the time period required for legal proceedings to be concluded. 
 
4. Curriculum implications 
Appropriate support and INSET training will be provided for staff e.g. loss counselling, bereavement 
etc. 
 
Key Messages 
 
· No adults or children should speak to the press / media under any circumstances without the express 
permission of the Head of Academy or member of the CIMT. Media requests for information should 
be directed to the CEO for The Boston Witham Academies Federation (the Trust). Any other 
statements should be first checked with the Trust’s CEO with the emergency staff at the scene. One 
person only will speak to the media – usually the CEO. Do not make “off the cuff” or unofficial 
comments to anyone at any time, even after the incident. 
 
· A clear and concise record of all actions taken must be kept by all of those involved. (Use the 
Incident log sheet in Appendix 5) 
 
· Mobile phones are a useful method of communication however care should be taken when using a 
mobile to report or relay information about casualties as they are not secure.  
 
· Always inform the CIMT of any concerns however minor they may appear. 
 
COPING WITH EMERGENCIES & THE AFTERMATH 
 
Dealing with the aftermath of a major incident 
The effects of any major incident upon all of those connected with it cannot be precisely predicted 
and necessary care and support will be needed as soon as it can possibly be provided. The Educational 
Psychology Service, Staff Welfare and Social Services all have staff trained to assist and support 
schools in such circumstances. Equally, the Academy may have established links with other county 
and voluntary groups able to assist. 
 
Remember you will not be alone and outside support is available to you BUT it is essential that if 
more than one agency is involved in the incident their efforts must be co-ordinated 
· You are the best placed to help your children. 
· Remember to keep to your routine. 
· Keep talking to your school community - to students, to staff, to your Governors. At the same time 
listen to them. Remember to talk to your friends. 
· Arrange for debriefings and build on the experiences through discussion, drawing and role-play. 
Look to separate facts, thoughts and feelings. 
· Monitor possible effects. 
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· Do not talk to the media without prior approval and be careful how you answer the telephone. Try 
not to apportion blame. 
· Think carefully about how hurt or bereaved parents / carers should be contacted, or how hospital 
visits should be arranged. Use the support of the Governors. 
· Consider any protocol for funerals. Consider a special assembly. Think carefully about any plans for 
memorial services or fund raising. 
· Consider what may have been lost - not only lives, but property and belongings. 
· Think carefully about how you will manage the return to the academy for injured students or staff. 
 
REMEMBER 
· You can do no more than your best 
· Expect heightened anxiety or guilt 
· Mistakes may happen 
· Do not expect instant results or to please everyone 
· Learn from what has happened 
 
Below are checklists which are intended to help staff ensure all actions listed above are completed. 
Academies should include these in the Critical Incident Plan pack. 
  

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk


 
 

Cope Safety Management Ltd :  0844 800 4266     www.jwcope.co.uk     email: copesafety@jwcope.co.uk 

 

Checklist of Immediate Actions: 

ACTION 1 – Implement Critical Incident Management Pack 

· Key staff released from all duties 

· Collect CIM Pack – use off site copy if necessary 

· Open log of events, actions, times. 

· Preserve scene of crime – if appropriate 

NB: Recording what has happened in a log of events with times and details of actions taken will be 

important for any subsequent inquiry, which could range from an internal academy/Trust inquiry to 

a formal inquiry with legal implications such as a Coroners inquiry or an insurance claim. Those 

involved may be required to give a statement to Police and/or attend court as a witness. The original 

contemporaneous record of events and actions is crucial in these circumstances. 

ACTION 2 – Assess risks, ensure safety 

· Contact Emergency Services 

· Open incident log and maintain throughout - use Resource Sheet 2 

· If off-site, establish plans for return of party 

· Determine condition of adults for continuing safe supervision 

ACTION 3 – Gather Information 

· When and where incident took place 

· Names of children and adults involved and witnesses 

· Nature of injuries, name of hospitals used etc 

· Emergency action taken 

· Location and care of uninjured 

· Remaining hazards 

· Collect emergency contact information for students and staff 

· Control possible escape of inaccurate information 

ACTION 4 – Inform the Trust 

· Contact the Trust Emergency team (CEO, Head of HR and Head of PR and Communications) 

· Agree whether the Trust needs to initiate Critical Incident Plan 

ACTION 5 – Mobilise Academy Critical Incident Management Team (CIMT) 

· Brief CIMT and establish independent telephone line (may be mobile) 

· Clarify tasks, assign roles as identified in the Academy’s plan 
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· Timetable meeting(s) for review 

· Plan for role of Trust staff 

· Inform the Chair of Governors 

ACTION 6 – Contact families 

· Designate key members of staff and brief them (write statement) 

· Use academy records methodically – no duplication or omissions 

· Offer other useful phone numbers, offer contact with other families if alone 

· If parents/carers/family cannot be contacted seek assistance from other professional e.g. the police, 

social services 

· Arrangements for contacting students / staff families and returning home 

ACTION 7 – Information Update 

· Brief staff and governors, students, parents and community – Resource Sheet 3 

· Establish support of Chair of Governors 

· Schedule briefing updates 

· Take advice from Public Relations re: Media contact 

· Give appropriate support for key staff with stressful tasks 

· Identify absentees and plan briefing for them 
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Checklist of Short Term actions: 

ACTION 1 – Plan Management of Incident 

· Meet with CIMT and the Trust representatives 

· Review plans, clarify tasks, assign roles 

· Co-ordinate Academy / other agencies roles 

· Establish meetings to review management of incident 

· Clarify criteria for withdrawal of agencies 

· Access further advice if required 

ACTION 2 – Arrangements for dealing with enquiries 

· Before speaking to media, contact the Trust’s Head of PR and Communications 

· Ensure all future media contacts are in line with advice 

· Release no names to media until confirmed by statutory authority e.g. police 

· Ensure families know the situation and have given permission 

· Provide written statement for those answering the phone 

· Caution staff about talking to the media 

· Organise CIMT member to deal with visitors 

· Designate an area / areas for parents / media / others to avoid overcrowding 

· Maintain log – key events and contacts 

ACTION 3 – Arrangements for support 

· Identify those most likely in need 

· Arrange individuals / agencies able to offer support 

· Ensure all know that support arrangements are being made 

· Set aside appropriate areas for distressed students/staff 

· Include arrangements for support in media statement 

· Be aware of possible wider issues e.g. witnesses, siblings, apportioning blame, vulnerable students 

· If closing the academy, ensure arrangements are known to all; transport, collection, safe waiting 

areas, plans for re-opening 

· Plan for on-going support on return to the Academy 
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ACTION 4 – Arrangements for personal effects, registers and areas of academy affected 

· Make decision after discussion with parents/carers with regard to personal effects 

· Discuss with class members about work on displays, books, lockers etc. 

· Adjust class registers, rotas and other pupil listings 

· Make appropriate arrangements for any parts of the Academy affected e.g. cleaning, painting 
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Checklist of Medium and Long Term actions: 

ACTION 1 – Expression of sympathy 

· Plan how this will be carried out (EPS will help) 

· Plan how best to support family 

· Plan for attendance at funeral 

· Plan for any form of memorial 

· Arrange for Academy rep. to visit ill/bereaved 

· Cards and messages from students/adults 

· Special assembly or service 

· Special area for dedicated display 

ACTION 2 – Return of those involved to the Academy 

· Home visit by class/form tutor to discuss needs e.g. part-time return 

· Support for emotional needs, e.g. how to cope with questions 

· Support for possible physical needs e.g. mobility problems 

· Rota of home visits by school friends 

· Work to be done at home prior to return if appropriate 

· Brief staff and students prior to return on how best to offer support 

· Arrangements for differentiated work, missed course work, exams, workload for returning staff. 

Time off for those staff involved. 

ACTION 3 – Memorials and commemorations 

· Consider appropriate memorial – wishes of those involved 

· Appeals and donations, seek advice from Red Cross 

· Marking of anniversaries 

· Brief subsequent new staff about the incident and long-term emotional needs of those affected 

· It can be helpful to recognise that an incident typically consists of three phases - immediate actions, 

managed response and return to normality. 
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Appendix 2 – Contact Information 
 
 

The Critical Incident Management Team (CIMT) comprises the following staff: 
 
 

Name Position 
 

Role in CIMT Phone number 

 Head of Academy 
 

  

 Deputy  Head of 
Academy 
 

  

 Safeguarding and 
Pastoral Lead 
 

  

 Trust Site Manager 
 

  

 Site Manager 
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Useful emergency contacts 

 

Contact Name Telephone 

The Trust Emergency team : 

CEO 

Head of HR 

 

  

   

 

 

Chair of Governing Body   

Police 999  

Fire Brigade 999  

Civil Protection Officer   

Academy Doctor/Community 

Medical Officer 

  

Academy Nurse   

Education Psychologist   

Child/Family Psychiatry Service   

Clinical Child Psychologist   

Emergency Department at local 

Hospital 

999  

Home School Liaison Officer   

Social Services Area Team Leader   

Counselling Services   

Other Voluntary Agencies Samaritans 0345  909090 

Press and Media Contacts   

 

The County Civil Protection Unit should be used to mobilise wider responses. 

The Civil Protection number will connect to the Fire and Rescue control for out of hours 
emergencies.  Ask them to inform the duty officer of the nature of the emergency and leave a 
number for a return call. 

In the event that the academy buildings cannot be used and an evacuation is necessary, staff will 
escort students to * Insert name of place that has the capacity to accommodate all the students 
until they can be dismissed as appropriate. 
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Appendix 3 – Guidance For Critical Incidents Within The Academy 

Head of Academy and members of CIMT - INFORMS 
 

INFORM 

 Obtain facts and information 

 Call the emergency services using 999 

 Retain any relevant equipment 

 Inform rest of academy staff and children as appropriate 

 Contact the Trust CEO 

 Contact Chair of Governors 

 Contact health and safety representatives 

 Prepare to deal with the media 

 

 

 

 

 

 

 

First Aiders - SAVES 

SAVE 

 Administer first aid where possible 

 Establish a contact point with the emergency services 

 Travel with casualties to hospital 

 Complete accident forms 

 

 

 

 

 

Designated member of CIMT - CARES 

CARE 

 Keep a record of witnesses 

 Keep others informed of situation 

 Arrange for non casualties to evacuate the Academy 

 Care for relatives arriving at the Academy 

 Consider relocation to other premises 

 Remain available to emergency services 

 

 

 

 

 

Designated teachers and/or pastoral care staff – ASSISTS 

ASSIST 

 Keep others informed of situation 

 Ensure alternative accommodation is available if needed 

 Keep switchboard staff aware of known facts 

 Help to establish incident room 

 

 

 

 

 
MAINTAIN VITAL COMMUNICATIONS WITH COLLEAGUES AT ALL TIMES 
DO NOT ALLOW STUDENTS TO TALK TO THE MEDIA UNLESS STAFF 
AND/OR PARENTS/CARERS HAVE GIVEN PERMISSION 
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Appendix 4 – Guidance For Critical Incidents Outside The Academy 

Group Leader – INFORMS (Instruct all colleagues to record their actions as soon as 
possible) 

INFORM 
 Obtain facts and information 
 Call the emergency services using 999 

 Retain any relevant equipment 
 Inform senior Academy staff 
 Contact health and safety representatives 
 Request assistance on site as necessary 
 Prepare to deal with the media 

 

 

 

 

 

 
Nominated First Aider - SAVES 
 

SAVE 

 Administer first aid where possible 
 Establish a contact point with the emergency services 
 Travel with casualties to hospital 
 Complete accident forms 

 

 

 

 
Nominated adult on the Risk Assessment - CARES 
 

CARE 

 Call other assistance as necessary 
 Keep a record of witnesses 
 Keep others informed of the situation 
 Ensure staff and students do not use telephones until the situation is under control and all 

necessary information has been passed onto the head of establishment and Trust 
representatives 

 Consider abandonment of activity 

 Arrange for non-casualties to return to the Academy 
 Remain available to emergency services and supervising colleagues 

 

 

 

 

 

 

 

MAINTAIN VITAL COMMUNICATIONS WITH COLLEAGUES AT ALL TIMES 
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Guidance for senior staff on hearing of a critical incident affecting an Out-Of-Academy 
activity 
 
 
 
There has been a major incident 
Instruct all colleagues to record their actions as soon as possible 
 
Head of Academy - INFORMS 
 

INFORM 

 Obtain facts and information 
 Ensure emergency assistance has been called 
 Confirm who is in charge 
 Contact Head of Academy/senior staff 
 Contact the Trust CEO 
 Contact Chair of Governors 
 Contact other staff 
 Prepare to deal with the media 

 

 

 

 

 

 

 
Designated member of CIMT  - CARES 
 

CARE 

 Decide who and how to tell parents of children on the visit 
 Establish incident room 
 Establish room for relatives 
 Remain available to supervising colleagues 

 
 
 
 

 
 
MAINTAIN VITAL COMMUNICATIONS WITH COLLEAGUES AT ALL TIMES 
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Appendix 5 – Incident Log 

Incident log for recording vital information in the event of a critical incident 
 
 

Name……………………………..…………Date………………….Page….…….of……….. 
 

DATE TIME EVENT 
Name and nature of incident 

AGREED ACTION(S) 
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Prompts for filling in incident recording log 

 

Recording vital information in the event of a major incident 

 

The following information should be recorded at any critical incident. 

 

 Who is reporting the incident? 

 Where are they reporting from? (Telephone Number) 

 What has happened? 

 Where has the incident occurred? 

 When did the event occur? 

 Have the emergency services been summoned? 

 Have they arrived? 

 Have any other support services been summoned? 

 Have they arrived? 

 How many of the party are involved? 

 What has happened to them? 

 What is their condition? 

 Where are the rest of the party? 

 Who is with them? 

 Where are the casualties to be taken? 

 Who is accompanying them? 

 Do they have a contact number? 

 When will the next contact be made? 

 If a crime has been committed, has the scene of crime been preserved as far as possible? 
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The Boston Witham Academies Federation 

 Fire Procedure 

The purpose of this procedure is to identify the responsibilities for fire safety at work, in 
accordance with the Regulatory Reform Order (Fire Safety) 2005, such that any fire risks are 
identified, evaluated, removed or reduced to ensure persons are protected, so far as is as 
reasonably practicable. 
 
Responsibility for complying with the Order rests with the ‘responsible person’. In a 
workplace, this is the employer and any other person who may have control of any part of 
the premises, e.g. the occupier or owner, or persons in control of the premises who are 
responsible for fire precautions.  Relevant persons include employees, visitors, contractors 
and members of the public. 
 
At BWAF we actively believe and encourage an ‘open door teaching policy’ where classroom 
doors are open during lesson time.  This is considered within our fire strategies, and to 
ensure additional oxygen is not added to any fire situation, all our staff are required to close 
any open doors as they evacuate the building with the pupils.  E.g. close the door behind 
you as you leave the classroom. 
 
Chief Financial Officer is responsible for: 
 
 Ensuring that required fire strategies are in place for each Academy to detail 

requirements for fire doors, systems etc. 

 Ensuring that Building work complies with the fire safety requirements of the Building 
Regulations by consultation with Building Control. 

 There are up to date schematic drawings of all premises showing fire safety 
arrangements, and that these are made available to relevant contractors. 

 There are adequate means of detection, alarm, escape, firefighting (including water for 
the Fire and Rescue Service), and access for the Fire and Rescue Service, emergency 
lighting and signs on all School premises. These arrangements are to be inspected, 
maintained, upgraded and tested in accordance with the requirements of the Trust’s 
insurers, best practice and the relevant Standards. 

 Reviewing and selecting contractors who are appropriately qualified, experienced and 
competent for the works by way of the ‘contractor selection questionnaire’ to satisfy 
themselves that the contractor can do the job safety and without risk to health of 
themselves or others who may be affected by their actions, or omissions. 

 Competent contractors are engages for activities required e.g. fire risk assessments, fire 
extinguisher checks etc. and are approved prior to their use. 

 Including all approved contractors are made available for use, which is made available to 
all Academies and premises as necessary. 
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 Appointing competent persons to undertake a documented fire risk assessment for each 

academy within their region, and ensuring that this is reviewed annually or sooner 

following any significant change. 

 Providing oversight to ensure that each Head of Academy is undertaking their 
responsibilities and that site specific fire risk assessments and evacuation procedures are 
documented, and reviewed in accordance with the Trusts policies and Procedures, and 
that procedures are cascaded to relevant persons.  

 Liaising with the Estates Management Team to appoint competent contractors from the 
approved contractor list to undertake testing and maintenance of fire detection and 
warning systems, emergency lighting systems, and fire-fighting equipment at the 
required intervals. 

 Monitor all fire test records to ensure they are completed correctly and on time. 
 
Heads of Academy are responsible for: 

 Documenting a premises specific fire evacuation procedure for the Academy and 
ensuring that it is reviewed annually.   

 Liaising with, and gaining the involvement of, the Academy’s SLT and Site Supervisor / 
Site Manager in this undertaking. 

 Providing a copy of the fire evacuation procedure to the Academy staff. 
 Ensuring that fire evacuation procedures are reviewed in accordance with the Trusts 

Policies and Procedures.  

 Ensuring that fire evacuation procedures are practiced termly to ensure they remain 
suitable and sufficient. 

 Providing relevant fire training to Site Supervisors / Site Managers commensurate with 
their role. 

 Satisfying themselves that the fire risk assessments have been completed, reviewed as 
necessary or advised by a competent person and that any actions raised from the fire 
risk assessments have been closed out with documented evidence to demonstrate works 
completed e.g. completion of the action plan, holding works invoices/reports etc. 

 Ensuring that significant findings of the fire risk assessments are cascaded to persons on 
site, to either comply with requirements or to improve practise on site. 

 Being satisfied that the required in-house checks are being undertaken correctly and 
fully documented. 

 Ensure that General Emergency Evacuation Plans (GEEPS) detail how persons will be 
evacuated and Personal Emergency Evacuation Plans (PEEPS) are provided for those 
with short or longer term requirements for assistance in the event on an emergency to 
cover occasions where for example the lifts may be out of use. 

 Ensuring that fire evacuation procedures are communicated to staff as part of the 
induction process, and a copy of the procedure is displayed in each classroom. 

 Liaising with the CFO, to document premises specific fire evacuation procedures. 
 Supporting and encouraging staff and pupils to participate in the fire drills / emergency 

action plan drills for the Academy. 
 
 
 
 
 
 

Trust Site Manager is responsible for: 
 

 Reporting defects/shortcomings in fire safety arrangements to the CFO immediately. 
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 Supporting the fire risk assessment process, and liaising with the fire risk assessor whilst 
on site. 

 Ensuring that the site fire safety precautions and evacuation procedures are 
communicated to contractors. 

 Liaising with the Head of Academy and Site Manager to ensure that termly fire 
evacuation practices are carried out and the outcome is evaluated, with any comments 
recorded on the debrief sheet; with a copy kept in the Fire Log Book. 

 Inspecting fire doors and frames for correct fitment and signs of damage, at least 
annually, and that these checks are recorded in the Fire Log Book. 

 Undertaking and supporting the Site Managers on any required in-house checks are 
ensuring these checks are fully documented (See Site Managers responsibilities). 
 

Site Managers are responsible for: 
 
 Undertaking fire alarm testing on a weekly basis using the call points in rotation.  

 Undertaking a visual check of the condition of fire extinguishers and signs at monthly 
intervals. 

 Undertaking monthly functionality checks of the emergency lighting system. 
 Recording all of the above checks in the Fire Log Book. 
 Undertaking daily checks of exit routes and final exit doors for correct function, and to 

ensure there are no obstructions. 

 Ensuring that all fire extinguishers and fire blankets are in the correct place.   
 Ensuring that all fire exits are unlocked during school hours. 
 Reporting to the Trust Site Manager/ CFO any areas of concern, including observed 

defective fire safety equipment and obstructed fire exits / escape routes. 
 Supporting the fire risk assessment process, and liaising with the fire risk assessor. 
 Liaising with the Head of Academy and Trust Site Manager to ensure that termly fire 

evacuation practices are carried out.  

Fire Marshal/Fire Wardens on site: 
 

 Assist the Head of Academy with implementing and improving emergency procedures for 
the site. 

 Help reduce the likelihood of emergencies occurring with monitoring of fire risk control 
measures. 

 Raise awareness with colleagues for fire hazards within the workplace, and encourage 
good practise. 

 Instruct and support colleagues with ‘how to respond’ in an emergency. 
 Support and help to lead drills and evacuation procedures. 
 During drill or live event ensure that colleagues and pupils are accounted for during 

evacuations. 
 Assist the completion of GEEPs and PEEPs as requested by the CFO, ensuring that they 

remain adequate at all times, and to review or support the review of such document at 
any time it is reasonable to believe circumstances have changed. E.g. during renovation 
works, if pupil has broken leg in the short term etc. 

 
 
 
 
 
All Employees are responsible for: 
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 Ensuring that fire exits and escape routes are kept clear and accessible at all times. 
 Ensuring that fire doors are closed, and are not left wedged open. 
 Ensuring that fire extinguishers and manual call points are not obstructed and are readily 

accessible. 

 Closing any doors which are left open during an emergency evacuation. E.g. closing 
classroom doors as you leave the classroom, due to ‘open door teaching policy’. 

 
Fire Precautions 
 
In the event of a fire occurring, there should be suitable measures in place to detect a fire, 
give warning of fire and that mitigate the spread of smoke and fire.  
 

 Fire detection and warning systems should be installed to the requirements of 
BS5839 

 Emergency lighting should be installed to the requirements of BS5266 
 Firefighting equipment (fire extinguishers) should be installed to the requirements of 

BS5306 

 Fire signs, notices and plans should be fitted to the requirements of BS5499 
 Fire doors should be fitted in accordance with good practice and well maintained 

 
All fire related equipment must be maintained in accordance with legislative requirements 
and good practice.  
 
• Portable Fire Fighting Equipment: All portable fire fighting equipment must be 
checked by a competent person on an annual basis (e.g. extinguishers, fire blankets and 
hoses).  
• Fire Detection and Warning Systems (alarms): Fire alarm tests need to be carried out 
in accordance with BS 5839 Part 1. This requires weekly tests of the audible fire alarm 
system. On a six monthly and annual basis tests of all devices, heat and smoke detectors, 
call points and sounders should also be carried out by a competent person.  
• Emergency Lighting: Emergency lighting should be tested on a monthly basis 
normally by the Site Supervisor / Site Manager and on an annual basis by a specialist 
contractor, in accordance with BS 5266 Part 1. 
 
Means of Escape 
 
The ability of the occupants of a building to evacuate in the case of fire is a fundamental 
aspect of fire safety. In the case of a fire, or indeed any other emergency, people should be 
able to turn away from the hazard and escape to the open air or other place of safety. 
 
Escape routes should be inspected regularly to check they are not obstructed and 
that fire exit doors are unlocked.  
 
Fire Emergency Planning 
 
When a fire situation is detected, it is vital that establishments have in place appropriate 
procedures. All establishments need to prepare a fire emergency plan. Further information is 
contained in the Emergency Action Plan & Critical Incident Plan Procedure.  
 
It is vital that the emergency plan is tested so as to ensure that all staff and pupils are 
aware of the procedures to be followed in the event of a fire. 
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This can be achieved by undertaking a desk-top exercise, and also by completing regular fire 
drills (at least once every term). 
  
Personal Emergency Evacuation Plans 
 
There may be occasions when pupils, staff or visitors are present in the premises who 
require assistance when there is a need to evacuate the premises. 
 
Where a person may be more vulnerable or have mobility issues, it is important that they 
are identified and that an individual Personal Emergency Evacuation Plan is prepared for 
that person.  
 
A template to enable appropriate PEEP’s to be developed can be found at Appendix 1. 
 
Information and Training 
 
During the first week of term or as soon as practically possible thereafter, all new entrants 
being pupils or staff should be conducted around the primary escape routes of the school / 
premises. They should also receive instruction on the school / premises fire evacuation 
routine.  
 
All members of staff should receive instruction and training appropriate to their 
responsibilities. This training should: 

 take account of the findings of the fire risk assessment 
 explain the emergency procedures 
 take account of the work activities and explain the duties and responsibilities of staff 
 take place during normal working hours and be repeated periodically where 

appropriate 

 be easily understood by staff and other people who may be present 
 be tested by fire drills 

 

Heads of Academy, Trust Site Manager and Site Managers should receive fire 
awareness training either via attending a training course or via e-learning. 
 

Fire Marshals should receive additional training appropriate to their responsibilities.   
Each premises should have sufficient fire marshals to ensure at least one marshal is on site 
at any time.  Therefore sufficient numbers should be available to cover illness, holidays etc. 
 

Site Managers and persons working in high risk areas such as D&T, Laboratories 
etc. should receive fire awareness training as a formal classroom session.  Once these 
personnel have been trained, they can work with Head of Academy’s, Site Managers and 
staff members to support them in their role and with any queries. 
 

A record of the training and instructions given should be maintained  
 

Further Information -  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/14887/fsra-
educational-premises.pdf 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/422192/928
1_Sleeping_Accomodation_v2.pdf  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/14887/fsra-educational-premises.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/14887/fsra-educational-premises.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/422192/9281_Sleeping_Accomodation_v2.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/422192/9281_Sleeping_Accomodation_v2.pdf
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Appendix 1 – Personal Emergency Evacuation Plans  

 
This form should be completed for anyone who requires assistance with any aspect of emergency 
evacuation. Once developed, the PEEP will describe the pupil’s / employees intended means of 
escape in the event of emergency, including drills. The PEEP will specify what type of assistance is 
agreed and how it is to be maintained to ensure the pupil’s continued safety and should include 
assistance required from the point of raising the alarm to passing through the final exit of the 
building. 
 
A completed form should be held: 
 In the Pupil’s personal records 
 By the Head of Academy (Responsible Person for Fire Safety) 
 By the Class teacher 
 In the Fire Log Book 
 
Note: This plan must be reviewed on an annual basis (at least) and when a significant change in 
circumstances (of the building or pupil) is anticipated or identified.   
 

Pupil’s / Employees  
Name:  

 
 

Class Room Number 
or Name, or usual 
work location: 

 
 

Location of classroom / usual place of work in building:   
 
 
 

 Teacher’s / Managers 
Name: 
 

 
 

Tel: Ext No:   

    

Date Completed:  
 

Reviewed:  

    

Reviewed:  
 

Reviewed:  

 

Name of Person who 
Completed this Form: 
 

 
 
 

Date Completed:  
 

 

Date of Next Review:  
 

 
Points to consider: In preparation for completing details in this form, consider the following; 
discuss with the parents/guardian and, if appropriate, the pupil. 
 

Question Answer Comments 

Does the pupil / employee change 
classrooms during the course of the day, 
which takes them to more than one location 
within the building and other buildings?   

  

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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Do they have difficulties reading and 
identifying signs that mark the emergency 
exits and evacuation routes to emergency 
exits? 

  

Do they have any difficulties hearing the fire 
alarm? 
 
 

  

Are they likely to experience problems 
independently travelling to the nearest 
emergency exit? 
 

  

Do they find stairs difficult to use? 
 
 
 

  

Are they dependent on a wheelchair or other 
walking aid for mobility? 
 
 

  

If the pupil / employee uses a wheelchair 
would they have problems transferring from 
the wheelchair without assistance? 
 

  

 

A: Alarm System. 

 
1. The pupil / employee is able / unable to raise the alarm (delete as appropriate). 
 
If the pupil / employee is unable to raise the alarm independently, please detail alternative 
procedures agreed. If able give brief description of how.  

 
 
 
 
 
 
 
 
 

 
2.  The pupil / employee has been informed of an emergency evacuation by: 
 

existing alarm system:  vibrating pager device:  

    

visual alarm system:  other: (please specify)    

    

Give Details:  
 
 
 
 
 
 
 

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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B: Exit Route Procedure (progress starting from when the alarm is raised and 
finishing on final exit). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

C: Designated Assistance (details of all persons designated to assist in the 
evacuation plan and the nature of assistance to be provided by each). 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

D: Method of Assistance (e.g. transfer procedures, methods of guidance) 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

http://www.jwcope.co.uk/
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E: Equipment Provided (details of all equipment needed to execute the plan and 
its location). 

 

 
 
 
 
 
 
 
 
 
 
 

 
 

F: Training on use of equipment: 

 

Date Comments 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

G: Safe route(s) (description of all the safe routes that can be used). 

 

 
 
 
 
 
 
 
 
 
 
 
 
N.B. A copy of the building plan with routes clearly marked may be useful. 

 
 

 Yes No 

   
Have the route(s) been travelled by the pupil / employee and 
responsible person? 
 
 

  
 

Has a copy of the exit route on plan been attached?   

Has the equipment detailed above been tried and tested?   

Have all issues been completed to full satisfaction?   

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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Has a copy of this form been sent to the person responsible for the fire 
evacuation?   

  

Has the fire safety competent person informed all relevant staff of 
these arrangements? i.e. Class teacher, support assistant, manager.  
 

  

 
Record the length of time of practice evacuation.   _____   mins 
 
If No to any of the above please explain: 

 
 
 
 
 
 
 
 
 
 
 

 
 
I (pupil/parent/guardian/employee) am / are aware of the emergency evacuation 
procedures and believe them to be appropriate to the needs identified above, (a parent 
is to sign this off on behalf of a minor): 
 

Pupil / Employee Signature: 
 

 Date:  

Pupil / Employee Name:    

Parent Signature: 
(If appropriate) 

 Date:  

Parent Name: 
(If appropriate) 

   

Head of Academy / Manager 
Signature: 
 

 Date:  

Head of Academy / Manager 
Name: 
 

   

 
 

List of people who have received a copy of this completed document:  

 

 

 

 
 
 

 

____ minutes 

http://www.jwcope.co.uk/
mailto:copesafety@jwcope.co.uk
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Gas Procedure 

Most Academy buildings have access to a gas supply which is either fed from the mains or in some 
cases LPG (Propane & Butane). The effects of poor or faulty installation, misuse or neglect of gas 
systems can be extremely serious. It is, therefore, particularly important for managers to consider 
potential risks when dealing with the gas installation and gas fuelled equipment, in accordance with 
The Gas Safety (Installation and Use) Regulations 1998, such that any risks are identified, 
evaluated, removed or reduced to ensure persons are protected, so far as is as reasonably 
practicable. 
 
Catering contracts are managed across BWAF academies, employing the services of a catering 
contractor.  
 
The risks associated with the use of gas are:  

 Fire  

 Explosion  

 Poisoning by the by-products of combustion, such as carbon monoxide 
 
Definitions  
A ‘gas appliance’ is defined as an appliance designed for use by a consumer of gas for heating, 
lighting, cooking or other purpose for which gas can be used.  
 
General Requirements  
The main requirements of regulations are:  

 To design gas installations safely and with a view to anticipated use.  

 To maintain gas installations in a safe condition.  

 To have an annual safety-check on fixed gas appliances.  

 To only allow engineers (those who are on the Gas Safe Register) to work on gas installations and 
appliances of the categories for which they are competent.  
 
Other requirements which gas engineers must comply with are:  

 To supply gas equipment which complies with current manufacturers’ standards?  

 To use safe systems of work when installing and maintaining gas equipment. 

 
Competent Engineer  
All work on gas pipe work and appliances must only be carried out by Gas Safe Registered 
engineers who hold a valid certificate of competence relevant to the particular type of work 
involved.  
Prior to an engineer undertaking any work involving gas appliances a check to ensure that they are 
fully qualified to undertake the task must be made. Insist on inspecting registration cards; the 
reverse of the card will also confirm what specific jobs the person is competent to undertake. 
If the engineer is unable or unwilling to show proof of registration do not permit any 
work to proceed and contact Gas Safe to report the incident. 
 
This procedure should be followed in conjunction with the procedures for maintenance activities, 
and control of contractors. 
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Chief Financial Officer is responsible for: 
 

 Ensuring that installation work relating to gas appliances and systems complies with the 
requirements of the Building Regulations. 

 Reviewing and selecting Gas Safe registered contractors who are appropriately qualified, 
experienced and competent for the works by way of the ‘contractor selection questionnaire’ to 
satisfy themselves that the contractor can do the job safety and without risk to health of 
themselves or others who may be affected by their actions, or omissions. 

 Ensuring that only approved contractors are made available to all Academies and premises as 
necessary. 

 Providing oversight to ensure that Trust Site Manager / Site Managers are undertaking their 
responsibilities and that site specific risk assessments and evacuation procedures are 
documented, and reviewed in accordance with the Trusts policies and Procedures, and that 
procedures are cascaded to relevant persons.  

 Liaising with the Trust Site Manager to appoint competent contractors from the approved 
contractor list to undertake testing and maintenance of gas appliances and installations at the 
required intervals. 

 Providing relevant training to Trust Site Manager / Site Managers commensurate with their role. 
 
Heads of Academy are responsible for: 
 

 Liaising with the CFO, to document premises specific emergency procedures and risk 
assessments. Documenting premises specific emergency procedures for the each, and ensuring 
that it is reviewed annually.   

 Documenting premises specific risk assessment for all gas systems, appliances, gas fuelled 
boilers, and associated pipework, including where required risk assessments in accordance with 
The Dangerous Substances and Explosive Atmospheres Regulations 2002 (DSEAR). 

 Liaising with, and gaining the involvement of, Trust Site Manager / Site Manager in this 
undertaking. 

 Providing a copy of the emergency procedure for the Academy, and cascading it to Trust Site 
Manager / Site Managers. 

 Ensuring that emergency procedures are reviewed in accordance with the Trusts Policies and 
Procedures.  

 Ensuring that emergency procedures are communicated to staff as part of the induction 
process, and a copy of the procedure is displayed in each classroom where gas appliances, 
including Bunsen burners, are located. 

 Ensure that any gas appliance is properly operated and in accordance with the manufacturer’s 
instructions and staff or students are suitably trained to have sufficient knowledge to do this. 

 Ensuring that teaching staff, including assistants and technicians, are competent in the use of 
gas appliances and equipment.  
 
 
 
 
 
 
 

Trust Site Manager is responsible for: 

 Reporting to the Chief Financial Officer any areas of concern, including potential unsafe 
equipment. 

 Supporting the risk assessment and emergency procedure process. 
 Ensuring that they and site staff, including teaching and non-teaching staff are made aware of 

the location of ‘gas shut off’ taps, valves etc. in case of an emergency. 

 Will attend any required training / refresher training. 
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 Will follow training that has been provided. 
 Being satisfied that the required in-house and external checks are being undertaken correctly 

and fully documented. 
 
 

Site Mangers are responsible for: 
 
 Reporting to the Trust Site Manager / CFO any areas of concern, including potential defective 

equipment. 

 Ensuring that they and site staff, including teaching and non-teaching staff are made aware of 
the location of ‘gas shut off’ taps, valves etc. in case of an emergency. 

 Ensuring there are up to date schematic drawings of all premises showing gas installations and 
systems, and that these are made available to relevant contractors. 

 Ensuring there are adequate means of detection, alarm, and ventilation in all areas where gas 
appliances are used, including boiler houses which are attached to or integral within the 
academy buildings. These arrangements are to be inspected, maintained, and tested in 
accordance with the requirements of the Academies insurers, best practice and the relevant 
Standards. 

 Maintaining and monitor all gas test records to ensure they are completed correctly and on 
time. 

 Ensuring that the site emergency procedures are communicated to contractors. 
 Co-operating with their employer to undertake their duties. 
 Undertaking works which are outside their training or capabilities. 
 Working together to ensure all appropriate pre-use and periodic checks are undertaken at the 

required frequency. 

 Attending any required training / refresher training. 
 Following training that has been provided. 
 
All Employees are responsible for: 
 

 Making certain appropriate information / instruction / training / supervision is provided so that 
pupils understand the correct use of equipment. 

 Undertaking pre-use inspections of gas systems and appliances, in accordance with their 
training and the information provided by the manufacturer. 

 Reporting any defective or damaged gas appliances or systems to the Head of Academy 
immediately, and not proceeding with the task or activity until such time as repairs have been 
undertaken. 
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Gas safety in schools  
 
IGEM/UP/11 ‘Gas installations for educational establishments’ shows that it is mandatory in science 
laboratories to have the ability to isolate the gas supply, whether this be by means of a manual 
valve (ECV) such as a quarter-turn, or an automatic isolation valve (gas solenoid valve). However 
where a gas solenoid valve is installed the system must include a “downstream integrity check” 
otherwise known as a gas proving test. This gas proving test will check all the downstream gas 
pipework for any leaks or open appliances. If the gas solenoid valve is ever caused to close, in the 
event of a shutdown, it requires manually resetting by means of a key switch or key code. 
 
IGEM/UP/11 also identifies the requirements for CO2 and ventilation in a home economics room to 
ensure the safety of the children and to ensure air quality is at a safe level. For a new installation, 
where ventilation is installed to ensure gas safety then this should be interlocked by means of air 
pressure differential switch, current monitors or carbon dioxide monitoring. Where CO2 monitors 
are used in order to interlock with the ventilation, the carbon dioxide monitor should alarm at 
2800ppm to signify a dangerous level of CO2 in the air and should isolate the gas supply if the parts 
per million ever exceed 5000ppm. 
 
Safe use of gas appliances in schools 
 
• All kitchen staff should be trained on the safe use of gas appliances before using them. Induction 
training to include use of equipment and what could happen if things went wrong. 
• All staff who light up equipment must be trained in the procedure, and wherever possible the 
equipment instructions should be on hand. Not all pieces of equipment have been fitted with flame 
failure devices. This means that gas could flow from the main burner before the pilot flame is 
established; this could result in an explosion or severe blowback.  
• Gas should be shut off at the end of the working day.  
• Pilot flame should be turned off at the end of the working day.  
• Outside pipework should be checked regularly for leaking gas.  
• All equipment not being used should be properly turned off.  
• Emergency procedures should be clear and shared with all staff. There should be signs in place to 
serve as a reminder in case of an emergency. This should be short and straight to the point and 
should include shutting off gas valves and who to report to if there is a gas leak.  
• The main gas valve must be clearly marked and known to all staff.  
• Gas equipment should be serviced and inspected annually. Each Academy holds their own budget 
and are responsible for maintaining and repairing kitchen equipment.  
 
Example of gas leak procedure:  
 

If you smell gas, check that all equipment is turned off.  
 

If everything is off already, and the smell is strong, switch off main gas valve.  
 

Open windows to ventilate the area.  
 

DO NOT use any naked flame.  
 

Report the matter to: ………………………………  
 

ANY incident involving gas should be followed up by a gas safety check. 
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Hazardous Substances, including Radioactive Materials Procedure 

The purpose of this procedure is to avoid hazards to health from the use of hazardous substances, 
including ionising radiation, to avoid radioactive contamination, and to ensure safe disposal of 
hazardous substances and radioactive waste. 
 
 
Chief Financial Officer is responsible for: 

 Arranging the statutory testing of plant and equipment under their control.  
 The maintenance of records of test of such plant and equipment, and of plant and equipment 

for which testing has been carried out on behalf of Academies. 
 Identify contractors who have the appropriate qualifications, experience and can be deemed as 

competent, to undertake statutory inspection and testing of plant and equipment.  

 Set up a service contract with the contractor to ensure that inspection and testing of plant and 
equipment is undertaken at the required periodic intervals. 

 Ensuring the approved contractor list is easily and readily available for Academies to use for 
plant and equipment inspection and testing requirements. 

 Ensuring that the Trust Site Manager is supporting Academies, Site managers, by way of 
provision of appropriate resources and training. 

 Ensuring that risk assessments and safe systems of work are being documented for use of 
hazardous substances, and that these are suitable and sufficient and are provided to 
Academies, and communicated to Site managers. 

 Ensuring that plant and equipment is being subjected to inspection and testing at the 
appropriate intervals.  

 Site Managers / Cleaners working with hazardous substances are competent to do so, and are 
provided with training, information, instruction, and supervision commensurate with their 
experience and knowledge, and the work being undertaken.  

 Ensure thorough examination documents are retained on file, and any remedial actions are 
rectified in a timely manner. 

 Introducing new substances only after receipt of a Material Safety Data Sheet, a full Risk 

Assessment, a safe working procedure and staff training.  

 Undertaking suitable and sufficient COSHH assessments for all hazardous substances used by 
employees within their scope of responsibility, all necessary controls have been identified and 
put into place, and that these are communicated to the relevant persons with records 
maintained as evidence of communication e.g. signature sheet. 
 

 

 

 

 

 

 



 

HSP 018 Hazardous Substances, including Radioactive Materials Procedure  

 

 

Heads of Academy are responsible for: 

 The day-to-day implementation of this policy and ensuring that all teaching staff and technicians 

are aware of their roles and responsibilities, as well as the necessary control measures they 

need to undertake.  

 Document suitable emergency and contingency plans for incidents involving radioactive 

materials. 

 Ensuring that members of teaching staff and technicians receive effective training for use of 

chemicals and radioactive materials.  

 Ensuring that, where possible, the use of hazardous substances is avoided whilst enabling 

learning objectives to be achieved.  

 Ensuring risk assessments are undertaken where the use of hazardous substances cannot be 

avoided and ensuring effective control measures are in place.  

 Providing less harmful alternatives, where possible, for hazardous substances which must be 

used.  

 Ensuring that an up-to-date record is kept of all hazardous substances which are used in the 

school, and that these are clearly labelled.  

 Providing safe storage and disposal arrangements for hazardous substances.  

 Ensuring that health surveillance is undertaken where necessary. 

Heads of Department are responsible for: 

• Maintaining a COSHH Register of substances used within their department.  

• Introducing new substances only after receipt of a Material Safety Data Sheet, a full Risk 

Assessment, a safe working procedure and staff training.  

• Assisting the Head of Academy to document suitable emergency and contingency plans for 

incidents involving radioactive materials. 

• Ensuring that all members of their department comply with current health and safety legislation.  

• Providing approved storage facilities for hazardous substances specific to their departments.   

• Ensuring that all substances are properly labelled.   

• Implementing, monitoring and reviewing procedures designed to minimise risk from hazardous 

substances within their department.   

• Inspecting departmental storage areas regularly to ensure that the only substances available 

are those in regular use.  

• Disposing of substances not in use regularly and in a safe manner.  

• Instructing their staff and pupils / students in safe working procedures.  

• Taking all reasonable and practical steps to prevent unauthorised or improper use of 

substances.  

• Reporting instances of ill health amongst their staff or pupils / students that may be attributable 

to substances in use in their department. 

• Ensuring that adequate personal protective equipment where other control measures cannot be 

used appropriate for the substances in use is available for all users within their department, and 

storing and inspecting the equipment before and after use. 

• Providing a copy of COSHH assessments and risk assessments to be kept by staff and 

technicians within their department.  

• Having awareness of dangerous substance symbols and abbreviations and of hazard 

statements. 

• Reporting unsafe conditions, damaged or defective plant, equipment or other facility to the 

Trust Site Manager immediately. 
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Radiation Protection Supervisors are responsible for: 

• Ensuring that radioactive sources are securely and safely stored, in accordance with Standard 

Operating Procedures. 

• Ensuring that staff are aware of, and understand, Standard Operating Procedures and Model 

Risk Assessments. 

• Be aware of the hazards, risk assessments and control measures for each radioactive source 

kept by the school. 

• Make sure that all teachers and technicians (especially new ones) who need to handle or use 

radioactive sources have had the training they need. 

• Compile a list of all the teachers and support staff who are authorised to handle the radioactive 

sources. 

• Maintain records of all radioactive substances, including delivery, use and disposal of. 

• Maintaining an up to date inventory of all radioactive materials, including monthly and annual 

inventory checks. 

• Arranging for leakage testing to be undertaken at the intervals not exceeding two years, and 

maintaining records of these tests. 

• Assisting the Head of Academy / Head of Department to document suitable emergency and 

contingency plans for incidents involving radioactive materials. 

Site Managers are responsible for: 
 

 Supporting the Estates Team and Trust Site Manager in ensuring that documents, including 
COSHH assessments are retained on site. 

 Assisting the trust Site Manager with identifying and undertaking COSHH assessments as 
requested. 

 Following the provided training, information, instructions and safe systems of work. 
 Not misusing any equipment provided to them for their safety. 
 Before commencing work, read and ensure that you understand the information and 

instructions arising from the COSHH Assessment. In particular take note of the hazards, any 
precautions and what to do in an emergency. 

 Reporting any defective equipment as soon as it is reasonable to do so. 
 
Teaching staff are responsible for: 
 

 Familiarising themselves with this procedure, the COSHH register and any COSHH assessments 
or other risk assessments that they must follow.  

 Using all hazardous substances in accordance with the risk assessments conducted prior to use 
and the manufacturer’s instructions, including the required control measures.  

 Using PPE when necessary and reporting any damage to the Head of Department immediately.  
 Attending training sessions that are deemed necessary.   

 Making themselves available for any health surveillance and reporting any health and safety 
concerns to the Head of Department immediately.   

 Instructing pupils / students in safe working procedures for handling substances.  
 Ensuring that all COSHH assessments and safe working procedures for handling substances are 

followed by staff and pupils / students.  

 Ensuring that substances are properly labelled.  
 Completing the use log every time a radioactive source is removed from, and returned to, 

store. 

 Informing the Head of Department / Radiation Protection Supervisor when substances are no 
longer needed and require disposal.  
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 Reporting any symptoms of ill health that may be attributable to substances in their work 
environment to their line manager.  

 Reporting unsafe conditions, damaged or defective plant, equipment, materials or other facility 
to the Head of Department / Radiation Protection Supervisor. 

 
 
 
 
All employees are responsible for: 
 
• Familiarising themselves with this procedure, the COSHH register and any COSHH assessments 

or other risk assessments that they must follow.  
• Using all hazardous substances in accordance with the risk assessments conducted prior to use 

and the manufacturer’s instructions, including the required control measures.  
• Using PPE when necessary and reporting any damage to the Site Manager / Trust Site Manager 

/ Head of Department / Radiation Protection Supervisor immediately.  
• Attending training sessions that are deemed necessary.   
• Making themselves available for any health surveillance and reporting any health and safety 

concerns to the Site Manager / Trust Site Manager / Head of Department / Radiation Protection 
Supervisor immediately.   

• Reporting any symptoms of ill health that may be attributable to substances in their work 
environment to their line manager.  

• Reporting unsafe conditions, damaged or defective plant, equipment, materials, or other facility 
to the Site Manager / Trust Site Manager / Head of Department / Radiation Protection 
Supervisor immediately. 

 

Further Guidance: 

Hazardous substances related guidance is available on the HSE website 

http://www.hse.gov.uk/coshh/ 

http://science.cleapss.org.uk/Resource/L093-Managing-Ionising-Radiations-and-Radioactive-

Substances-in-Schools-and-Colleges.pdf L93 Managing Ionising Radiations and Radioactive 

Substances in Schools and Colleges 

The Health and Safety Executives publication L121, Work with Ionising Radiation sets out the 

regulations, approved code of practice and guidance.  

http://www.hse.gov.uk/pubns/priced/l121.pdf 

Ionising Radiations Regulations 2017 related guidance is available on the HSE's webpage 

http://www.hse.gov.uk/radiation/ionising/   

Working safely with ionising radiation - Guidelines for expectant or breastfeeding mothers 

http://www.hse.gov.uk/pubns/indg334.pdf  

  

 

 

http://www.hse.gov.uk/coshh/
http://science.cleapss.org.uk/Resource/L093-Managing-Ionising-Radiations-and-Radioactive-Substances-in-Schools-and-Colleges.pdf
http://science.cleapss.org.uk/Resource/L093-Managing-Ionising-Radiations-and-Radioactive-Substances-in-Schools-and-Colleges.pdf
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Kitchen Activities Procedure 

The kitchens may be classified as high risk areas and include both the staff run canteen 
style kitchens, through to the kitchens used by pupils as part of the classroom practical 
activities. 
 
Gas equipment and Electrical equipment will be found in kitchens, and Gas and Electricity 
have their own policy sections which are to be followed and complied with in addition to the 
requirements of this procedure. 
 
Board of Directors will ensure: 
 
 Chief Financial Officer are available to support the Academies with regards to 

appropriate equipment and the purchase thereof. 
 All BWAF procedures are complied with at all times, and hold person(s) in to account 

where this does not appear to be the case to ensure compliance. 
 All staff employed by BWAF are appropriately trained, competent and support pupils.  

Including leading by example at all times. 
 
Chief Financial Officer will ensure: 
 

 They are available to offer support to the Academy’s and any third part contractors with 
regards to the plant, equipment and non-educational activities. 

 The list of contractor is made available to all schools should works be required, and 
provide technical support and advise as required. 

 Contractors comply with their terms and conditions/terms of references with regards to 
fulfilling their duties. 

 Will ensure all maintenance and service contracts are undertaken as the prescribed 
intervals.  E.g. Local Exhaust Ventilation being subjected to thorough examinations (at 
periods not exceeding 14 months). 

 During any refurbishment or upgrades to the premises or equipment, considerations are 
given with regards to both health and safety and food hygiene legislation. 

 They provide suitable support and advice to Trust Site Managers. 

 They consider both health and safety and food hygiene and safety with regards to 
canteen activities. 

 A risk assessment is in place for both kitchen activities and how this affects the staff, 
visitors and contractors on site, including with respects to the dining area. 

 Support the Site Manager with any queries they may have. 
 They are accessible to liaise with the Head of Academy where the risk assessment 

identifies any controls which are required to be put into place. 

 Provide advice where any health and safety concerns are noted during their audits or 
walk rounds. 

 At periodic intervals to refer to the contractors documentation to ensure it is completed 
as required. 
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Heads of Academy – for educational activities will ensure: 
 
 All staff employed are appropriately trained, competent and support pupils.  Including 

leading by example at all times. 
 Staff are aware of the location of emergency cut off and isolation points for equipment 

within the kitchen, and that teaching staff are following not only good teaching 
practises, but also good health and safety and hygiene practises. 

 
Teachers leading a lesson will ensure: 
 

 They are aware of the location of the emergency cut off valves/switches. 
 They follow health and safety and food hygiene/safety requirements at all times. 
 That pupils, visitors, contractors are not at risk with activities undertaken with the 

kitchen environments;  

 Will ensure kitchens are secured in a way to prevent unauthorised access; and 
 Must report any defects or to the appropriate person / Chief Financial Officer 

immediately. 

 Inappropriate behaviour will be stopped during lessons, and addressed to prevent health 
and safety and or food hygiene situation arising. 

 
Trust Site Managers will ensure: 
 
 They support the Chief Financial Officer to complete required risk assessments. 
 They complete maintenance activities within their job role and within their individual 

competencies. 
 Report any plant, equipment or machinery concerns, damage etc. so that a repair can be 

undertaken as necessary. 
 
 
 

Site Managers: 
 
 They support the Trust Site Manager / Chief Financial Officer to complete required risk 

assessments. 

 They complete maintenance activities within their job role and within their individual 
competencies. 

 Report any plant, equipment or machinery concerns, damage etc. so that a repair can be 
undertaken as necessary. 

 
Kitchen manager will ensure: 
 
 The kitchen is secured in a way to prevent unauthorised access. 
 They comply at all times with BWAF policies and procedures as well as those pertaining 

to their employer. 
 They report any defects or to the appropriate person immediately. 
 The health, safety and welfare of those who may be affected by their acts and or 

omissions are considered. 

 They are on site in a clean uniform each day. 
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 They follow good hygiene requirements at all times and ensure they follow good 
practises always.  E.g. hand washing, if wearing gloves change as you would wash your 
hands, follow principles to prevent cross-contamination etc. 

 A documented food hygiene management system based on the principles of HACCP are 
followed at all times, and that appropriate due diligence documentation is available for 
inspection at all times. 

 The star rating is maintained and where the star rating is 3, will continue to made strides 
to improve the rating to a 4 and ultimately a 5. 

 
Employees, including employees working on behalf of a contractor will ensure: 
 
 They always follow the safe working practise and manufacturer’s instructions with the 

use of any equipment. 
 They comply at all times with food and health and safety requirements such as hygiene, 

temperature controls etc. 

 They comply with their food hygiene management system based on the principles of 
HACCP e.g. SFBB. 

 They are aware of the location of the cut off and isolation valves in case required in the 
event of an emergency. 

 They are aware of the location of any first aid kits, and they ensure the kit is replenished 
with stocks and new stocks are provided where items become out of date. 

 They report any defects or shortcomings in arrangements, and particularly in control 
measures, to their Supervisor or Manager immediately. 

 They report any accident, incidents or ill health to the Academy so that the Academy 
may take appropriate actions as deemed necessary.  As well as following any company 
requirements which are set out by their direct employers. 

 Where they are appointed as contractors, they must follow the ‘site rules’ and the 
policies and procedure for BWAF and the Academy that they are working within. 

 Their acts and omissions do not affect the safety of themselves or others. 
 They do not prop open fire doors, and where accidental damage occurs to structures 

provided for safety e.g. fire doors, extinguishers, first aid kits, protective equipment etc.  
this is reported as a matter of urgency either to their direct line or report at the Academy 
or they report to the Site Manager or Chief Financial Officer.   
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Laboratory Activities and Dangerous Substances And Explosive Atmospheres 

Procedure 

At BWAF we recognise that some of our chemicals and potentially experiments within our 
laboratories may use and / or produce dangerous substances and explosive atmospheres. 
Dangerous substances are any substances used or present at work that could, if not properly 
controlled, cause harm to people as a result of a fire or explosion. They can be found in nearly all 
workplaces and include such things as solvents, paints, varnishes, flammable gases, such as liquid 
petroleum gas (LPG), dusts from machining and sanding operations and dusts from foodstuffs. This 
procedure describes the arrangements by which the Trust will ensure that appropriate measures are 
in place to protect employees, pupils, and other persons from the potential risks created by the 
functions and activities of laboratory work and dangerous substances.  
 
 
Chief Financial Officer is responsible for: 

 Identify contractors who have the appropriate qualifications, experience and can be deemed as 
competent, to undertake statutory inspection and testing of equipment.  

 Set up a service contract with the contractor to ensure that inspection and testing of equipment 
is undertaken at the required periodic intervals. 

 Ensuring the approved contractor list is easily and readily available for Academies to use for 
equipment inspection and testing requirements. 

 Ensuring that Trust Site Manager is supporting Academies by way of provision of appropriate 
resources and training. 

 Ensuring that equipment is being subjected to inspection and testing at the appropriate 
intervals.  

 Arranging the statutory testing of equipment under their control, such as fume cabinets and 

Local Exhaust Ventilation.  

 Ensure thorough examination documents are retained on file, and any remedial actions are 

rectified in a timely manner. 

 Arranging for repairs and remedial action to be undertaken in a timely manner where defects 

are reported. 

 Identifying and classifying areas of the workplace where explosive atmospheres may occur and 

controlling ignition sources in those areas. 

 Assisting Heads of Academy to document emergency and contingency plans for incidents 

involving dangerous substances. 

 Providing assistance to those undertaking risk assessments for dangerous substances, using 

competent external resources where required. 
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Heads of Academy are responsible for: 

 Ensuring that all teaching staff and technicians are aware of their roles and responsibilities, as 

well as the necessary control measures they need to undertake.  

 Document suitable emergency and contingency plans for incidents involving dangerous 

substances. 

 Ensuring that members of teaching staff and technicians receive effective training for use of 

equipment and dangerous substances.  

 Ensuring that, where possible, the use of dangerous substances is avoided whilst enabling 

learning objectives to be achieved.  

 Ensuring risk assessments are undertaken for the use of equipment and dangerous substances, 

and ensuring effective control measures are in place.  

 Ensuring that equipment is checked at the required frequencies. 

 Ensuring that all dangerous substances are identified, which are used in the school, and that 

these are clearly labelled.  

 

Heads of Department are responsible for: 

• Assisting the Head of Academy to document suitable emergency and contingency plans for 

incidents involving dangerous substances. 

• Ensuring that all members of their department comply with health and safety procedures, and 

that they undertake equipment checks at the required intervals.  

• Ensuring that all equipment is used in the way in which it is intended, and in accordance with 

any training received.  

• Providing appropriate storage facilities for dangerous substances specific to their departments.   

• Ensuring that all substances are properly labelled.   

• Implementing, monitoring and reviewing procedures designed to minimise risk from dangerous 

substances within their department.   

• Inspecting departmental storage areas regularly to ensure that the only substances available 

are those in regular use.  

• Instructing their staff and pupils / students in safe working procedures.  

• Ensuring that adequate personal protective equipment where other control measures cannot be 

used appropriate for the substances in use is available for all users within their department, and 

storing and inspecting the equipment before and after use. 

• Undertaking risk assessments and providing these to relevant staff and technicians within their 

department.  

• Reporting unsafe conditions and damaged or defective equipment or other facility to the Chief 

Financial Officer immediately. 

 
Teaching staff are responsible for: 
 

 Familiarising themselves with this procedure, emergency and incident plans, and any COSHH 
assessments or other risk assessments that they must follow.  

 Using all dangerous substances and equipment in accordance with the risk assessments 
conducted prior to use and the manufacturer’s instructions, including the required control 
measures.  

 Using PPE when necessary and reporting any damage to the Head of Department immediately.  
 Attending training sessions that are deemed necessary.   
 Making themselves available for any health surveillance and reporting any health and safety 

concerns to the Head of Department immediately.   
 Instructing pupils / students in safe working procedures for handling and use of substances.  
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 Ensuring that all risk assessments and safe working procedures for handling and using 
substances are followed by staff and pupils / students.  

 Ensuring that substances are properly labelled.  
 Informing the Head of Department when substances are no longer needed and require 

disposal.  

 Reporting any symptoms of ill health that may be attributable to substances in their work 
environment to their line manager.  

 Reporting unsafe conditions and damaged or defective equipment or other facility to the Head 
of Department. 

 
All employees are responsible for: 
 
• Familiarising themselves with this procedure, emergency and incident plans, and any COSHH 

assessments or other risk assessments that they must follow.  
• Using all dangerous substances and equipment in accordance with the risk assessments 

conducted prior to use and the manufacturer’s instructions, including the required control 
measures.  

• Using PPE when necessary and reporting any damage to the Head of Department immediately.  
• Attending training sessions that are deemed necessary.   
• Making themselves available for any health surveillance and reporting any health and safety 

concerns to the Head of Department immediately.   
• Reporting any symptoms of ill health that may be attributable to substances in their work 

environment to their line manager.  
• Reporting unsafe conditions, damaged or defective equipment, or other facility to the Head of 

Department immediately. 
•  
Resource(s) 

L133: Unloading Petrol from Road Tankers. Dangerous Substances and Explosive Atmospheres 

Regulations 2002. Approved Code of Practice and Guidance 

L138: Dangerous Substances and Explosive Atmospheres Regulations 2002. Approved Code of 

Practice and Guidance 

HSG51: Storage of Flammable Liquids in Containers 

HSG103: Safe Handling of Combustible Dusts 

HSG140: Safe Use and Handling of Flammable Liquids 

HSG166: Formula for Health and Safety 

HSG176: Storage of Flammable Liquids in Tanks 

HSG178: Spraying of Flammable Liquids 

HSP 015 Emergency Action Plans / Critical Incident Plans 

HSP 016 Fire 

HSP 018 Hazardous Substances 

HSP 022 Local Exhaust Ventilation 

HSP 028 Personal Protective Equipment 

HSP 030 Risk Assessments 
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Using Science Laboratories Safely  

 Teachers have a duty to take reasonable care for the health and safety of themselves, of 

other co-workers and of pupils. They should be familiar with this safety procedure.  

 Teachers must set a good example to pupils and act consistently with pupil laboratory rules. 

On the first occasion in the Science Laboratory time should be spent explaining the rules, 

with appropriate demonstrations. Teachers should remind pupils of them often enough for 

them to be familiar.  

 Teachers must ensure that Co-workers are familiar with emergency drills and know the 

location of: the fire exit; fire-fighting equipment; the nearest first-aid box; the main gas cut-

off valve and the main electricity switch.  

 The laboratory must be left safe, and chemicals returned to the locked preparation room. All 

gas taps should be completely turned off and all mains-operated apparatus switched off. At 

the end of the lesson, gas should also be turned off at the laboratory main gas cut-off valve.  

 Eating and drinking must not take place in the laboratory or the preparation rooms. 

Experiments involving the tasting of substances must be conducted in the classroom.  

 A teacher must plan very carefully before conducting any practical operation in the 

laboratory when alone.  

 The Science laboratory must be locked by the teacher before he or she leaves.  

 Pupils must not be left unsupervised in the laboratory.  

 If for any reason safety cannot be maintained during practical work, that work must be 

modified or abandoned.  

 Lesson preparation must include checking on risk assessments and other safety precautions 

where necessary. Time should be allowed for consultation where there is any doubt and to 

try out experiments, particularly those involving hazards. Teachers should explain 

precautions to pupils as part of their safety education.  

 Teachers are responsible for ensuring that class assistants are familiar with the safety 

features of the laboratory, any hazards, and the appropriate precautions needed.  

 If pupils are allowed to use a Bunsen burner, it is the teacher’s responsibility to ensure that 

hair, scarves, ties and any other loose item of clothing are tied back or tucked in to keep 

them well away from the flame.  

 Always point the mouth of a test-tube or flask away from both yourself and others when 

doing experiments. Sometimes their contents can shoot out suddenly, especially when the 

test tubes are heated. Solutions should be heated in a flat bottomed flask; pupils should not 

heat substances in test tubes.  

 Disposal of Chemical Residues. The guidance included in the description of the experiment 

should be followed. When chemicals are left for the laboratory technician to dispose of, he 

or she should be informed and the residue labelled with the name of the experiment as 

given on the Description of Experiment sheet.  

 Nothing will be added to what is in the Science laboratory without the express approval of 

the Head of Department.  

 Any user who discovers a hazardous defect in any item of equipment must take it out of use 

and report it to the Head of Department.  

 The laboratory should be clean and tidy at all times. Bins should be emptied and the 

laboratory cleaned for the next user. 
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This procedure sets out the aims and objectives of the school and outlines responsibilities for 

managing the risk of exposure to legionella.  

General Statement of Intent  

The Boston Witham Academies Federation recognises and accepts its responsibility for providing a 

safe and healthy environment for its employees and the public who may be affected by its facilities 

and services.  This statement is an expression of the Academies commitment to managing legionella 

risks arising from any activities under its control.  The Academy will therefore:  

 Put procedures in place to control and minimise these risks;  

 Ensures work is to higher standards than the minimum required by law, where reasonably 

practicable;  

 Provide information, guidance and training for Heads of Academy and Site Managers 

responsible for premises and other key managers to ensure they are aware of their role with 

regard to this procedure;   

 Promote good system design to reduce the risk of Legionella bacteria multiplying; and 

 Promote good maintenance procedures to reduce the risk of Legionella bacteria multiplying.  

References  

The Health and Safety Executives Approved Code of Practice and Guidance, document L8 “The 

Control of Legionella Bacteria in Water Systems”, is taken as the primary source of guidance on 

Legionellosis risk management.  

Monitoring and review  

Monitoring and review of this procedure, on-going assessments and control precautions will be 

reviewed at intervals as appropriate, and at least annually.  Revisions will be made as necessary to 

reflect organisational, technical or legislative changes.  

Detailed Procedure  

1. The Organisation  

The Head of Academy is responsible for the implementation of this procedure.  The responsibility 

is discharged in to the Site Manager. 

2. Responsibilities  

The responsibilities of staff and business partners involved in the control regime are as follows:  
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2.1 Head of Academy is responsible for ensuring that this Procedure in conjunction with the 

‘Legionella Guidance for Premises Managers’ is complied with in the school, that they have a 

risk assessment in place, and are following the actions required as a result of that 

assessment.  

 

Heads of Academy who require a service provider to assist with management of legionella 

risk should ensure that the service provider is competent. One possible means of achieving 

this is to use a service provider, contact the Chief Financial Officer for approved contractors.  

 

2.2 Site Manager is to ensure that this Procedure in conjunction with the ‘Legionella Guidance 

for Premises Managers’ is complied with in their premises and that they have a risk 

assessment in place, and are following the actions required as a result of that assessment. 

 Additionally they must:  

  Have available, and keep up to date, all information supplied for the operation and 

management of their premises, including a copy of all the relevant records, schematic 

diagrams and risk assessments for the premises under their control; 

 Inform staff of the potential health risks of exposure to Legionella bacteria (for which they 

will receive appropriate training), their responsibilities in the implementation of the Academy 

Procedure and actions that the Academy is taking to mitigate the risks. 

 Monitor, or arrange for the monitoring of, water systems as detailed in the Written Scheme 

produced following a risk assessment.  

 Establish and implement appropriate controls for any maintenance or modification work to be 

done by contractors, service engineers, volunteers and own staff (e.g. Site Managers); 

 Ensure safe systems of work are effectively implemented;  

 Understand the implications of modifying or maintaining the water systems and the 

characteristics which govern the risk and control of the susceptibility to colonisation by 

Legionella;  

 Understand the risks of exposure to Legionella bacteria; and  

 Know what action to take if a case of Legionnaires disease is found or suspected;  

 Ensure, where there is information known about the water system, that this is drawn to the 

attention of the academy Site Manager and those who do maintenance work etc. before they 

commence work;  

 Update the premises’ records and schematic diagrams where they have ordered any changes 

to the water systems in their premises, which can be found in the premises’ building safety 

file;  

 Review the risk assessments on an annual basis;  

 Co-operate and co-ordinate with other managers on shared premises.  

 

2.3 All employees have a duty not only for their own health and safety but also a duty to co-

operate with the academy in the implementation and maintenance of its arrangements to 

satisfy its statutory duties for health and safety. Employees therefore have a responsibility to: 

 

  Understand the health risks associated with exposure to Legionella bacteria;  

  Report any defective equipment or systems;  

  Use any water system in a safe manner; and  

  Attend training and read briefing documents.  
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Appendix 1 - Legionella Control Principles  

Persons with responsibilities for the control of Legionella must comply with the following principles:  

1.  Eliminating the risk must be the first consideration in any design or alteration proposal. If the 

risk cannot be eliminated and alternative options are available and can be provided, then a thorough 

assessment must be undertaken to ensure that the appropriate solution is used.  

2.  Reducing the risk and controlling the risk in hot and cold water services. Where 

elimination of risk is impractical, the risk should be controlled so as to minimise the release of water 

droplets and prevent water conditions that permit the growth of Legionella.  It is possible to have 

very low concentrations of Legionella in many water systems and by careful control prevent them 

from multiplying.  Generally, proliferation of Legionella may be avoided by:-  

  Keeping water temperatures outside the range 20-45 degrees Celsius; 

 Minimising water stagnation; 

 Not using materials that provide nutrients for the bacteria or other organisms;  

 Keeping systems clean;  

 Ensuring effective water treatment programmes are in place; 

 Operating systems safely and keeping them correctly maintained.  

This is achieved by: -  

  Identifying and ensuring the proper application of maintenance, repair, cleaning and 

treatment regimens for all water services and ancillary equipment.  This is necessary to 

maintain satisfactory water quality with respect to potential health hazards; 

 Maintaining an up-to-date premises record containing details of a risk assessment, Written 

Scheme of Control for minimising the risk, and reports of periodic water quality checks and 

reviews by an independent competent assessor.  These records must be kept on the premises 

and made available to any person with the authority to inspect them.  Such persons would 

include the competent assessor, inspectors of the Health and Safety Executive, officers of the 

County and District Council, the Health Protection Agency and maintenance and repair 

personnel.  

 

Specific methods of control are as follows:  

 

  The temperature regime shall be the main method employed, in any new or refurbished 

system, to control bacteria in water systems.  

  Direct cold mains water systems must be considered in all new designs in preference to 

providing cold stored water, however, if required for backflow prevention or if the design 

assessment requires cold-water storage to be available, it must be sized to hold the minimum 

amount of water possible and no more than 8 hours use, and the temperature must be 

maintained and distributed at low temperature not exceeding 20oC. It is crucial that the inlet 

of the cold water supply and outlet from the cold-water tank are at opposite sides of the tank 

to ensure that there is no stagnation.  All tanks must comply with the Water Supply (Water 

Fittings) Regulations 1999 and must be easily and readily accessible for both maintenance 

and monitoring.  

  All cold-water pipework must be appropriately insulated and isolated from heat sources.  
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  Preference shall be given to using instantaneous direct-fired gas water heaters, or direct– 

fired gas water heaters with water stored at a minimum of 60oC. All stored hot water in main 

calorifiers shall be maintained at a minimum temperature of 60oC, which must be matched to 

demand. All calorifiers must be fitted with a drain valve, temperature gauge on the inlet and 

outlet pipework, and an access panel for cleaning and located in such a position as to be 

easily accessible for maintenance.  

  The system design must ensure that the entire contents of the calorifier can achieve a 

temperature of 60oC for at least one hour before the building users draw off any water at the 

start of each day and for one hour after the last user has drawn off water at the end of each 

day. An additional, time controlled, shunt pump must be fitted on all new calorifiers to aid 

circulation throughout the calorifier.  When upgrading or reutilising existing calorifiers, shunt 

pumps shall only be fitted following an assessment of the internal condition of the calorifier. 

Where there is any doubt the calorifier should be replaced.  

  For new installations, where possible, a minimum distribution temperature of 55 oC should be 

available at the outlet or any point of use mixer valve within 30 seconds of opening the tap. 

For existing installations and/or where a risk assessment supports a lower temperature, a 

minimum temperature of 50oC must be achieved within one minute of opening the tap.  

  On circulation systems, the return temperature to the calorifier must be greater than 50oC.  

  Where the water temperature is reduced at the point of use from 55oC, by the use of a 

thermostatic mixing valve, the pipework length must be kept to a minimum.  The leg from 

the distribution circuit must not exceed 3.0 metres and the leg from the blender must not 

exceed 2.0 metres.  

  Where hot water is to be provided by electric point of use heaters, a blending valve must be 

fitted so that the stored water can be maintained at 60oC. However, in exceptional 

circumstances, where this is not practicable due to insufficient water pressure a 

thermostatically controlled unit may be considered, the temperature must be set to suit the 

outlet requirements and a thermal disinfection regime must then be put in place as 

appropriate.  

  All materials and fittings used in any water system must be low corrosion and in compliance 

with the Water Supply (Water Fittings) Regulations.  

 For cold water services, where possible, lower use outlets must be installed upstream of 

higher use outlets.  

 Generally, all hot and cold outlet pipes must be of minimum length, and any pipework that is 

removed must be cut back to the main pipe work runs to ensure no dead legs or blind ends 

remain.  

 If standby equipment is installed, e.g. pumps, these must operate automatically and at least 

once a week to avoid stagnation. 

 All new and refurbished hot water systems and any systems that have been out of use 

without regular flushing on at least a weekly basis must be cleaned and disinfected in 

accordance with BS 6700:1987, section three clause 13.9 or as amended.  
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3.  Design Standards for all building services systems containing water must comply with the 

requirements specified in:  

 

3.1. the Water Supply (Water Fittings) Regulations 1999, SI 1999 No 1148 and incorporating 

amendment SI 1999 No 1506;  

 

3.2. the Health and Safety Executives Approved Code of Practice and Guidance L8: “Legionnaires 

disease. The control of Legionella bacteria in water systems”;  

 

3.3. BS 6700: 1987 or as amended “Specification for design, installation, testing and maintenance 

of services supplying water for domestic use within buildings and their curtilages".  

 

4. A Risk Assessment must be carried out by a competent person (who has sufficient knowledge 

and understanding of the system and of control schemes) to enable them to prior to the occupation 

of any new premises, or occupation of any extension to an existing premises, where there is a 

foreseeable risk of exposure to Legionella bacteria. This must include premises where any of the 

following exist: 

 

 Cooling towers and evaporating condensers.  

 Hot water services.  

 Cold water services.  

 Shower heads.  

 Ultrasonic humidifiers/foggers and water misting systems. 

 Spray humidifiers, air washers and wet scrubbers. 

 Water softeners. 

 Emergency showers and eye wash stations 

 Lathe and machine tool coolant systems. 

 Swimming Pools.  

 Hydrotherapy pools. 

 Spa baths. 

 Horticultural misting systems. 

 Vehicle washing facilities [lance or drive through]. 

 Indoor fountains and water features.  

 Any water system not listed above which is between a temperature of 20oC to 45oC and 

where an aerosol may be produced.  

 

5.  The significant findings of the risk assessment must be recorded in the Premises Register.  If 

the assessment has shown that there is a reasonably foreseeable risk of exposure to Legionella 

bacteria, there must be a written scheme in place to control that risk.  

 

The written scheme for controlling the exposure must be implemented and properly managed.  The 

scheme must include instructions on the operation of the system and details of the precautions to be 

taken to control the risk of exposure to Legionella bacteria, including checks and their frequency.  

 

The recommended inspection frequencies must be based on Appendix 1 of the Health and Safety 

Executives Approved Code of Practice and Guidance L8:“Legionnaires disease- The control of 

Legionella bacteria in water systems”.  In the absence of premises-specific procedures, Appendix 2 of 

this procedure specifies typical tasks, with their associated frequencies, that must be undertaken.  
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6.  All records must be kept at the premises and preferably as an electronic copy.  They must be 

maintained and managed under the control of the premises manager, and retained for a period of at 

least 5 years following expiry.  

 

7.  All employees must be aware that the two primary objectives of this procedure are to avoid:  

 

  Conditions that allow the proliferation of Legionella; and 

 Avoid the creation of sprays or mists that give rise to respirable water droplets.  

 

8.  Risk assessments must be reviewed at least every 24 months and when:  

 

  Significant changes have been made to a system, e.g. following maintenance or alteration;  

   Significant changes have occurred in the way a system is being used, e.g. a formerly fully 

occupied building is now only partially occupied;  

  Changes to the occupancy of the building e.g. higher risk users;  

  Changes have been made to the management and/or maintenance of the system, e.g. 6 

months after a new maintenance company has been appointed;  

  The results of checks indicate that control measures are no longer effective;  

  A case of Legionnaires‘ disease or Legionellosis is associated with the; system;.  

  There is new relevant information about risks or control measures;  

 

If there is doubt as to what changes should trigger a risk assessment, a programme of annual 

reviews or audits should be considered.  

 

If it is considered that microbiological testing is required, samples should only be taken by a 

competent person and analysed by a United Kingdom Accreditation Service (UKAS) approved 

laboratory.  
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Appendix 2 - Outbreaks of Legionella  

 

1. In the event of an emergency the Responsible Person or their deputy must be immediately advised 

by the nominated person, or other duty holder as appropriate.  The Responsible Person’s contact 

details are in Appendix 3.  

 

2. In the event of an outbreak the Academy will follow the guidance presented in Appendix 2 of the 

Health and Safety Executives Approved Code of Practice and Guidance L8: “Legionnaires disease - 

The control of Legionella bacteria in water systems”.  

 

3. Medical Advice is available if exposure to Legionella bacteria has occurred.  

 

The Academies employees who may be affected or involved will be offered an appointment with an 

Occupational Health Service (OHS). The purpose of this appointment is to:  

 

  Establish an Occupational Health Record. This must be retained for 50 years by the OHS;  

  Document the type and level of exposure for each employee exposed. A written summary 

should be provided for the OHS to attach to the records; within 14 days of the exposure.  

  Establish a baseline medical record of health;  

  Provide an opportunity for employees to discuss risks and concerns in confidence;  

  Ensure that employees’ general practitioner (GP) services are informed, via the OHS, so that 

GPs can monitor the individuals concerned.  
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Appendix 3 Responsible Person Contact Details  

Name: Mr Adrian Reed 

Job Title: Chief Executive Officer  

Mobile number: 07860 716621 

Alternative contact: 01205 311979 
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Local Exhaust Ventilation Procedure 

Local Exhaust Ventilation (LEV) systems provide a very effective means of controlling exposures to 
airborne contaminants such as dust, mist, fume, vapour or gas. However, they can also be 
ineffective if designed, installed, used or maintained incorrectly. This procedure contains 
information which will assist in ensuring that the Trusts LEV systems provide protection from 
airborne contaminants.  
 
For LEV systems to provide maximum control and efficiency key criteria must be met:  
 Specification – all LEV must be correctly specified, to take into account the contaminant, its 

hazards, the sources to be controlled, working requirements of operatives and the level of exposure 
control required.  

 Design and Installation – the system must be designed and installed by a competent person to 
meet the requirements of the specification. The system must be supplied with a User Manual and 
Logbook.  
 Commissioning – the system must be commissioned to prove it effectively controls exposure and 

meets the design specification.  
 Maintenance – LEV systems must be maintained in accordance with the schedules in the User 

Manual and undergo routine checks.  
 Annual Thorough Examination and Test – all LEV must undergo a thorough examination and test 

at intervals not exceeding fourteen months. 
 
Chief Financial Officer is responsible for: 

 Identify a contractor who has the appropriate qualifications, experience and can be deemed as 
competent, review their documents in line with the contractor procedure. 

 Set up a service contract with the contractor to ensure that the LEV thorough examination and 
testing are undertaken at the legally required periodic intervals. 

 Ensuring the approved contractor list is easily and readily available for Academies to use for LEV 
requirements. 

 Support the Academies to rectify any shortfalls or remedial actions required after thorough 
examinations. Producing, updating, reviewing and cascading the approved contractors list to 
relevant persons to ensure only approved contractors are used in the BWAF portfolio – see 
Control of Contractors procedure. 

 Ensuring that the Trust Site Manager is supporting Academies and Site Managers, by way of 
provision of appropriate resources and training. 

 Ensuring that risk assessments and safe systems of work are being documented for LEV and 
operations, and that these are suitable and sufficient and are provided to Academies, and 
communicated to Site Managers. 

 Ensuring that LEV is being subjected to thorough examination at the appropriate intervals.  
 Ensuring thorough examinations are undertaken for all LEV at the appropriate intervals, which 

includes commissioning before first use, after assembly at a new location, and at fourteen 
monthly intervals. 

 Ensure thorough examination documents are retained on file, and any remedial actions are 
rectified in a timely manner. 

 Keeping information relevant to all LEV equipment used or available for use, for example, the 
EC Declaration of Conformity, and every thorough examination and inspection report for up to 
five years.  
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 Undertaking suitable and sufficient risk assessments for all LEV equipment and operations within 
their scope of responsibility, all necessary controls have been identified and put into place, and 
that these are communicated to the relevant persons with records maintained as evidence of 
communication e.g. signature sheet. 

 Ensuring that Site Managers and any other relevant employee are provided with appropriate 

training, information, instruction, and supervision commensurate with the LEV equipment being 

used. 

Head of Academies are responsible for: 

 Ensuring suitable and sufficient risk assessments have been undertaken and that all necessary 

controls have been identified and implemented for the use of LEV. 

 Make certain appropriate information / instruction / training is provided so that employees 

understand the correct use of LEV.  

Trust Site Manager is responsible for: 
 
 Supporting the Chief Financial Officer in ensuring that documents are retained on site. 

 Supporting the completion of required remedial actions. 
 Removing items from use where there are issues / concerns until they can be inspected or 

assessed by a competent person. 
 Ensuring the asset register is up to date for LEV equipment used on site. 

 Assisting the Chief Financial Officer with identifying and undertaking risk assessments and safe 
systems of work for LEV equipment and operations, as requested. 

 Supporting and liaising with contractors when onsite, including the provision of site induction.  
 

Site Managers are responsible for: 
 
 Following the provided training, information, instructions and safe systems of work. 
 Not misusing any equipment provided to them for their safety. 
 Reporting any defect or failure of LEV equipment as soon as it is reasonable to do so. 
 
Teaching staff are responsible for: 
 
 Make certain appropriate information / instruction / training / supervision is provided so that 

pupils understand the correct use of LEV. 
 Undertaking pre-use inspections of LEV, and ensuring that it is functioning appropriately, in 

accordance with their training and the information provided by the supplier or manufacturer. 

 Reporting any defective or damaged LEV to the Principal immediately, and not proceeding with 
the task or activity until such time as a replacement has been provided or repairs undertaken. 
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Commissioning  

Once the LEV has been installed it must be commissioned to prove it is capable of providing 

adequate control and meets the essential features of the specification. The commissioning must 

cover both ‘hardware’ such as the LEV and ‘software’ such as working practices; position and 

correct use of the LEV. This will require input from the supplier, Academy and Chief Financial Officer 

where necessary. The commissioning of LEV sets the benchmark and standard for which the system 

is compared to during its annual statutory test and examination.  

All LEV must be re-assessed and re-commissioned when there are:  

 Changes in the process or the type of contaminant.  

 Changes in the workplace layout.  

 Any changes of equipment creating the source of contaminant.  

 Any other changes to the system such as modifying a hood or duct or adding a new branch.  

The commissioning of LEV must include the following stages:  

Technical Performance: 

 The new system must perform to the standards and benchmarks that were specified, this will 

include measurements of:  

 Flow volume rate throughout the system; hood faces; hood ducts, main duct.  

 Static pressures throughout the system; hood ducts, main duct and across filters and fans. 

 Hood face velocities.  

 Fan speed, motor speed and electrical power consumption.  

 Make up air supply. 

Control Effectiveness:  

The effectiveness of the LEV at controlling the contaminant must be assessed as part of the 

commissioning process and included in the commissioning report. Assessing the effectiveness of 

control will depend on the type of LEV installed; systems of a design known to be effective, such as 

those of a standard design applied to a standard industry process and made to clear specifications 

require less investigation than those where design appears to be adequate but control is uncertain. 

 Methods to assess control effectiveness can include:  

 Close observation of sources of contaminant and operator work practices.  

 Smoke tests with the process running, with observation of smoke capture and leakage.  

 Use of dust lamp to observe contaminant cloud behaviour with process running, where the 

contaminant is a dust or mist.  

 Operator behaviour and the usability of the control systems.  
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 Air monitoring where control needs to be stringent.  

 Containment testing for fume cupboards.  

Where the effectiveness of LEV depends on operator behaviours the correct working methods and 

use of LEV must be recorded. 

Commissioning Report:  

All commissioned LEV must be supplied with a commissioning report containing the key results of 

the measurements. The report confirms that the LEV is performing as designed and delivers 

adequate control of exposure. The report forms the basis of the bench mark against which the 

system will be tested during subsequent annual test and examination. The commissioning report 

must be included in the log book and a copy sent to Chief Financial Officer.  

The report should contain:  

 Diagrams and description of the LEV, including test points.  

 Details of the LEV performance specification.  

 Results of measurements such as pressures and velocities at stated points.  

 Calculations.  

 Written description of the commissioning, qualitative and quantitative tests and their outcome.  

 Description of operator behaviour for optimum LEV effectiveness.  

User Manual and Logbook  

All new LEV must be supplied with a User Manual and Logbook as part of the design, installation 

and commissioning process. The User Manual should cover the following; how to use the system, 

how to maintain it, key system components, the commissioning and bench mark criteria, thorough 

examination and test requirements and a list of possible things that could go wrong. The Logbook 

should contain schedules and forms for recording regular checks, maintenance and repairs. The 

User Manual and Logbook must be kept in the room containing the LEV. 

Maintenance and Testing Maintenance  

In order for LEV systems to be sustainable they must be maintained and in good working order. 

The level of maintenance required will differ for different systems and levels of complexity.  

Routine Checks  

All LEV systems must undergo routine checks to keep the system running properly. The frequency 

of routine checks (daily, weekly, monthly) will be determined by the complexity of the systems and 

level of control required. The frequency and description of tests required will be set out in the 

systems Logbook. Variations in velocities can impact on the effectiveness of the system and are 

indicators that maintenance is required.  

Thorough Examination and Test  

All LEV must have an annual thorough examination and test by a competent person, or 

organisation. The inspector must have the following information made available when carrying out 

the thorough examination and test:  
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 LEV commissioning report.  

 LEV user manual and log book.  

 Previous examination and test report.  

 Confirmation that there have been no changes to the LEV, process or contaminant since the last 

test.  

The thorough examination and test procedure and methods are similar to the original 

commissioning exercise and must comprise of the following of 3 stages:  

 A thorough visual examination to verify the LEV is in efficient working order, good repair and 

clean condition.  

 Measuring and examining technical performance to check conformity with commissioning data.  

 Assessment to check adequacy of control of exposure.  

All LEV must be labelled to identify when the system was last inspected, whether or not it passed 

and when the next test is due. The detailed examination and test report must be held by Trust Site 

Manager for at least 5 years with a copy also to be held locally.  

Failed LEV  

A system could fail its thorough examination and test for a number of reasons:  

 No airflow.  

 Poor state of repair (effects of which impacts on safe operation of the LEV and/or reduced 

protection for the operator).  

 Blocked filters.  

 Failure to contain or capture the contaminant cloud.  

 Failure to meet the design technical performance criteria. 

All failed LEV must be marked with a failed label to notify users that the system must not be used. 

Estates are responsible for notifying the Academy of the failure and pass on the examination and 

test report. 

Training  

All operatives must be trained in how to correctly use the LEV, along with how to carry out and 

record the routine checks. Many large LEV systems contain a number of ducts and hoods and have 

dampers to isolate ones not in use. These systems and their limitations must be well documented 

and operators trained in the use and correct positioning of the dampers. 
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The Boston Witham Academies Federation 

 Lifting Operations and Lifting Equipment Procedure 

The Lifting Equipment and Lifting Operations Regulations (LOLER) apply to the way lifting 
equipment is used in commerce and industry. It applies to employers and self-employed persons 
providing lifting equipment for use at work and those in control of the use of lifting equipment.  
 
LOLER applies only to work activities, for example: a crane on hire; a contract lift; a passenger lift 
used by employees and pupils; refuse collection vehicles; patient hoists; fork-lift trucks. 
 
Lifting equipment is defined as work equipment for lifting or lowering loads and includes its 
attachments used for anchoring, fixing or supporting it. Examples include vehicle tail lifts, hoists, 
the front end loader on a tractor and forklift trucks. 
 
Lifting accessories are defined as lifting equipment for attaching loads to machinery for lifting. 
Examples include slings, lifting straps and chains. 
 
For lifting equipment, there are two types of checks undertaken: 
 

1) LOLER Thorough Examination (TE) 
The LOLER TE will be arranged and a service contract put in place by the Trust Site manager, and 
the visits will be arranged at the required intervals e.g. 6 monthly for lifting equipment which is 
used with people, lifting chains and lifting accessories.  12 monthly TE are undertaken for lifting 
equipment used for inanimate objects.  
 

2) Service – routine maintenance 
This is undertaken by the lift company at the prescribed intervals. 
 
Chief Financial Officer is responsible for: 

 Identify a contractor who has the appropriate qualifications, experience and can be deemed as 
competent, review their documents in line with the contractor procedure. 

 Set up a service contract with the contractor to ensure that the LOLER TE are undertaken at the 
legally required periodic intervals. 

 Ensuring the approved contractor list is easily and readily available for Academies to use for 
lifting equipment requirements. 

 Arranging for planned preventative maintenance/services and TEs to be undertaken by an 
approved contractor at the required periodic intervals e.g. Lifting equipment for persons 6 
monthly LOLER thorough examination, Lifting equipment for inanimate objects 12 monthly 
LOLER thorough examinations and lifting accessories e.g. slings, 6 monthly LOLER thorough 
examinations. 

 Support the Academies to rectify any shortfalls or remedial actions required after thorough 
examinations. Producing, updating, reviewing and cascading the approved contractors list to 
relevant persons to ensure only approved contractors are used in the BWAF portfolio – see 
Control of Contractors procedure. 
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 Ensuring that the Trust Site Manager is supporting Site Managers, by way of provision of 
appropriate resources and training. 

 Ensuring that risk assessments, method statements, and safe systems of work are being 
documented for lifting equipment and operations, and that these are suitable and sufficient and 
are communicated to Site Managers. 

 Ensuring that lifting equipment is being subjected to thorough examination at the appropriate 
intervals.  

 Ensuring thorough examinations are undertaken for all lifting equipment at the appropriate 
intervals, which includes before first use, after assembly at a new location, and at six monthly 
intervals for equipment used to lift people. 

 Ensure thorough examination documents are retained on file, and any remedial actions are 
rectified in a timely manner. 

 Keeping information relevant to all lifting equipment used or available for use, for example, the 
EC Declaration of Conformity, and every thorough examination and inspection report for up to 2 
years.  

 Undertaking suitable and sufficient risk assessments for all lifting equipment, all necessary 
controls have been identified and put into place, and that these are communicated to the 
relevant persons with records maintained as evidence of communication e.g. signature sheet. 

 Ensuring that Site Managers and any other relevant employee are provided with appropriate 

training, information, instruction, and supervision commensurate with the type of lifting 

activities being undertaken. 

Trust Site Manager is responsible for: 
 
 Supporting the Chief Financial Officer in ensuring that documents are retained on site. 

 Supporting the completion of required remedial actions. 
 Removing items from use where there are issues / concerns until they can be inspected or 

assessed by a competent person. 
 Ensuring the asset register is up to date for lifting equipment used on site. 
 Assisting the Chief Financial Officer with identifying and undertaking risk assessments and 

method statements / safe systems of work for lifting equipment and lifting operations, as 
requested. 

 Supporting and liaising with contractors when onsite, including the provision of site induction.  
 

Site Managers are responsible for: 
 

 Following the provided training, information, instructions and safe systems of work. 
 Not misusing any equipment provided to them for their safety. 
 Reporting any defect or failure of lifting equipment or accessories as soon as it is reasonable to 

do so. 
 
 
 
 
Further Information -  L113: Safe Use of Lifting Equipment. Lifting Equipment and Lifting Operations Regulations 1998. 
Approved Code of Practice and Guidance 
INDG 422 Thorough Examination Of Lifting Equipment 
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Maintenance Activities Procedure 

Throughout the BWAF Academies, there are Site Teams who are responsible for the day to 
day maintenance and a number of safety checks on their site. Their role is specifically 
detailed in their Job Description, and there is an operational support tree for all areas of 
BWAF. This Procedure for maintenance activities will be followed in line with the Procedural 
manual and training provided to the Site Team by the Trust Site Manager / Chief Financial 
Officer. For maintenance activities undertaken by contractors, refer to the Control of 
Contractors Procedure. 

Chief Financial Officer is responsible for: 

 Partake in the interview when appointing senior members of the Site Teams. 

 Support compliance where the remedial actions are outside the scope of the job 

description or competency of the Site Team.  

 

 Ensuring that the Trust Site Manager is supporting Site Managers, by way of 

provision of appropriate resources and training.  

 
 Ensuring that Site Managers have the appropriate training, qualifications and 

experience to undertake their duties.   
 

 Ensuring that sufficient time and availability of equipment is provided to Site 
Manager to undertake their duties.  

 
 

Trust Site Manager is responsible for: 

 Ensuring that risk assessments, method statements, and safe systems of work are 
being documented for maintenance activities, and that these are suitable and 
sufficient and are communicated to Site Manager.  
 

 Ensuring that all required documents are being completed by the Site Manager and 
they are checked periodically so they can assure themselves of the information and 
findings.  

 

 Undertaking risk assessments, method statements, and safe systems of work prior to 
any maintenance activity being undertaken, and ensuring that these are 
communicated to Site Managers.   

 

 Monitor the activities undertaken by Site Managers, and ensuring they are 
undertaking their duties accordingly. 
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 Taking prompt and appropriate action if Site Managers are observed working not in 
accordance with the risk assessments, or safe systems of work / method statements.   
 

 Providing clear instructions, information and adequate training for Site Managers. 
 

 Consulting with Site Managers on health and safety matters and how their work will 
affect the health and safety of themselves and other persons, making sure they 
know how to raise any concerns they may have about the their work. and 
 

 Ensuring that permits to work are arranged and completed as required. 
 

 Planning maintenance activities prior to them being commenced, monitoring and 
auditing the works whilst in progress, and reviewing the activities upon completion. 

  

 Reporting to the Chief Financial Officer any areas of concern, including potential 
unsafe working or required changes to the method of works.  
 

 Reporting any defects or shortcomings in arrangements, and particularly in control 
measures, to the Chief Financial Officer immediately. 
 

Site Managers are responsible for: 

 Must co-operate with their employer to undertake their duties. 
 

 Must not undertake works which are outside their training or capabilities. 
 

 Must work together to ensure all appropriate maintenance checks and tasks are 
undertaken at the required frequency. 
 

 Will attend any required training/refresher training. 
 

 Will follow training that has been provided. 
 

 Ensure they report any concerns or defects to the Trust Site manager / Chief 
Financial Officer as necessary.  

 

 Ensuring they are aware of the risk assessments and / or method statement/s and 
any necessary controls to be aware of, before work commences. 
 

 Reporting to the Trust Site Manager / Chief Financial Officer any areas of concern, 
including potential unsafe working or required changes to the method of works.  
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Appendix 1 – Maintenance Checklist 

Basic Rules  
 

Question to answer Answers - 
What did you find during 

your 
audit of maintenance in your 

business? 
 

Your  
Improvements to your 

Business – how you can save 
time, money and lives 

 

Timescale for 
improvements; 
Name of Person 
responsible for it 

Planning - 
Define the Task 
 

What needs doing? 
When? 
How long will it take? 
Who is doing it? E.g. in-house 
employees, contractors 
Who will be affected by the work? 
E.g. other employees, pupils, the 
public, vulnerable people. 
Will other activities be affected or 
stopped during this maintenance 
work? 

   

Planning - Risk 
Assessment 
 

What emergency situations or 
problems may arise? 
How will these affect the safety of 
those involved? 
How will production/productivity be 
affected? 

   

 What are the physical, chemical, 
biological, psychosocial hazards that 
need to be considered and 
controlled? 
How do the risks vary between 
regular preventive maintenance and 
breakdown/corrective maintenance? 
What are the hazards from potential 
emergency situations? 

   

 Does this maintenance involve 
Asbestos? 
Does this maintenance involve Work 
at Heights? 
Does this maintenance involve the 
need to physically 
isolate people from hazards such as 
energy sources, 
dangerous or unstable machinery, 
and locations? 
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Are contractor risk assessments 
available? 
Is your risk assessment documented 
and used to produce the safe system 
of work (SSOW)? 

Planning – Safe Systems Of Work 
(SSOW) 

Do you have a safe system of work 
(SSOW) in place to control the risks? 
(Many jobs require simple systems, 
others more in-depth). 
Are workers monitored to ensure 
SSOW and site rules are observed? 

   

 Do you need any or more than one 
of the following systems to control 
the risks? 
Signs; Physical Barriers; Safe Stop; 
Lock-Out Tag-Out; Control of 
Contractors; Permission to Proceed; 
Permit to Work 

   

 Have you a SSOW that covers 
emergency situations? 

   

Planning - Time 
and Resources 
 

How long is needed to do this job? 
What are the consequences if the 
maintenance job overruns? 
What resources are needed to do 
the job? E.g. number of people; 
specialist engineer; lifting 
equipment? 
Are you hiring in equipment? 
How do you ensure the appropriate 
tools/equipment is used, with the 
correct instructions? 
If an emergency situation or 
problem arises, what additional 
resources will be required? 
How do you ensure that the time 
and resources are available for 
normal maintenance and if problems 
/ emergencies arise? 
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Planning - 
Communication 
 

If in-house employees are doing the 
work, or may be affected by it… 
How do you consult workers and 
keep them informed? 
Is employee consultation planned? 

   

 If you are sub-contracting to 
maintenance contractors, to do the 
work…. 
How are the contractors individual 
workers communicated with? 
How are Contractors supervised? 

   

 Who is in command and is 
responsible for the work? 
Does this change if a problem or 
emergency arises? 

   

Planning – Competence and 
Adequate Training 
 

What competence level (training and 
experience) do the maintenance 
workers need to have? 
How are contractors checked to 
ensure their competence/training? 
What induction or tool box talks are 
required? 
Does this training cover the SSOW, 
site rules, say who is in control, 
what to do in an emergency 
situation? 
If Contractors are involved, how is 
this training done? 

   

Key Hazards - Asbestos 
 

Is asbestos in the building or plant 
you are maintaining? 
Where is it? Ask to see the relevant 
plans, drawing or report. 
Will the maintenance work disturb or 
damage the asbestos? 
Do you use the information in the 
Asbestos Management Plan when 
you plan building maintenance jobs? 

   

Key Hazards - Work at Heights 
 

Does your maintenance task involve 
Work at Heights? 
How do you decide what access 
equipment is right for the job, or are 
you just using whatever you have to 
hand? 
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Do you hire the equipment in? 
Are trained operators hired? 

 

Key Hazards - Isolation 
 

How do you secure the work area to 
prevent unauthorised access? 
How do you ensure safe access and 
egress for workers? 
How do you isolate i.e. keep your 
staff/contractors separate from the 
hazards? 

   

 Do staff always isolate machinery 
before doing maintenance? 
Do maintenance staff have isolation 
padlocks and tags? 

   

 Do you use permits to work where 
appropriate? E.g. confined spaces, 
work on electrical systems. 

   

Making the Work Area Safe 
 

How do you prevent unauthorised 
access? 
Do you need to put in place safe 
routes for pedestrians? 
How do you keep the area clean and 
safe? 
How is power locked off? 
Is temporary ventilation required? 
Does the working platform require 
edge protection? 

   

Using the 
Appropriate 
Equipment 
 

Are the tools and equipment right 
for the job? 
Are they in good condition? 
Are they appropriate to the work 
environment e.g. do not create 
sparks 

   

 What personal protective equipment 
is required? 
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Working as 
Planned 
 

Do the maintenance workers know 
what the SSOW says? 
Is this SSOW worked to? 
What shortcuts are used by 
maintenance workers? 
Suggest a problem or emergency 
situation to the maintenance 
workers. What action will they take? 
Check this against your SSOW 
Do managers and supervisors stop 
maintenance work if it isn’t being 
done safely? 

   

Final Check  
 

Who conducts final checks? (Name / 
Job title) 
What do they check? 
Is this final check part of your safe 
system of work? 

   

Review  
 

Do you hold review meetings on 
maintenance to highlight 
improvements in your processes? 
If so, do you document the 
improvements and act on them? 
Do you audit your systems? 
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The Boston Witham Academies Federation 

 Manual Handling Procedure 

The moving and Handling Procedure supports best practise to ensure compliance and reduce 
the likelihood of injury to staff which is a requirement of the Manual Handling Operations 
regulations 1992 (as amended).  This procedure also covers moving and handling of people, 
however it is the trained person on site to provide additional training, equipment and care 
plan provision for individuals, as all persons are different and must be considered as individuals 
and not as an overarching ‘procedure’ per se. 

Board of Governors are responsible for  

 Ensuring the Academy follows procedures and challenges any areas of non-compliance. 

Heads of Academy are responsible for  

 Ensuring that persons on site are available to support with any staff or pupils who may 
require support e.g. moving and handling; 

 Ensure that where moving and handling of pupils and or staff is required, additional 
training has been sought and provided specific to working and moving individual people 
as opposed to inanimate objects – liaison with the Chief Financial Officer can be sought 
on training; 

 Ensuring that the appropriate equipment is provided to their pupils and or staff who require 
support with moving and handling e.g. hoists, slings etc.; 

 Ensuring that a suitably trained staff member(s) is/are on site who is able to support and 
produce any mobility aspects of an individual care plan; 

 Ensure that where there are issues raised, new equipment which is required, or changes 
needed to the fabric of the building, they report this to Chief Financial Officer. 

 Ensuring that individual pupils are considered and included so far as possible whatever 
their individual needs – (see Disability Access Procedure - HSP 011). 

 Liaising with the Head of Academy with regards to any issues, new equipment, or changes 
to the fabric of the building e.g. installation of ceiling hoists, for individual staff and pupil 
needs; 

 Ensuring that only competent and trained contractors are used (see Control of Contractors 
Procedure – HSP 010). 

 Ensuring that training is in place and refreshed at periodic intervals for relevant persons; 
 Undertake/provide induction training for manual handling, providing MHO Leaflet and 

ensure the Manual Handling Health Surveillance form has been completed with any 
required actions taken and documented; 

 Completing risk assessment for manual handling activities being undertaken; 
 Ensuring that manual handling tasks are completed in a safe and appropriate manner; 
 If poor practise is noted, raise this with the individual and re-train if necessary; 
 Ensure appropriate manual handling equipment is available as needed; 

 Record and investigate any incidents involving manual handling; 
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 Provide advice and where applicable onward report incidents/injuries to RIDDOR. 

Trust Site Manager is responsible for   

 Work with the Head of Academy / Chief Financial Officer to ensure training is undertaken 
and refreshed at periodic intervals; 

 Support the provision and completion of risk assessment for manual handling activities 
being undertaken; 

 Ensuring the Site Managers follow their training at all times; 
 Report and investigate any poor practise; 
 Liaise with the Head of Academy / Chief Financial Officer to improve where required 

practise, and to maintain good manual handling practises through the Academy; 

 Ensure that appropriate manual handling equipment is available as needed. 

Site Managers are responsible for  

 Reporting any manual handling activities undertaken on site that are not risk assessed to 
the Trust Site Manager / Head of Academy; 

 Attend training that is provided for them; 
 Follow training provided at all times; 
 Work with colleagues within the Academy to ensure safe manual handling practises are 

followed at all times;  

 Report any incidents which occur and are related to manual handling; 
 Follow and co-operate with all policies, procedure and risk assessments in place regarding 

manual handling activities at all times. 

All staff are responsible for 

 Attend training that is provided for them; 
 Follow training provided at all times; 
 Work with colleagues within the Academy to ensure safe manual handling practises are 

followed at all times;  

 Report any incidents which occur and are related to manual handling; 
 Follow and co-operate with all policies, procedure and risk assessments in place regarding 

manual handling activities at all times. 

All Staff - What are my duties? 

 Avoid the need for manual handling operations so far as reasonably practicable; 
 Make and assessment of the risk of injury in those operations which cannot be avoided; 
 Reduce the risk of injury to the lowest level reasonably practicable, using the assessment 

as the basis; 

 Review such risk assessments when changes occur, when it is no-longer valid, or at 
periodic intervals e.g. 12 monthly. 
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Undertaking a manual handling risk assessment 

The purpose of any risk assessment is to identify the hazards present in the workplace, to 
evaluate the extent of risk and prioritise the measures to be taken.  Taking in to consideration 
the health and safety risks employees are exposed to at work, and the health and safety non-
employees are exposed to at work e.g. pupils, contactors or visitors. 

Where a risk is identified then the appropriate measure can be taken to ensure the employer 
complies with health and safety legislation.  There are 4 stages to a manual handling risk 
assessment. 

1) The moving and handling activity is assessed to identify the risk of injury; 
2) A control mechanism is put into place to reduce risks, changing an activity (e.g. using 

lifting equipment) to prevent injury; 
3) A written record is made to help inform people of the activity that has been assessed and 

how it must be carried out to minimise risk; 
4) The risk assessment must be reviewed, monitored and evaluated to ensure it remains 

current. 

Factors to consider when risk assessing manual handling operations 

i) Task 

Do they involve:   

 Holding or manipulating loads at a distance from the body? 
 Unsatisfactory bodily movement or posture? 
 Excessive movement of loads? 

 
ii) Loads 

Are they: 
 Heavy? 
 Bulky or unwieldy? 
 Difficult to grasp, or get a hand hold? 

 
iii) Environment 

Are there: 

 Space constraints preventing a good posture? 
 Uneven, slippery or unsuitable floors? 
 Extremes of temperature or humidity? 

 
iv) Individual  

Does the job: 
 Require unusual strength, height etc.? 
 Create a hazard to those who might reasonably considered to be pregnant, have a health 

problem, or recovering from an illness or injury? 

 Require special information or training? 
 

Appendix 1 – MHO Leaflet  
Appendix 2 - Manual Handling Risk Assessment 
Appendix 3 - Manual Handling Health Surveillance  
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WHAT IS MANUAL HANDLING? 
 

Manual handling operations are responsible for a 
significant number of injuries in the workplace and millions 
of days lost each year due to back problems. A manual 
handling operation is any task that involves lifting, 
carrying, putting down, pushing, pulling or moving a 
load by human effort. 
 

WHAT IS THE LAW? 
 

THE MANUAL HANDLING OPERATIONS 
REGULATIONS 1992 

 
These regulations establish a clear hierarchy of measures 
to avoid the risk of injury: 
 

 Avoid hazardous manual handling operations where 
possible (by better planning of the work operation 
and/or the use of mechanical handling equipment). 

 Assess manual handling operations that cannot be 
avoided. 

 Reduce the risk of injury to an acceptable level. 
 
As an employee, you have the following responsibilities 
under THE HEALTH AND SAFETY AT WORK ACT 
1974: 

 

 Follow appropriate systems of work and carry out 
tasks in accordance with any information and/or 
training given. 

 Make proper use of any equipment provided for your 
own safety. 

 Cooperate with your employer on health and safety 
matters. 

 
HOW MUCH CAN I LIFT? 

 
There are no legal limits on the maximum weight you can 
lift.  Guidelines are provided to assist assessment, which 
suggest that up to 25kg can be lifted, lowered and carried 
by a fit male or 16Kg for a female. This figure is based 

with a load close to the body, and at a height between 
elbow and knuckle (i.e. waist height).   
 

It must be stressed however, that these guidance figures 
may be reduced to as little as 5kg if lifting, lowering or 

carrying away from the body or above/below waist height 
(see diagram below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is important to lift within your own capabilities, which 

may be higher or lower than the guideline weight stated.  
Your own ability will depend on various factors, including: 
 

 Your physique. 

 Your age, condition and experience. 

 The load. 

 The lifting techniques used. 
 
WHAT INJURIES ARE ASSOCIATED WITH MANUAL 

HANDLING OPERATIONS? 

 
The types of injury commonly associated with 
Manual Handling Operations include, cuts and 
grazes, muscular and nerve damage, ligament 
and tendon damage, strain injuries (i.e. hernia) 
and spinal disc injuries (i.e. slipped or prolapsed 
disc).  A high proportion of injuries affect the back 
and upper limbs and can be caused as a result of 
lifting a weight that is too heavy or carrying out 
incorrect or poor lifting techniques.  
 

The spine is a complex structure made up of vertebrae, 
and spinal discs which act as shock absorbers between 
each pair of vertebrae (a spinal segment).    
 
 
 
 
 
 
 
 
 
 
 
 
The key to safe manual handling operations is to keep the 
back in its natural position (e.g. with the three natural 
curves in line). 
 

HOW CAN I LIFT AND CARRY SAFELY? 
 

Prior to any manual handling operation it is essential to 
assess the whole task and ensure it is safe to continue.  
A good assessment will consider all elements of the 
operation including the load (e.g. shape, size, hot, cold, 
sharp edges), you the individual (e.g. your own 
capabilities), the task (e.g. distances, number of times) 
and the environment (e.g. wet, lighting, extremes of 

temperature).  
 
The general principles of safe manual handling are 
applicable to all manual handling operations and are set 
out below: 
 

Step 1 Always assess the item to be 

lifted, ensuring it is within your own 
capabilities, if it is too heavy, then 
ask for help.  Check item for marked 
weight.  Make sure your work area, 
the route and final destination are 
clear of obstructions.  
 

Nerve roots branch 

through the spaces 

between each vertebra 

and, as the spinal column 

bends, they become more 

exposed and vulnerable 

to entrapment.  Back 

injury is particularly 

painful and can cause 

long-term disability.  
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Step 2 Approach the load, with your 

leading leg forward and feet apart 
(this helps to balance your body and 
keeps the muscles relaxed).  Your 
leading foot should point in the 
direction you want to move.  
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Step 3 Bend your knees, keeping 

your back as straight as possible 
and your shoulders level (again this 
helps to keep you balanced). Keep 
your chin tucked in.  Get a good firm 
grip with your hands, not just your 
fingers.  Try and ensure you always 
lift with the heaviest part of the load 
closest to you.  Keep your arms in 

as close to your body as possible. 
 
Step 4 Start your lift slowly and 

under control raising your chin as 
you begin.  Keep the load close to the body with 
your back straight and in its natural position. 
Let your legs do the lifting. 
 

Step 5 When upright, position and orientate 

the load by moving your feet, not by twisting 
your upper body.  Twisting is a common 
error and results in stretching and 
compressing of the muscles, often resulting 
in injury. 
 

Step 6 When placing a load down, 

the reverse process of steps 2 to 4 
should be used.  Remember to keep 
the load close to the body, at waist 
height where possible.  The back 
should be straight and the strong leg 
muscles used. 
 

 
TEAM LIFTING 

 
When two persons are involved in the operation this 
does not mean that twice as much weight can be 
safely lifted.  Again, it is important to lift within the 
capabilities of the persons involved. 
 
 
 
 When team lifting you must: 
 

 Co-ordinate your activities.  All those involved in the 
lift should know what is going to happen and where 
the load is going. 

 Wherever possible lift with a person of about the 
same build and height. 

 
 
 
 
 
 
 
 
 

PUSHING AND PULLING 

 
 Push with the legs rather than pull with the arms, your 

leg muscles are much stronger. 
 Always wear appropriate footwear and ensure a good 

footing. 
 Push at a height between your shoulders and your 

waist with your back in its natural position. 
 Do not push with your arms extended. 
 

WHEN CARRYING OUT MANUAL HANDLING 
OPERATIONS AVOID THE FOLLOWING: 

 

 Stooping and bending 

 Twisting 

 Over reaching 

 Sharp movements 

 
In all cases it is important to plan & assess the operation 

before the load is moved.  If it is within your capability it 
may be handled, but only by using good manual handling 
techniques.  If you are in any doubt that the task can be 
completed safely, DO NOT CONTINUE.  Seek 

assistance, or consult your Manager/Supervisor. 
 

Remember! You must report all accidents to a 
Manager or Supervisor and ensure that accident 

details are recorded in the accident book as soon as 
possible. 

 

 

 
 

Manual handling 
operations 

IN THE 
WORKPLACE 

 
 

 

The Boston Witham Academies 

Federation 
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MHO  REV2 MANUAL HANDLING OPERATIONS RISK ASSESSMENT         © 2008 CSM 

   www.jwcope.co.uk 

 Location: 

      

No: 

      

MAC 

No      

Description of Manual Handling Operation: 

      

      

 

 

 

       

Number of persons affected: 

MANUAL HANDLING CONSIDERATIONS 

  Yes No        Yes N

o 

 

The Working Environment:    The Load Characteristics:    
Are there constraints on posture?    Is the load heavy, bulky or unwieldy?   
Are there uneven, slippery or unstable floors?    Is the load difficult to grasp?   

Are there extremes of temperature or humidity?    Is the load unstable, unpredictable or 

intrinsically harmful? 

  

Are there strong air currents?             

Are lighting levels unsatisfactory?    The Task/Operation:    

     Does the task involve handling loads 

away from the body? 

  

Individual Capability:    Does the task involve a large vertical 

movement? 

  

Does the job require unusual capability?    Does the task involve a large carrying 

distance? 

  

Does the job present a problem for those who 

are ill or pregnant? 

   Does the task involve strenuous 

pushing or pulling? 

  

Does the job require special training or 

information? 

            

 
Evaluation of risk:  Low   Medium   High     

Remedial Actions Required:  

      

 

 

 N.B.  This record does not imply that the conditions are safe and healthy or that the arrangements for welfare at work are satisfactory 

in all other respects. 

Signature of Assessor: Date:       

Signature of Head of Academy: Date:  
   

 

http://www.jwcope.co.uk/
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MANUAL HANDLING OPERATIONS – HEALTH SURVEILLANCE 

 

BWAF has a duty to assess what hazards are present in your place of work and 

one way of doing this is to ask that employees complete a health surveillance form 

which relates to those hazards likely to be found.  You are required to co-operate 

with measures that the employer takes to protect your health at work.  In this 

respect you should complete this questionnaire as honestly and accurately as 

possible. 

1. How long have you worked at the company carrying out manual 

handling operations? 

 

 

… 

 

Years 

 

… 

 

Months 

2. Have you received training in manual handling operations? Yes □ No □ 

3. Do you suffer from back pain, which you believe is as a result 

of the manual handling operations that you carry out? 

 

Yes □ No □ 

 If you have answered Yes, describe the manual handling 

operation(s) that you undertake which you believe is responsible 

for your back pain. 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

    

4. Do you suffer from pain, in either, your hands, arms, neck or 

shoulders, which you believe is as a result of the manual 

handling operations that you currently undertake? 

 

If Yes, please state in which areas you suffer pain and give 
details of the manual handling operation, which you believe is 
responsible. 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

Yes □ No □ 
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5. If you have ticked Yes at either question 3 or 4 above, have you 

informed your supervisor that it is your belief that it is the manual 

handling operation that is causing the pain? 

 

If Yes, please state name of supervisor and date: 

…………………………………………………………… 

 

Yes □ No □ 

6. If you have ticked Yes at question 3 or 4 above, have you visited 

your GP? 

 

If Yes, name of GP and date of visit: 

………………………………………………………………………… 

………………………………………………………………………… 

 

Yes □ No □ 

7. If Yes to question 5 and 6 above, have you proposed any ideas 

to the supervisor or made any improvements yourself, or do you 

have any new ideas as to how the manual handling operation 

can be avoided or improved to make the task less difficult? 

 

If Yes, what: 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

………………………………………………………………………… 

Yes □ No □ 

   

 

Employee Name: 

 

 

 

 

Employee Signature: 

 

 

Date: 

 

 

 

Head of Academy Name: 

 

 

 

 

Head of Academy Signature: 

 

 

Date: 

 

 

 

 

Thank you for taking the time and trouble to complete this questionnaire. 

All information will be treated as confidential by the Head of Academy and any necessary support 

controls will be discussed with you directly. 
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Monitoring Health and Safety Management Compliance Procedure 

The Boston Witham Academies Federation recognises that monitoring and reporting are important 

parts of any health and safety management system. Checking that risks are being effectively 

managed is vital is any organisation. 

The Local Board of Governors and Chief Executive Officer will: 

 Demonstrate commitment to the monitoring process; 

 Ensure that the academies comply with legislation and follows best practice in the 

management of health and safety; 

 Ensure that adequate health and safety resources are available to meet health and safety 

requirements; 
 Ensure that staff and students are not exposed to unacceptable risks, and that significant 

risks are adequately controlled; and 

 Ensure that monitoring procedures are in place for health and safety, either through direct 

observation or via discussions during the governors' meetings. 

The Chief Financial Officer is responsible for: 

 Ensuring that systems are in place to report performance so that the Local Board of 

Governors and Chief Executive officer are assured that legal compliance is achieved and 

maintained; 
 Providing leadership and management that supports and embraces working towards a 

positive health and safety culture; 

 Consulting with employees on health and safety matters, their risks posed by their work, and 

the preventative and protective measures in place;  

 Providing access to competent health and safety advice, as required; 

 Ensuring policies are up to date and available to employees, visitors and contractors.  

 

The Trust Site manager is responsible for: 

 Ensuring employees / visitors / contractors are complying with the academies Health and 

Safety Policy; 

 Reporting upwards so that management are assured that legal compliance is achieved and 

maintained; 
 Ensure that systems are in place to report serious incidents immediately; 

 Monitoring the design, development, installation and operation of management arrangements 

by arranging, for example, the routine inspection of premises, plant and equipment, health 

surveillance (where applicable), and planned function check regimes for key pieces of plant to 
prevent dangerous situations being realised and/or harm to employees; 

 Providing leadership and management that supports and embraces working towards a 

positive health and safety culture; 

 Ensuring employees are trained and skilled for the work they are expected to undertake; 

 Ensuring policies are up to date and available to employees, visitors and contractors; 

 Ensuring policies are implemented; 
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 Ensuring a system of upwards reporting is in place, so that management are assured that 

legal compliance is achieved and maintained and that employees are aware of the procedure; 

 Ensuring up to date records are kept for training, planned, programmed equipment 

maintenance, health surveillance (where appropriate) and accident and ill health.  

Heads of Academy are responsible for: 

 Ensuring employees / visitors / contractors are complying with the academies Health and 

Safety Policy; 

 Reporting upwards so that management are assured that legal compliance is achieved and 

maintained; 
 Ensuring employees are aware of the any monitoring and reporting procedures;  

 Monitoring evidence of poor health and safety practice, for example, investigating accidents 

and incidents and monitoring cases of ill-health and sickness absence records, such that 

lessons can be learnt and transferred to other parts of the business.  
 Ensuring Health and Safety documentation is reviewed, and if necessary revised with 

additional control measures implemented (where appropriate); 

 Identifying any training requirements to ensure employees are trained and skilled for the 

work they are expected to undertake; 
 Consulting with employees on health and safety matters, their risks posed by their work, and 

the preventative and protective measures in place;  

 Assisting the Chief Financial Officer and Trust Site Manager by reporting performance issues 

as and when they arise; and 

 Providing leadership and management that supports and embraces working towards a 

positive health and safety culture. 

All Employees: 

 Must attend training provided by the employer and follow the training that has been 

provided; 

 Must communicate with the employer on matters of health and safety; 

 Must advise their Supervisor or Head of Academy of any health and safety concerns or 

defects; 
 Must report accidents, incidents and dangerous occurrences/near misses; 

 Must follow instructions provided by their employer for their health, safety and welfare; and 

 Must ensure their working does not affect the safety of themselves or any person who may 

be affected by their acts or omission. 

The Safety Representatives and Safety Committees Regulations 1977 only apply to those 
organisations that have recognised trade unions for collective bargaining purposes. The union may 

appoint safety representatives from among the employees and notify the employer in writing. The 
representatives fulfil several functions including investigating the causes of accidents, carrying out 

inspections and attending safety committee meetings. Representatives will be permitted time off with 
pay to fulfil these functions and to undergo health and safety training. 

The Health and Safety (Consultation with Employees) Regulations 1996 were introduced to ensure 
that employees working in organisations without recognised trade unions would still be consulted on 

health and safety matters. Employees will be consulted either on an individual basis or through 
employee safety representatives elected by the workforce. The function of these safety 

representatives are similar to those outlined above, as are the rights to health and safety training. 

The employer will consult on issues including the introduction of any measure or change which may 
substantially affect employees’ health and safety, any information resulting from risk assessments or 

their resultant control measures and the planning and organisation of any health and safety training 
required by legislation. 
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See Section 2 – Organisation, for Management Structure and Responsibilities. 

Reference(s) 

Management of Health and Safety at Work Regulations 1999 

Safety Representatives and Safety Committees Regulations 1977 

Health and Safety (Consultation with Employees) Regulations 1996 

Resource(s) 

L146: Consulting Workers on Health and Safety. Safety Representatives and Safety Committees 
Regulations 1977 (as Amended) and Health and Safety (Consultation with Employees) Regulations 

1996 (as Amended). Approved Code of Practice and Guidance 

HSG 65: Managing for Health and Safety 

Further information and guidance is available at www.hse.gov.uk 
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Noise Procedure 

Noise in the workplace may be defined as unwanted sound for example caused by plant, machinery 
and work processes. It may also arise from external sources, for example passing road traffic, trains 
or aircraft. Prolonged exposure to high levels of noise will cause irreversible damage to hearing. It 
is also known that exposure to sudden, very loud noise can cause immediate damage to hearing.  
 
Damage to hearing may take two forms:  
• Noise Induced Hearing Loss (NIHL) is irreversible damage to the hearing ability of a person 
caused by exposure to excessive levels of noise. NIHL is different to normal deterioration in hearing 
due to ageing, which is usually across all frequencies, but is typically most pronounced at 2 higher 
frequencies. This can be life changing since we rely on these frequencies in human speech and 
merely amplifying all frequencies or speaking more loudly will not rectify the problem and 
background noise makes the effects of hearing loss even worse.  
• Tinnitus is the presence of 'sounds', typically ringing, buzzing, rumbling, humming or high pitched 
whistling, heard by the sufferer that are not caused by external noise.  
 
Risk of damage to hearing can be minimised by reducing the level of sound to which the ears are 
exposed and / or by restricting the duration of the exposure to the noise. The Trust will seek to 
reduce the risk of damage to the hearing of staff from noise to the lowest level reasonably 
practicable, and, where necessary, to protect staff, pupils, and others from unnecessary distraction 
and disturbance caused by noise.  
 
All staff are required to comply with these procedures by co-operating actively with the objectives 
of any noise control programmes in their workplace. Any workplace and / or location which is 
identified as likely to expose people to high levels of noise will be subject to assessment by a 
technically competent person to identify all those persons who are exposed to noise as defined 
under the Control of Noise at Work Regulations 2005. As a rough indicator, if the noise level is such 
that you have to shout in order for someone standing 2 metres away to understand you, this 
indicates a need to undertake a Noise Risk Assessment. Any indications of possible symptoms or 
diagnosis of NIHL or tinnitus should be reported, investigated and recorded. 
 
 
Chief Financial Officer is responsible for: 

 Ensuring a noise reduction policy is implemented for all new equipment whose purchase they 
approve. 

 Identify a contractor or other person who has the appropriate qualifications, experience and can 
be deemed competent to undertake noise assessments.  

 Ensure the approved contractor list / contact details are easily and readily available for Trust 
Site Manager / Site Managers to use for undertaking noise assessments. 

 Ensuring that the Trust Site Manager is supporting Academies and Site Managers by way of 
undertaking noise assessments where deemed necessary, and provision of appropriate 
resources and training. 

 

Heads of Academy are responsible for: 
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 Ensuring suitable and sufficient risk assessments have been undertaken and that all necessary 

controls have been identified and implemented for noise exposure within their area of control. 

 Make certain appropriate information / instruction / training is provided so that employees are 

aware of the risks from noise exposure.  

 Report to the Trust Site Manager any defects relating to any controls including personal 

protective equipment that is being used to reduce noise exposure, or any symptoms of noise 

induced hearing loss or tinnitus that are reported by teaching staff or technicians.  

Trust Site Manager is responsible for: 
 

 Arranging for noise assessments to be undertaken as deemed necessary, for all relevant areas 
and activities within their area of control.  

 Ensure noise assessments are retained on file; any remedial actions are rectified in a timely 
manner; and they are reviewed at the intervals specified in the assessment by the competent 
person or sooner following any significant changes to the work, equipment, or layout of the 
premises or area. 

 Supporting the Chief Financial Officer in ensuring that documents are retained on site. 
 Supporting the completion of required remedial actions. 
 Instituting noise control measures, including monitoring compliance of staff where use of 

hearing protection is a requirement of a noise risk assessment. 

 Ensuring that any areas or equipment that are identified as mandatory hearing protection areas 

are appropriately identified by signage. 

 In conjunction with Human Resources, ensuring that suitable provisions for identifying staff at 

risk from noise are in place and that health surveillance is provided where necessary. 

 Ensuring that Site Managers and any other relevant employee are provided with appropriate 

training, information, and instruction, relating to the risk from noise exposure from the activities 

undertaken and the equipment being used. 

 Assisting the Head of Academy with identifying and undertaking risk assessments and safe 
systems of work for equipment and operations where there is a noise risk, as requested. 

 Supporting and liaising with persons undertaking noise assessments when onsite, including the 
provision of site induction.  

 Following training, instruction, and information provided, and the requirements of noise risk 
assessments  

 Abiding by the requirement to wear hearing protection in mandatory hearing protection areas. 
 Reporting any defects or problems with any controls including personal protective equipment 

that is being used to reduce noise exposure  

 Reporting any symptoms of noise induced hearing loss or tinnitus to the Chief Financial Officer.  
 Attending training and health surveillance as required by any risk assessment. 
 
Site Managers are responsible for: 
 

 Following training, instruction, and information provided, and the requirements of noise risk 
assessments.  

 Abiding by the requirement to wear hearing protection in mandatory hearing protection areas. 
 Reporting any defects or problems with any controls including personal protective equipment 

that is being used to reduce noise exposure.  

 Reporting any symptoms of noise induced hearing loss or tinnitus to the Trust Site Manager. 
 Attending training and health surveillance as required by any risk assessment. 
 
 
 
 
Teaching staff are responsible for: 
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 Make certain appropriate information / instruction / training / supervision is provided so that 
pupils understand the risk of noise exposure. 

 Ensuring pupils wear the provided hearing protection, as identified in risk assessments. 
 Following training, instruction, and information provided, and the requirements of noise risk 

assessments. 

 Abiding by the requirement to wear hearing protection in mandatory hearing protection areas. 
 Reporting any defects or problems with any controls including personal protective equipment 

that is being used to reduce noise exposure.  

 Reporting any symptoms of noise induced hearing loss or tinnitus to the Head of Academy. 
 Attending training and health surveillance as required by any risk assessment. 

 
 

Noise Risk Assessment  

Management should identify areas where there are high noise levels which are likely to exceed the 

Lower Exposure Action Value (LEAV). As a rough indicator, if the noise level is such that you have 

to shout in order for someone standing 2 metres away to understand you, this indicates a need to 

undertake a Noise Risk Assessment. The Trust Site Manager may be able to carry out some 

preliminary investigation that can identify the source of the noise and, if possible, take measures to 

eliminate the problem or reduce the noise to acceptable levels well below the LEAV.  

A list of work activities that may result in significant noise exposure (although not exhaustive) is:  

• Operation of noisy machinery, such as workshop equipment.  

• Driving plant vehicles, such as ride-on mowers.  

• Operating petrol engine appliances such as strimmers, chainsaws, lawn mowers etc.  

• Construction work.  

• Workshops especially woodworking machines. 

• Maintenance operations and work in plant rooms, where staff may work only occasionally.  

• Work close to emergency generators (which may be autostart).  

• Music lessons and performances. 

Formal noise exposure assessment and action schedule  

If the noise risk assessment procedure has indicated areas where staff may be exposed to high and 

potentially hazardous levels of noise, then a competent person using an integrating sound level 

meter or other appropriate instrumentation such as a dosimeter should carry out a more rigorous 

assessment.  

Susceptible persons and other risks from noise  

Some persons are more susceptible to noise than others, e.g. those with existing hearing conditions 

or taking ototoxic drugs. These should be identified by health surveillance but the individual must 

report any problems / conditions to their manager. Noise in the workplace can also present other 

hazards and difficulties. It can interfere with or prevent communication between workers, and is 

often an annoyance to workers, causing tiredness and inefficiency. It can also mask warning signals 

and sounds and make them less audible and therefore less effective.  
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Reduce the Noise at Source  

Where staff are found to be exposed to levels of noise that may represent a hazard to hearing, the 

preferred course of action to reduce their noise exposure is to reduce the level of noise at source. If 

the problem is more difficult to resolve, then it may be necessary to seek advice from a competent 

person, the supplier of the equipment or from a specialist noise control company as to practical 

methods of noise reduction. When noise control action has been completed, it will be necessary to 

reassess the situation, to confirm that the workers' noise exposures have been reduced to 

acceptable levels below the Exposure Limit Value (ELV) and preferably to below the LEAV.  

Reduction of Exposure Duration  

In some situations, it may be possible to reduce the noise exposure of individual staff by limiting 

the duration of their duties or sharing the noisy work, so that the daily duration of exposure of an 

individual staff member to the highest noise operations is kept to an acceptable level. If a sharing 

approach is adopted, then it is necessary to ensure both that the staff do not incur significant noise 

exposure during other duties that they carry out and that they adhere closely to the sharing 

schedule so that excessive exposure does not occur.  

Hearing Protection  

Hearing protection is the least preferred method of control but still has a place in many hearing 

protection programmes. The employer is required to make available hearing protection where the 

exposure is above the LEAV and the employee requests the provision of such protection. At or 

above the Upper Exposure Action Value (UEAV) up to the ELV, organisational and technical 

measures must first be implemented but if it is insufficient to reduce exposure below the UEAV 

hearing protection must be made available. Hearing protection equipment is readily available in two 

main types, ear plugs and ear defenders. Ear plugs, such as compressible foam inserts and 

moulded rubber plugs, require placement into the ear canal by clean hands. Ear muffs are placed 

around the head covering the outer ear, and may be more suitable for use in conditions where 

hand soiling is anticipated. Subject to the suitability of the types of hearing protection in the 

particular working environment, and the adequacy of the protection afforded, workers should be 

given a choice within each of the main types of hearing protection, and allowed to select the type 

with which they feel most comfortable ensuring that the noise exposure is adequately reduced.  

Record keeping, monitoring and reviewing  

The record keeping required for compliance and proof of compliance with legal requirements and 

achievement of best practice may be considered in four areas:  

• Records of what action has been taken, and when the action was taken.  

• Records of all noise risk assessments, formal surveys, exposure assessments and any follow-up 

surveys and assessments.  

• Records indicating all staff members liable to be exposed to noise at levels at or above the LEAV, 

so their attendance at training courses and refreshers can be arranged.  

• Records indicating all staff members where the noise risk assessment shows they are liable to be 

exposed to noise at levels at or above the UEAV, so they can be subject to health surveillance.  

• Where audiometry (the evaluation of employees’ hearing by individual testing) is undertaken, 

records generated in this manner will be taken as a type of health surveillance as defined in the 
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Management of Health and Safety at Work Regulations 1999. It is also important that when 

employing persons to work in areas where it known that exposure at or above the UEAV is likely to 

occur, they are subject to audiometry before starting work there to establish a baseline hearing 

response.  

• Records of all noise risk assessments and noise surveys of the premises and activities should be 

kept and archived when they are superseded by new noise risk assessments  

• Documentation relating to the provision of hearing protection and training course attendance 

should also be kept.  

Assessment and Maintenance of Hearing Protection  

It is essential that all hearing protection considered for use are types that are suitable for the task 

and bear the CE label. This indicates that the PPE complies with various safety requirements and 

that they have been tested to determine the level of protection against noise to be expected when 

they are correctly worn. Hearing protection (other than disposable ‘one use’ types) will also need to 

be inspected regularly and maintained to ensure it remains in efficient working order, e.g. seals are 

in good condition and headband spring strength is still adequate. Suitable storage may also need to 

be provided.  

Monitoring  

Regular noise control checks:  

• Carry out, at regular intervals and when new plant or equipment that might involve excessive 

exposure to noise is purchased, subjective inspection of all work operations and plant areas to 

determine whether or not there are significant noise emitting sources and processes.  

• Where the subjective inspection suggests an increase or problem with noise levels, commission an 

additional or repeat noise risk assessment.  

• Make arrangements for regular workplace inspections to ensure that persons required to use 

hearing protection are being followed, that the hearing protection is being maintained in effective 

working order and that all those necessary have been provided with appropriate information. 
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Personal Protective Equipment Procedure 

 

This procedure applies to all relevant Academies and Departments within the Trust. The aim is 
to outline the requirements of the Personal Protective Equipment (PPE) at Work Regulations 
1992 (as amended), including the issue and maintenance of personal protective equipment in 
the workplace.  
 

 Where there are existing comprehensive regulations which require the use of Personal 
Protective Equipment, the PPE Regulations will not take precedence over more specific 
legislation e.g. The Control of Lead at Work Regulations 2002, The Ionising Radiation 
Regulations 2017, The Control of Asbestos at Work Regulations 2012, The Control of 
Substances Hazardous to Health Regulations 2002 (as amended) and The Noise at Work 
Regulations 2005.  

 
 Where there are no current Regulations dealing with the issue of PPE then the PPE Regulations 

will apply. 
 
A key role in implementing this procedure lies with the Trust Site Manager and Head of 
Academy who must ensure the requirements in this procedure are addressed and implemented 
within their area of responsibility and control. In certain circumstances, the advice and 
assistance of specialist advisors may be required. 
 
Within the scope of the Regulations 'Personal Protective Equipment' means all equipment 
(including, if required clothing affording protection against the weather) which is intended to be 
worn by a person at work to protect him from one or more risks to his health and safety. 
 

 The term 'Personal Protective Equipment' does not include uniforms, crash helmets, etc., for 
protection while travelling on public highways, or equipment used whilst playing competitive 
sports, unless used by professional instructors e.g. life jackets for canoeing. 
 
Before selection of PPE an assessment must be undertaken to identify those risks for which it is 
required.  
 
Personal Protective Equipment should always be considered as a last resort in protecting 
against risks to health and safety as it only protects the person wearing it and effective levels of 
protection can be reduced if, for example, the PPE doesn’t fit correctly or restricts the wearer to 
some extent by limiting movement or visibility. Therefore, other controls should be considered 
first, for example, removing the risk completely, using engineering controls and developing safe 
systems of work.  
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Pupils often need to wear PPE in science and technology lessons. The provision of such PPE is 
required, for example, under CLEAPSS risk assessments. CLEAPSS guidance indicates the 
appropriate PPE to be used in relation to both staff and pupils and should be used in 
conjunction with lesson plans where relevant. 
 
 

Trust Site Manager is responsible for: 
 

 Ensuring suitable and sufficient risk assessments have been undertaken and that all 
necessary controls have been identified and implemented before resorting to the use of 
PPE. 

 Ensuring that suitable PPE is provided to Site Managers as identified in the risk assessments. 
 Make certain appropriate information / instruction / training is provided so that employees 

understand the PPE required to be worn and its correct use, including storage and 
maintenance.  

 Undertake monitoring, including internal audits, to identify correct use, missing, damaged or 
defective PPE.  

 Ensuring that suitable stocks of replacement PPE is available at all times for Site Managers. 
 Request support and advice from Chief Financial Officer and or Competent Advisor if they 

are unclear on the PPE requirements and provisions in varying circumstances. 

 Wearing the required PPE as identified in the relevant risk assessments.  
 Undertaking pre-use inspections of PPE, and ensuring that it is appropriately stored, 

cleaned, and maintained, in accordance with their training and the information provided by 
the supplier or manufacturer.  

 Reporting any defective or damaged PPE to the Chief Financial Officer immediately, and not 
proceeding with the task or activity until such time as a replacement has been provided or 
repairs undertaken.  

 Ensuring that Site Managers are wearing the provided PPE, and that it is being worn in the 
correct manner and is in serviceable condition.  

 

Site Managers are responsible for: 
 

 Wearing the required PPE as identified in the relevant risk assessments.  
 Undertaking pre-use inspections of PPE, and ensuring that it is appropriately stored, 

cleaned, and maintained, in accordance with their training and the information provided by 
the supplier or manufacturer.  

 Reporting any defective or damaged PPE to the Trust Site Manager immediately, and not 
proceeding with the task or activity until such time as a replacement has been provided or 
repairs undertaken.  
 
 
 
 
 
 
 
 
 
 
 
 

Head of Academy are responsible for: 
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 Ensuring suitable and sufficient risk assessments have been undertaken and that all 
necessary controls have been identified and implemented before resorting to the use of 
PPE. 

 Ensuring that suitable PPE is provided to teaching staff and pupils as identified in the risk 
assessments. 

 Make certain appropriate information / instruction / training is provided so that employees 
understand the PPE required to be worn and its correct use, including storage and 
maintenance.  

 Ensuring that suitable stocks of replacement PPE is available at all times for teaching staff 
and pupils. 

 Undertake monitoring, including internal audits, to identify correct use, missing, damaged or 
defective PPE.  

 Request support and advice from Chief Financial Officer and or Competent Advisor if they 
are unclear on the PPE requirements and provisions in varying circumstances. 
 

Teaching staff are responsible for: 
 

 Ensuring that suitable PPE is provided to pupils as identified in the risk assessments. 
 Make certain appropriate information / instruction / training / supervision is provided so that 

pupils understand the PPE required to be worn and its correct use.  

 Wearing the required PPE as identified in the relevant risk assessments.  
 Undertaking pre-use inspections of PPE, and ensuring that it is appropriately stored, 

cleaned, and maintained, in accordance with their training and the information provided by 
the supplier or manufacturer.  

 Reporting any defective or damaged PPE to the Chief Financial Officer immediately, and not 
proceeding with the task or activity until such time as a replacement has been provided or 
repairs undertaken.  

 

All employees are responsible for: 
 

 Not interfering with any PPE provided.  
 Wearing, storing and maintaining PPE in accordance with any training, instruction or 

information provided. 

 Report to their Site Manager / Trust Site Manager / Head of Academy any defective PPE as 
soon as possible. 

 

Assessment of Personal Protective Equipment  

When assessing the suitability of PPE for the particular risks involved and for the circumstances 

of its use, the following should be taken into consideration: 

 The activity involved and the risks for which protection is needed. For example, safety 

glasses may be required to protect against the risk of both chemical splashes and  

projectiles.  

The physical effort required to do the job, how long the PPE has to be worn, and the 

requirements for visibility and communication.  

 The environment and surrounding conditions, for example the weather if working outside, 

temperature, noise, ventilation etc. 
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 The health of the person wearing the PPE. PPE made of certain materials should not be 

issued to workers if they are known to cause allergies, for example latex gloves.  

Where more than one item of PPE is required, they are compatible and continue to offer 

adequate protection against the risks in question.  

Information from the PPE manufacturers/suppliers.  

 

 All PPE selected must bear the 'CE' mark and comply with the Personal Protective Equipment 

Regulations concerning the design or manufacture of PPE with regard to health and safety. 

 

Once a range of potentially suitable PPE has been identified, the persons using it should be 

involved to ensure a suitable fit, comfort and compatibility with the activity to be carried out.  

Maintenance / Replacement of Personal Protective Equipment 

Where PPE has been issued, this shall be maintained in an efficient state, efficient working 

order and in good repair and the member of staff should also receive appropriate information 

and training on its’ maintenance, including ensuring that PPE is examined before issue and use.  

 Information on maintenance and inspection of the PPE used should be gained from the 

manufacturer or supplier and these instructions should be followed. 

 Periodic inspection of PPE should be undertaken to ensure maintenance schedules are being 

adhered to.   

 Accommodation for Personal Protective Equipment 

 Arrangements should be made so that PPE can be safely stored when not in use (e.g. lockers, 

spectacle cases, clothes pegs etc) and the storage facility shall be sufficient to protect PPE from 

contamination.  

Usable PPE should be clearly segregated from PPE awaiting repair or maintenance and any PPE 

which has become contaminated during use must be stored separately from ordinary clothing. 

A notification process should be in place for damaged or contaminated equipment and an 
identified process for the cleaning of equipment such as overalls. 

 
 Information, Instruction and Training 

 
Any member of staff requiring to wear PPE shall be provided with information, instruction and 
training which is appropriate to the PPE being worn. 
 
A programme of training for each item of PPE to include the following; 
 

 The risks which this PPE will control 
 Operation, adjustment and limitations of the PPE 
 Storage of PPE 
 Any factors which may affect the performance of the PPE 
 Maintenance schedules 
 Identifying defects 
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The training shall be repeated as appropriate and all records of training / retraining shall be 
kept.  
 
Use of Personal Protective Equipment 
 
Where Personal Protective Equipment has been issued, steps shall be taken to ensure it is 
properly used. This can be achieved by undertaking periodic inspections to monitor the proper 
use of PPE. 
Staff should wear the PPE provided in accordance with the instruction and training received and 
return PPE to the proper storage area after use. 
 
Reporting loss or defect 
 
The Academy / Department should ensure that staff are able to report lost or defective PPE and 
that the user is issued with a replacement or the defect repaired. 
Every member of staff must report any loss or defect in personal protective equipment to their 
direct supervisor / manager / Head of Academy as soon as the loss or defect is identified and 
report any concerns regarding the serviceability of their PPE. 
 

 Further information 
A copy of the guidance on the PPE Regulations can be downloaded from the Health and Safety 
Executive website via the following link   
http://www.hse.gov.uk/pubns/books/l25.htm  

 

http://www.hse.gov.uk/pubns/books/l25.htm
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Pressure Systems Procedure 

Equipment where the pressure x volume of the system is 250 bar litres or more, or steam at any 
pressure, is required to have a written scheme of examination and to be examined in accordance 
with that scheme. However there is a general duty under Health and Safety Legislation to ensure all 
equipment is maintained in a safe condition.  
 
When examining any pressure system particular attention should be paid to the condition of the 
following:  
• Liquid / gas control equipment;  
• Pipework, hoses and connections;  
• Cylinders / containers;  
• Protective devices;  
• Emergency controls.  
The manufacture’s recommendations should be followed. 
 
In order to operate equipment safely users are required to have adequate instruction and training 
and be made aware of the safe operating limits of the system. The instructions given should include 
a schematic circuit or flow diagram for the system, including pipework. The diagram should include 
all significant controls, valves and relevant safe operating limits, with those of importance in an 
emergency clearly identified. The diagram should be updated when changes are made to the system.  
 
The safe operating limits may include:   
• The maximum design pressure of the vessel;  
• The minimum design pressure of the vessel when it is other than atmospheric;  
• The design temperature;  
• The maximum flow rate of the relevant fluid;  
• The volume of the relevant fluid. 
 
The Chief Financial Officer is responsible for: 

 Identify a contractor who has the appropriate qualifications, experience and can be deemed as 

competent, review their documents in line with the contractor procedure. 

 Set up a service contract with the contractor to ensure that thorough examination and testing of 

pressure systems are undertaken at the required intervals in accordance with a written scheme 

of examination.  

 Ensure the approved contractor list/contact details are easily and readily available for Academies 

to use for pressure system requirements. 

 Support the Academies to rectify any shortfalls or remedial actions required after examination in 

accordance with a written scheme of examination. Producing, updating, reviewing and cascading 

the approved contractors list to relevant persons to ensure only approved contractors are used in 

the BWAF portfolio – see Control of Contractors procedure (HSP010). 

 Ensuring that Trust Site manager is supporting Academies and Site Managers by way of provision 
of appropriate resources and training. 

 Ensuring that Trust Site Manager /Site Managers and any other relevant employee are provided 

with appropriate training, information, instruction, and supervision commensurate with the 

pressure systems being used. 
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Trust Site Manager is responsible for: 
 
 Supporting the Chief Financial Officer in ensuring that documents are retained on site. 
 Ensuring that risk assessments and safe systems of work are being documented for pressure 

systems, and that these are suitable and sufficient and are provided to Academies, and 
communicated to Site Managers. 

 Ensuring that pressure systems are subjected to examination in accordance with a written scheme 
of examination at the appropriate intervals.  

 Ensuring examinations are undertaken for all pressure systems at the appropriate intervals.  
 Ensure examination reports are retained on file, and any remedial actions are rectified in a timely 

manner. 
 Keeping information relevant to all pressure systems used or available for use, for example, the 

EC Declaration of Conformity, and every examination report.  

 Supporting the completion of required remedial actions. 
 Assisting the Site Manager with identifying and undertaking risk assessments and safe systems of 

work for pressure systems, as requested. 

 Supporting and liaising with contractors when onsite, including the provision of site induction.  
 

Site Managers are responsible for: 
 

 Following the provided training, information, instructions and safe systems of work. 
 Undertaking suitable and sufficient risk assessments for all pressure systems within their scope of 

responsibility, all necessary controls have been identified and put into place, and that these are 
communicated to the relevant persons with records maintained as evidence of communication 
e.g. signature sheet. 

 Removing items from use where there are issues / concerns until they can be inspected or 
assessed by a competent person. 

 Ensuring the asset register is up to date for all pressure systems used on site. 
 Not misusing any equipment provided to them for their safety. 
 Reporting any defect or failure of pressure systems or accessories as soon as it is reasonable to 

do so. 
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Pressure Systems Requiring a Written Scheme of Examination  

The scheme must include and clearly identify the following parts of a system:  

• All protective devices;  

• Every pressure vessel and / or every pipeline in which a defect may give rise to danger;  

• Those parts of the pipework in which a defect may give rise to danger.  

The scheme must:  

• Specify the nature and frequency of examination;  

• Specify any measures necessary to prepare the pressure system for safe examination other than 

those it would be reasonable to expect the user or owner to take without specialist advice;  

• Where appropriate, provide for an examination to be carried out before the pressure system is used 

for the first time.  

Typical contents of a scheme of examination should identify the following:  

• The name or other identifier of the plant;  

• The parts of the pressure system which are to be examined;  

• The type of examination required (i.e. internal / external, non-destructive testing etc.) including 

checks on protective devices;  

• The preparatory work, if any, for the examination;  

• For new systems, the date by which the initial examination is to be completed;  

• The maximum interval between examinations;  

• The parts which if modified or repaired should be examined by the 'competent person' before the 

system is used again;  

• The name of the 'Competent Person' drawing up or certifying the scheme of examination.  

The content of the written scheme must be modified in accordance with any recommendations made 

by the 'Competent Person' arising out of a review of the scheme.  

Report following an Examination  

The report must:  

• Identify the system or parts of a system that have been examined;  

• State the condition of the system or parts of the system examined and the results of the 

examination;  

• Specify any repairs or modifications, or changes to safe operating limits of the parts examined and 

specify the date by which these must be made;  

• If necessary, specify an earlier date for the next examination than that specified in the scheme;  

• State whether the scheme is suitable or should be modified and give reasons.  
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Keeping of records of Examinations  

The records for a pressure system must be kept by the Estates Management Team, with a copy also 

kept locally.  

The record must include:  

• The last report of examination made by the 'Competent Person';  

• Any previous reports if they will help in assessing whether: (i) the system is safe to operate; or (ii) 

any repairs or modifications can be carried out safely;  

• Any document containing information about design, construction, examination, operation and 

maintenance which relate to parts of a pressure system included in the scheme of examination;  

• Any document required to be produced when an examination, required under a written scheme is 

postponed.  

These records must be kept until the postponed examination has been carried out. Copies of these 

records must be passed on to a new owner. Reports may be kept in an electronic form. A written 

copy of electronic records must be passed on to a new user / owner.  

'Competent Person' drawing up a Written Scheme and/or carrying out Examinations in 

accordance with such schemes  

Such a person must have adequate practical and theoretical knowledge to assess the actual working 

and condition of the plant and whether it will not cause danger in the period up to the next 

examination when properly used. 
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Risk Assessments 

To ensure we manage the health and safety of our Trust and each individual academy, the 
risks in our workplaces must be controlled.  To do this we must undertake suitable and 
sufficient risk assessments. 

BWAF and our Academies will be responsible for producing such risk assessments for the 
activities they carry out. 

BWAF will be responsible for completing, or ensuring the completion of risk 
assessments for: 

 The activities the Trust carry out; 
 The centrally based activities such as Legionella, Asbestos etc; 

Head of Academies will be responsible for the completion of risk assessments for: 

 The Academy they manage on a daily basis and this includes the health and safety 
requirements in our policies. 

 Will ensure that the placement holds the appropriate liability insurance policy. 
 Will ensure that when placements are being undertaken by their students that a suitable 

and sufficient documented risk assessment is undertaken for and by the placement.  (See 
later in Booklet for considerations to be given during risk assessment procedure). 

 Is responsible for ensuring that staff have the appropriate time and tools to undertake 
internal risk assessments and site visits to premises who will be taking their students on 
placement. 

 Will ensure the placement provider has discussed and satisfied your questions with regards 
to your student(s). 

 Will ensure the placement provider has completed their own risk assessment to ensure 
they have considered your student(s) with their work activities. 

 Will ensure that the placement has a suitable induction procedure, training and supervision 
during the placement. 

 Will ensure any placement provider has been made aware of any individual requirements 
for the student.  Such as SEND. 

 Will ensure that parents/guardians are aware of significant hazards in the placement and 
how they will be controlled. 

Employees: 

 Will support the Head of Academy in the production of suitable and sufficient risk 
assessments. 

 Will liaise with parents/guardians if requested by the Head of Academy. 
 Will report back any concerns to the Head of Academy. 

 



 

Page 2 of 2 HSP 030 Risk Assessments 

 

Please note: The  

 Appropriate insurance 
 Suitable and sufficient risk - considering: 

 The risk of premises e.g. low – office/shop; medium –light assembly /packing, High 
– agriculture /construction; 

 Which student is on the placement and their individual maturity, experience etc.; 
 Determine the hazards in the workplace; 
 The risk; 
 Take into consideration potential for lack of experience, unaware of existing or 

potential risks, and lack of maturity, if activity is beyond their physical /psychological 
capacity; 

 Consideration should be given to the layout of workplace, 
physical/biological/chemical agents, how they handle work equipment, how is work 
and the process organised, what training is needed/provided?, any specific risks from 
particular agents, processes and work? 

 Health and safety precautions/controls already in place; 
 Any recommended/additional controls and how they will meet or provide them.. 
 Is there a risk of accidents that cannot be reasonably be recognised or avoided; 
 Is there a risk to health from extreme cold, heat, noise or vibration. 

 Feedback from the placement provider to advise you of the significant risks and how 
they will be controlled – in case you are required to feed back to the parent/guardian 

 Transparency from the placement provider with regards to the work, training, 
supervision, induction etc. that is being offered to our students 
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Risk Assessment No:  Issue:  Task:  

Company Name:  Signature & 
Position: 

  Date:  

   

Probability Severity  
Risk Factor = Probability x Severity 
Low Risk = 1 to 6 
Medium = 7 to 11 
High = 12 + 

The following guidelines should be applied to risk factors after control measures have been applied: 

Risk factor after control measures:  1 – 6 
OK to proceed 

Risk factor after control measures:  7 – 11 
Further control measures should be applied.  Seek further advice if unsure. 

Risk factor after control measures:  12+ 
Unacceptable – Do not proceed 

5 Very Likely 5 Fatality 

4 Likely 4 Major Injury 

3 Probable 3 Medical Injury 

2 Possible 2 Minor Injury 

1 Very Unlikely 1 No Injury 

   

Relevant legislation 

This list is not exhaustive 

Health and Safety at Work Etc. Act 1974 
Management of Health and Safety at Work Regulations 1999 (as amended) 
Manual Handling Operations Regulations 1992 (as amended) 
Control of Substances Hazardous to Health Regulations 2002 (as amended) 

Provision and Use of Work Equipment Regulations 1998 
Lifting Operations and Lifting Equipment Regulations 1998 
Personal Protective Equipment Regulations 1992 
Workplace (Health, Safety, Welfare) Regulations 1992 (as amended) 
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This risk assessment accurately defines the work, identifies Health and Safety risks and the appropriate controls required.  This risk assessment will be taken as approved by the Company 
unless the author is advised to the contrary before work commences and in any event a period not exceeding 7 days from receipt. 

 
This risk assessment must be communicated to all personnel concerned.  Signatures confirming receipt and understanding of information are required. 

 
 

 

CSM027/01  
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RAF4 Risk Assessment Progress and Review Sheet 
 

Risk Assessment No:  Issue:  Task:  

Company Name:  

 

Date: Details of Progress Made: Initials: 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Date: Details/Reason for Review: Initials: 
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The Boston Witham Academies Federation 

 Use of Safety Signs and Signals Procedure 

 

The Health and Safety (Safety Signs and Signals) Regulations 1996 require employers to use a 
safety sign where there is a significant risk to health and safety that has not and cannot be 
avoided or controlled by the methods required under other relevant law, e.g. engineering 
controls, safe systems of work, permits to work etc. provided use of a sign can help reduce the 
risk. 
 
When looking at health and safety signs there are four types of signs that may and will be used 
in the workplace: 
 

Prohibition 
 
Prohibits behaviour.  E.g. ‘no access for unauthorised persons’, ‘no pedestrian 
access etc. 
 
 

 
 
Warning 
 
Gives warning of a hazard or danger.  E.g. ‘danger electricity’, ‘mind your 
head’ etc. 
 
 

 
 

Mandatory 
 
Prescribing specific behavior.  E.g. ‘eye protection must be worn’, ‘overalls 
must be worn’. 
 
 

 
 

Emergency escape or first aid    
Providing information on emergency exits.  E.g. first aid, or rescue facilities, 
‘emergency exit/escape route’ etc. 
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Hazards should be controlled as far as practicable by other means such as engineering controls 
e.g. guards, or safe systems of work e.g. prescribing the process of safe use for equipment etc.  
However, when this isn’t possible: 
 
Chief Financial Officer is responsible for: 
 

 Ensure suitable and sufficient risk assessments have been undertaken and that all necessary 
controls have been identified and put into place. 

 

 Make certain appropriate information/instruction/training is provided so that employees 
understand the safety signs signals and audible alarms are understood (hand signals would 
be included in here, however are unlikely to affect BWAF). 

 

 Undertake their internal audits and report missing, defective, or faded safety signs, signals, 
and alarms and instruct Site Manager / Contractor to undertake any works required to 
rectify e.g. replace sings, service alarms etc. 

 

 Ensure that any signs identified in risk assessments completed by external agencies are 
applied and put into use within prescribed timescales and erected by the Site Manager.  E.g. 
Fire risk assessments, asbestos management reports, legionella risk assessments etc. 

 

 Ensure Site Managers complete actions on any action plans, risk assessments or complete 
sign and signal related works identified and reported to them.  

 

 Request support and advice from a Competent Advisor if they are unclear on the provision 
on signs in varying circumstances. 
 

 
Trust Site Manager will provide support and guidance to the Site Manager to ensure 
that: 

 

 Where pipes/containers are not obvious as to what they hold/transport, ensure that they 
are appropriately marked as to the dangerous substance within, for example, mains gas or 
steam. 

 

 Rooms/enclosures/stores where amounts of dangerous substances or preparations are held 
are identified, for example, chemical stores or spray stores and ensure that required signs 
are put into place. 

 

 Signs are located in a way so as to not cause confusion, for example, not place too many 
signs too closely together, or not using an acoustic signal if there is too much ambient noise 
to hear it. 
 

 Signs identified in risk assessments completed by external agencies are erected within 
prescribed timescales.  E.g. Fire risk assessments, asbestos management reports, legionella 
risk assessments etc. 
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Site Manager will: 
 

 Follow requests from Chief Financial Officer / Trust Site Manager with regards to erecting 
signs. 

 
 Identify rooms/enclosures/stores where amounts of dangerous substances or preparations 

are held, for example, chemical stores or spray stores and ensure that required signs are 
put into place. 

 
 Locate signs in a way so as to not cause confusion, for example, not place too many signs 

too closely together, or not using an acoustic signal if there is too much ambient noise to 
hear it. 
 

 Ensure that any signs identified in risk assessments completed by external agencies are 
erected within prescribed timescales.  E.g. Fire risk assessments, asbestos management 
reports, legionella risk assessments etc. 
 

All employees will: 
 

 Not interfere with any signs or signals that are put in place for their health, safety and 
welfare. 

 

 Report to their Site Manager / Trust Site Manager / Chief Financial Officer any defective 
signs as soon as possible. 
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Security, including Lone Working Procedure 

The Trust recognises and accepts their corporate responsibility to provide a safe and secure 
environment for employees, pupils, and visitors to all of our premises. The Trusts security 
procedures will operate within the framework described in this policy. The Trust and its 
property are at potential risk from criminal damage, burglary, theft and arson. In order to 
identify the most appropriate, cost-effective security procedures and measures, 
consideration has to be given to the nature of the likely risks, previous incidents, the local 
environment and changing conditions, the potential cost of crime (including repair and 
replacement costs) and the scope of consequential losses, through, for example, timetable 
disruption and inconvenience. To this end, a security risk assessment will be conducted for 
each Academy and other Trust premises and used as the basis of this policy. 
 
It is recognised that there are occasions when teaching, support, administrative, grounds, 
caretaking / cleaning staff may be required, or choose, to work alone or in isolated 
situations. This however may introduce risks for a normally non-hazardous work activity. 
 
Categories of lone workers:  
 
A lone worker will most probably fall within one of the following categories:  
  

 Staff that are required to work alone for all or most of the time, such as cleaning 
staff working in the evening or early mornings.  

 Staff staying on to finish work after others have left, or those who regularly work late 
or start early, before anyone else gets into the building. 

 Staff who are key-holders or who are left to turn out the lights, set the alarm and 
lock up the premises after everyone has gone home, such as Caretakers and Site 
Supervisors.  

 
The Chief Financial Officer is responsible for: 
 

 Where appropriate, seeking any necessary expert advice to determine the security risks 
and precautions required to deal with them.    

 Providing adequate resources, information and training to implement the security 
procedures.  

 Acting on any breaches and failures of the procedure to enable them to take any 
corrective action as is necessary to ensure the safety of members of the trust, including 
its pupils and visitors. 

 Ensure that any security installation contractors have been formally approved and are on 
their approved contractor list. 

 Arrange such approved contractors to undertake works if required in conjunction with 
the Trust Site Manager. 
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 Will ensure that the Trust Site Manger is undertaking their duties and act where this is 
not the case. 

 Providing oversight to ensure that Trust Site Manager / Site Managers are undertaking 
their responsibilities and that site-specific security risk assessments and procedures are 
documented, reviewed in accordance with the Trusts policies and Procedures, and that 
these are cascaded to relevant persons. 

 Liaise with the Head of Academy with regards to following the general advice within this 
procedure and to support and advise accordingly, and ensure the security risk 
assessment and site-specific security procedure has been completed, and that it is 
reviewed in accordance with the Trusts policies and procedures. 

 Consider lone working when undertaking risk assessments for Site Trust Manager and 
Site Manager activities and duties. 

 Ensure where contractors are used to install, service and maintain security systems, only 
those on the approved contractor list are employed. 

 Ensure that security is taken into account when considering any proposed or impending 
changes e.g. building works, usage, etc. 

 Ensure that all Site Managers receive appropriate training in the security arrangements, 
procedures, and systems. 

 Ensure that measures are implemented and maintained to reduce the risk of lone 
working to its lowest reasonably practicable level within their areas of responsibility. 

 Ensure that Site Managers are aware of the risks of lone working and relevant lone 
working procedures. 

 Reasonable enquiries are made to ensure that the lone worker is medically fit to 
undertake the work alone 

 
Head of Academy are responsible for: 
 

 Liaise with the Chief Financial Officer with regards to the undertaking and review of a 
security risk assessment and site-specific security procedures.  

 Ensure that all staff within the school receive information, instruction and training in the 
security procedures.  

 Establish a system for the reporting, recording and investigation of breaches of the 
procedure and take reasonable steps to prevent reoccurrence.   

 Ensure that all visitors, contractors and agency staff adhere to the security procedure.   
 Monitor the implementation of the policy and security arrangements.   
 Ensure parents are informed of the security policy. 
 Instigate appropriate disciplinary action where it is shown that staff have ignored or 

shown a disregard for security matters outlined within the security procedure.  

 Ensure that security is taken into account when considering any proposed or impending 
changes e.g. room allocation or usage, etc. 

 Consider the experience and training of staff and the activities to be undertaken before 
allowing lone working. 

 Ensure that a checking in system has been established with either family, friends or work 
colleagues before allowing lone working. It is advised that lone workers provide a 
relative or friend with a telephone contact number (Head of Academy / Head of 
Department / Site Supervisor mobile phone numbers) to call if the lone worker fails to 
return home at the expected time. 

 Ensure that measures are implemented and maintained to reduce the risk of lone 
working to its lowest reasonably practicable level within their areas of responsibility. 

 Ensure that the staff they are responsible for are aware of the risks of lone working and 
relevant lone working procedures. 
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 Reasonable enquiries are made to ensure that the lone worker is medically fit to 
undertake the work alone. 

 
Trust Site Manager is responsible for: 
 
 Assist the Chief Financial Officer, as requested, with regards to undertaking and 

reviewing the premises security risk assessment. 

 Ensure lettings do not compromise school security and brief hirers on school security 
procedures.   

 Only agreed tasks are to be undertaken avoiding high risk activities, i.e. working at 
height, when lone working. 
 

 
Site Managers are responsible for: 
 

 Check all doors and windows are secure at the end of the day, set alarms and check 
there are no trespassers on the school site. 

 Maintain the school inventory and ensure all valuable equipment is asset tagged, labelled 
and included on the inventory.  

 Undertake an annual check of the inventory. 
 Monitor site security and liaise with police / insurance companies as required in the 

event of an incident.   
 Ensure external lighting is maintained in good condition.   

 Ensure cleaners and other contractors working in the school, and are briefed and adhere 
to school security procedures.   

 Undertake frequent site checks during holidays, as instructed by the Trust Site Manager 
/ Chief Financial Officer. 

 Undertake all required security checks, including perimeter fences and checking of locks 
/ gates.    

 Ensure that all external doors and perimeter gates are secured each day.  
 Undertaking their duties in accordance with any training, information, and instruction 

provided. 

 Only agreed tasks are to be undertaken avoiding high risk activities, i.e. working at 
height, when lone working 

 
All employees are responsible for: 
 
 Secure windows and doors when rooms are not in use and upon their departure at the 

end of the day. 

 Ensure the perimeter gates and external doors are closed when they leave.   
 Challenge anyone walking around the school who is not wearing an ID badge and 

accompany them to report to reception to sign-in.   

 Ensure the security of valuable equipment such as cameras and laptops by ensuring they 
are locked away when not in use.   

 Ensure laptops are kept secure when taken off school premises and not left on display in 
cars or left in car boots overnight.  

 Ensure data and information is secure through careful protection of passwords, memory 
sticks, awareness of security of confidential information.   

 Sign in each day and sign out when leaving in the evening / going out for lunch.   
 Report any security concerns or incidents to the Head of Academy / Site Manager /Chief 

Financial Offer. 
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 Seek the permission of the Head of Academy to work alone in the building outside 
normal school hours. 
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The Boston Witham Academies Federation 

 Smoking, including vaping and e-cigarette Procedure 

To ensure compliance with The Health Act 2006, all of the Trust’s enclosed and substantially 
enclosed premises are required to be smoke free. 

Therefore any person wishing to smoke will need to do so off the Academy grounds.  The 
Trust does not allow smoking in any building, out-building, shed, company vehicle, mini-bus 
or in any area where smoke drift may enter one of the above mentioned areas. 

To comply with this, each site is required to: 

 Ensure that the entrances to the buildings are clearly marked with signs as depicted in 
Fig 1; 

 Ensure any company vehicles have the signs as depicted in Fig. 2; 
 Clearly identify any areas where smoking is permitted; 
 Clearly identify any areas where vaping, using e-cigarettes is permitted; 
 Consider if you wish to mark these areas, or if you just with to advise; 
 Provide suitable receptacles for cigarette butts if a designated smoking area is provided 

on your site.  If the smoking area is off site, you are not able to make such provision; 

 Advise staff members that dropping a cigarette butt is classed as ‘fly tipping’ and must 
not occur; 

 Advise all visitors of your policy regarding smoking and the use of vape or e-cigarettes; 

 Make certain all persons comply with the smoking, vaping and e-cigarette procedure; 
 Discipline any persons not complying with the procedure. 

The Trust Site Manager when on site will monitor the signs as they enter the building. 

The Site Manager will check that all signs are in place at all times, and replace the signs as 
prescribed in Fig 1 and Fig 2 as necessary.  E.g. When a sign has become damaged, is 
missing, or has faded and is illegible.   

All staff members are responsible for following the procedure and for reporting any defective 
signs or behaviours outside the procedure. 

For visitors attending the site, the ‘host’ is responsible for advising on smoking 
arrangements; however the Administrative team should remind all visitors on the smoking 
procedures for their academy.   

All staff are responsible for following the policy at all times.  

The Local Board of Governors are responsible for ensuring that the Academy is following the 
procedures at all times.  
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Examples of signs required: 
 
Fig 1 

 

 
 
Fig 2 
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Vibration Procedure 

This procedure seeks to ensure the risks from exposure to vibration, whether to hands and 
arms or to the whole body, is adequately controlled. Where employees are likely to be 
exposed to vibration at or above the relevant exposure action or limit values, measures and 
adequate controls to ensure the risk of persons suffering harm from vibration is eliminated, 
minimised or adequately controlled must be implemented.  

Hand arm vibration (HAV) is a potential hazard for employees who work with hand held 
tools, hand guided machinery or feed work by hand to a machine where this exposes their 
hands and arms to high levels of vibration. Prolonged and regular exposure to excessive 
levels of HAV can affect the operator’s health in particular causing Hand Arm Vibration 
Syndrome (HAVS), of which the best known condition is Vibration White Finger (VWF).  

Whole body vibration (WBV) is mainly concerned with large shocks or jolts when there is a 
risk of injury to the back and usually applies to workers in the sitting or standing position 
when travelling in mobile machinery over rough surfaces for extended periods.  

Prolonged exposure to excessive levels of vibration can cause incurable conditions and 
severely affect the sufferer’s ability to continue work and the quality of their life. The 
amount of injury is related to the magnitude of vibration generated by the work equipment, 
the duration of the exposure and other factors such as the method of work, workplace 
temperature and damp or windy conditions.  

Some persons who suffer from certain medical conditions such as diabetes, circulatory or 
nervous disorders are at increased risk of developing HAVS. An individual’s health status and 
any medication must be taken into account when considering the adverse effects of HAV.  

Chief Financial Officer is responsible for: 

 

 Ensuring that vibration levels are taken into account when purchasing or hiring new 
equipment and that data on vibration magnitude is obtained for all new equipment 
purchased or hired. Providing this data to Trust Site Managers / Site Managers to 
enable them to adequately assess the risk posed by vibration. 
  

 Ensuring that Trust Site Managers are supporting Site Managers, by way of provision 

of appropriate equipment, resources and training.  

 

 Ensuring that vibration risk assessments and safe systems of work are being 

documented for maintenance activities, and that these are suitable and sufficient and 

are communicated to the Site Manager. 

 

 Identifying equipment for which special vibration precautions are required. 
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 Ensuring Site Managers are aware of the vibration procedures and that safe systems 
of work and the precautions specified in vibration risk assessments are followed.  
 

 Identifying members of their staff who need health surveillance. 
  

 Identifying the training needs of staff on vibration, and that this is provided along 
with information and instruction.  
 

 Ensuring that reports of ill health from vibration are investigated and suitable action 
is taken. 
 

 Ensuring that a suitable maintenance regime is in place for equipment that presents 
a vibration risk.  
 

 Ensuring tools and equipment maintenance regimes are followed and that aspects 
which reduce vibration are regularly checked as necessary e.g. sharpness of cutting 
tools, condition of tool mounting devices. 
 

 In conjunction with Human Resources, that suitable provisions for identifying staff at 
increased (‘particular’) risk from vibration are in place and that health surveillance is 
available where necessary. 

 

Trust Site Manager is responsible for: 

 Reporting to the Chief Financial Officer any symptoms of vibration injury at an early 
stage and informing management of any medical or physical conditions which may 
give rise to an increased risk of developing vibration injury.  
 

 Attending any information, instruction or training sessions on vibration hazards as 
requested.  

 

 Ensuring they are aware of any restrictions on duration of use or other safety 
precautions that may apply to use of equipment with a vibration risk.   

 
 Being aware of and following the precautions in, any risk assessment in place for the 

equipment. 
  

 Cooperating with the Chief Financial Officer in producing risk assessments and 
implementing safe systems of work for use of vibration equipment. 

 

 Using equipment that is ‘fit for purpose’, in the appropriate manner and changing 
bits, blades etc as required in order to minimise vibration and effort.  

 
 Reporting any defects to the Chief Financial Officer in the equipment e.g. higher than 

normal vibration levels.  
 

 Using and wearing PPE in the correct manner as required in the risk assessment, 
replacing it and reporting any damage or wear to the Chief Financial Officer as 
required. 

  
Site Managers are responsible for: 
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 Reporting to the  Trust Site Manager / Chief Financial Officer any symptoms of 
vibration injury at an early stage and informing management of any medical or 
physical conditions which may give rise to an increased risk of developing vibration 
injury.  
 

 Attending any information, instruction or training sessions on vibration hazards as 
requested.  
 

 Ensuring they are aware of any restrictions on duration of use or other safety 
precautions that may apply to use of equipment with a vibration risk.   
 

 Must not undertake works which are outside their training or capabilities. 
 

 Using equipment that is ‘fit for purpose’, in the appropriate manner and changing 
bits, blades etc as required in order to minimise vibration and effort.  

 

 Working in accordance with the training, instruction, and information that has been 
provided. 

 

 Ensuring they are aware of the risk assessments and safe systems of work before 
work commences. 
 

 Reporting to the Trust Site Manager / Chief Financial Officer any defects in the 
equipment e.g. higher than normal vibration levels.  

 

 

Exposure Limit Values and Exposure Action Values  

HAV Daily exposure limit value (ELV) = 5 m/s2 A(8)  

Daily exposure action value (EAV) = 2.5 m/s2 A(8)  

WBV Daily exposure limit value (ELV) = 1.15 m/s2 A(8)  

Daily exposure action value (EAV) = 0.5 m/s2 A(8)  

Weekly Exposure Values  

Weekly exposure values may be used where the exposure to the employee from vibration is 

usually below the EAV but varies markedly from time to time and may occasionally exceed 

the EAV. This is subject to the following provisos:  

• The exposure to vibration averaged over the week is less than the ELV  

• There is evidence to show the risk from the actual pattern of work is less than the 

corresponding risk from constant exposure at the ELV  

• The risk is reduced to as low as is reasonably practicable, taking into account the special 

circumstances  

• The employees concerned are subject to increased health surveillance if appropriate  
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The Weekly Exposure (A(8)week) is the total exposure occurring within a period of seven 

consecutive days, normalised to a reference duration of five 8-hour days (40 hours) and 

ascertained using the formula given in Schedule 1 Part II for HAV and Schedule 2 Part II for 

WBV of The Control of Vibration at Work Regulations 2005. 

A risk assessment will identify the likely levels of exposure and include observing the work 

and the conditions of the workplace, obtaining relevant information and data on the likely 

magnitude of vibration under the methods used, the duration of use (‘trigger time’) within 

any working day. In addition, it is necessary to identify any staff whose health is at 

particular risk from vibration.  

The control of vibration risk will ideally be achieved by using machinery and equipment 

which produces lower levels of vibration, by restricting the duration of exposure, by 

maintaining equipment, by modifications to the working conditions which help prevent an 

adverse environment and by use of Personal Protective Equipment. Health surveillance and 

awareness training are also important. 

If it is considered there is no risk from HAV and the relevant EAV for HAV is unlikely to be 

exceeded, this should recorded and users informed of the conclusion there is no risk and 

provided with any information which supports or ensures this. 

Where there is a likelihood the HAV EAV will be exceeded, a written risk assessment should 

be undertaken which identifies risk reduction procedures to eliminate exposure at source or 

reduce exposure to as low a level as is reasonably practicable and ensures the ELV is not 

exceeded. This could be by restricting the duration of operation in any working day, by 

replacing existing hand held tools with newer equipment that possess a lower risk of 

vibration, by maintaining or modifying the equipment or working methods to reduce 

exposure to vibration etc.   

Even where the EAV is not likely to be exceeded, it will be necessary to identify any 

individuals whose health is at elevated (‘particular’) risk and take measures to ensure they 

are not placed at risk from vibration.  

Hand held, hand guided or hand fed equipment which exposes staff to a HAV magnitude of 

less than 2.5 m/s2 should not necessarily be considered safe, especially if the exposure to 

vibration involves persons who are at an elevated (‘particular’) risk of suffering HAVS. As 

well as considering such persons in risk assessments, occupational health screening should 

seek to identify such persons and individual risk assessment undertaken on their exposure 

to vibration as necessary. It is generally considered that exposure to a vibration level of 1 

m/s2 or less will not cause any adverse symptoms.  

Where the EAV is likely to exceeded or there are items of high risk equipment present, i.e. 

those whose use could exceed the ELV within 30 minutes of use and have a vibration 

magnitude of 10 m/s2 or greater, health surveillance for their users should be provided. This 

is to help identify if they are showing any symptoms of HAVS.  

Vibration data for all proposed purchases of new hand held tools, hand fed machinery and 

ride on equipment should be obtained from the manufacturer / supplier. The likely levels of 
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exposure must be taken into account when selecting new equipment for purchase. Where 

possible, equipment with lower levels of vibration should be selected. 
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Violence and Aggression Procedure 

BWAF believe that all employees have a right to expect that their place of work is a safe 
place, in which to work and that prompt and appropriate action will be taken if they are 
subjected to abuse, threats or violence by colleagues, pupils, or parents on the Trusts 
premises and in exercising their duties off site. 
 
This procedure sets out the policy on managing violent or aggressive behaviour towards 
employees.  
 

 
Chief Financial Offer is responsible for:  
 

 Providing oversight to ensure that Trust Site Managers / Site Managers are undertaking 
their responsibilities and that risk assessments are documented, and reviewed in 
accordance with the Trusts policies and Procedures, and that these are cascaded to 
relevant persons. 

 Undertake risk assessments for all work activities that they control and that appropriate 
measures are implemented commensurate to those risks.  

 Liaise with Head of Academy to ensure that adequate physical security measures are in 
place, and that premise are well-lit. 

 Ensure that Trust Site Managers / Site Managers employees receive training at 
appropriate intervals in skills that can be used to minimise risks to personal safety.  

 Ensure that Trust Site Managers / Site Managers are provided with clear instructions in 
respect of reporting incidents of violence and aggression and that all such reports are 
thoroughly investigated and responded to.  

 Offer and provide appropriate post-incident support to staff, which should include a 
referral to the Trusts counselling service, if the employee wishes to take this up.  This is 
available through the Human Resources team.    

 Monitor the effectiveness of this procedure.  
 Ensure that all staff know about their responsibilities and of the measures used within 

the workplace to counter violence and aggression. 
 
Heads of Academy are responsible for: 
 
 Undertake risk assessments for all work activities that they control and that appropriate 

measures are implemented commensurate to those risks.  

 Liaise with Trust Site Manager / Site Manager to ensure that adequate physical 
measures are in place to prevent or reduce the risk of violence and aggression.  

 Ensure that all staff identified through the risk assessment process, receive training at 
appropriate intervals in skills that can be used to minimise risks to personal safety.  

 Ensure that all staff are provided with clear instructions in respect of reporting incidents 
of violence and aggression and that all such reports are thoroughly investigated and 
responded to.  



 

HSP 036 Violence and Aggression Procedure 

 Offer and provide appropriate post-incident support to staff, which should include a 
referral to the Trusts counselling service, if the employee wishes to take this up.  This is 
available through the Human Resources team.   

 Monitor the effectiveness of this procedure.  
 Ensure that all staff know about their responsibilities and of the measures used within 

the workplace to counter violence and aggression. 
 
Trust Site Manager are responsible for: 
 

 Assist the Chief Financial Officer, as requested, with regards to undertaking and 
reviewing the violence and aggression risk assessment. 

 Work in accordance with all training and instruction received. 
 Report to the Chief Financial Officer any threatened or actual incidents of violence or 

aggression. 
 
Site Managers are responsible for: 
 

 Work in accordance with all training and instruction received. 
 Report to the Trust Site Manager / Chief Financial Officer any threatened or actual 

incidents of violence or aggression. 
 
All employees are responsible for: 
 
 Following working procedures, risk assessments, and any training provided.    
 Reporting actual or threatened incidents of violence or aggression.    

 Taking due regard of their own personal safety and well-being and for withdrawing from 
a situation where the risk of actual or potential violence or aggression is high.  An 
exception to this would be where any formal plan (e.g. a care plan) relating to a pupil, 
required an alternative, prescribed course of action to be followed. 

 
 
Preventative Strategies  
 
General Security: 
  
All schools need to be open to the public at some points, wholly or in part. Uncontrolled 
access to all areas may expose some staff to unnecessary risk. All buildings, therefore, must 
be assessed to identify which parts need to have restricted access achievable through 
security locks (see HSP 032 Security Procedure).  
Keys and door entry combinations should be restricted to authorised personnel only and 
combinations should be regularly changed.  
Systems to register all visitors, including the use of identification badges, can help minimise 
unauthorised access. Staff should challenge any unauthorised persons.  Registered visitors 
should sign out and return their badges after use.  
A means of summoning emergency assistance should be available in areas where there is a 
significant possibility of encountering violent or aggressive behaviour. This may include 
isolated parts of a school such as mobile classrooms. Any such system must be regularly 
tested including the reaction to the alarm from other staff.  
The immediate environment around each premise should be as free as possible from debris 
or loose materials that could be used as missiles.  
 
Suitable Working Environments: 
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School reception areas should, where practicable, be properly staffed and be kept in a clean, 
well-lit and comfortable state. They should have adequate space with sufficient seating. A 
more relaxing environment may be created using subdued wall coverings and some pictures 
and plants. Pictures, which are fixed to the wall and plants in fixed containers, are more 
difficult to use as weapons. Tension building boredom may be relieved by the provision of 
reading material or play areas for those waiting with small children.  
Using waiting areas as thoroughfares should be avoided if possible.  
Rooms allocated for meeting with members of the public should be carefully arranged to put 
people at ease and ensure that the risk of aggression is minimised while maintaining the 
need for confidentiality.  Staff should sit between the interviewee and door to ensure a swift 
exit.  The room should not be lockable from the inside and wherever possible there should 
be a vision panel to enable checks to be made by other staff, when necessary.  Other safety 
measures may include the selection of ornaments that are ineffective as weapons.    
  
A means of summoning emergency assistance should be available in areas where there is a 
significant likelihood of encountering violent or aggressive behaviour. Any such system must 
be regularly tested including the reaction to the alarm from other staff. All external areas 
used during hours of darkness must be adequately lit.  
Classroom layout will be governed by space and teaching needs but wherever possible staff 
should base themselves in a position which allows sight of all entrances and immediate 
access to at least one of them.  
 
Working Practices and Patterns: 
  
The following guidance applies to all school staff although some may be more relevant to 
particular circumstances. Staff should recognise that their own attitudes and modes of 
behaviour are likely to be reflected by those using or coming into contact with the school.   
  
Before meeting a visitor, staff should refer to any information available about that person’s 
potential for violence. For this to be an effective precaution, it is essential that all relevant 
information about previous incidents is recorded and shared with staff. If it is anticipated 
that a visitor may display aggressive behaviour then staff should consider whether to meet 
with that person alone and should prepare their responses to any violent or aggressive 
behaviour in advance of the meeting.  
Staff should avoid working in isolation, particularly out of normal hours. After evening 
functions, staff should consider leaving in groups rather than individually.   
If telephone callers become abusive or threatening, staff may issue a caution along the lines 
of, ‘if you continue to be abusive, I shall put the telephone down’, and then do so if the 
caller persists.  
Whenever working away from school, staff must always ensure that a colleague has details 
of their programme and whether or not you are intending to return to the school. Local 
procedures must be in place to respond to concern about the non-arrival or return of 
colleagues.  
When travelling by car or cycle, staff should ensure that the vehicle is roadworthy, that the 
route is planned, that the foot journey at their destination is as short as possible and that 
vehicles are left in well-lit and secure areas.  
Staff should avoid wearing clothing or jewellery that could be grabbed and used to inflict 
injury on the wearer.   
Staff involved in emergency responses should take account of the advice within this section 
as far as is possible and should not, in any circumstances, place themselves or colleagues at 
undue risk.  
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It is essential that a Head of Academy, receiving any information indicating that a pupil, 
parent, or visitor may pose a risk to staff, logs this information appropriately  
 
Physical Intervention (Control and Restraint): 
  
All members of school staff and those whom the head teacher has temporarily put in charge 
of pupils have a legal power to use reasonable force.   
  
The term ‘reasonable force’ covers the broad range of actions used by most teachers at 
some point in their career that involve a degree of physical contact with pupils.   
  
Force is usually used either to control or restrain. This can range from guiding a pupil to 
safety by the arm through to more extreme circumstances such as breaking up a fight or 
where a student needs to be restrained to prevent violence or injury. ‘Reasonable in the 
circumstances’ means using no more force than is needed.   As mentioned above, schools 
generally use force to control pupils and to restrain them. Control means either passive 
physical contact, such as standing between pupils or blocking a pupil's path, or active 
physical contact such as leading a pupil by the arm out of a classroom.   
  
Restraint means to hold back physically or to bring a pupil under control. It is typically used 
in more extreme circumstances, for example when two pupils are fighting and refuse to 
separate without physical intervention.   
  
School staff should always try to avoid acting in a way that might cause injury, but in 
extreme cases it may not always be possible to avoid injuring the pupil.   
  
The decision on whether or not to physically intervene is down to the professional 
judgement of the staff member concerned and should always depend on the individual 
circumstances.    
  
However, schools cannot use force as a punishment – it is always unlawful to use force as a 
punishment.  
  
All instances of physical intervention must be recorded in accordance with policies. 
  
Leaving or getting away is often the best defence using any pretext that may work but 
individuals do have the legal right to defend themselves, or others, if attacked. The amount 
and degree of defensive force used must be proportional to the level of risk faced. This will 
depend upon the circumstances. You do not have to be hit first if you are in genuine fear of 
being injured. 
  
Protective Equipment:  
Personal protective equipment may provide a degree of protection or reassurance to staff in 
some circumstances. Risk assessments should identify when equipment should be issued to 
staff and it should only be issued once information and training in their use has been 
provided.  
If personal alarms are issued, they need to be carried so that they are easy to reach in an 
emergency. They may deter an attacker but may also aggravate a situation.  
Mobile telephones can be used to summon assistance or to obtain information from 
colleagues that may help to defuse a situation. They may not operate very well in some 
parts of the county.  
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Work at Height Activities Procedure 

Throughout the BWAF Academies, there are Site Teams who are responsible for the day to 
day maintenance of the premises and equipment, and this may require the necessity to 
undertake work at height. This Procedure for work at height activities will be followed in line 
with the Procedural manual and training provided to the Site Team. For work at height 
activities undertaken by contractors, refer to the Control of Contractors Procedure. 

Falls from height are a major cause of injuries at work, often where the work at height is of 
short duration and from ‘low’ heights of less than 2 meters. Common causes of such 
accidents include: 

 overreaching or over balancing; 

 climbing with loads; 

 using inappropriate equipment  such as desks / chairs; 

 not securely fixing access equipment; 

 placing access equipment on unsuitable surfaces; 

 falls from roofs with unprotected edges; and 

 falls through fragile materials. 

This procedure applies to all work situations from where a person could fall a distance liable 
to cause personal injury. 

Reference to the safe use of ladders and stepladders is included in this procedure in 
recognition of the fact that after a risk assessment has been undertaken, such equipment 
may be the only reasonably practical means of carrying out a task. 

The Work at Height Regulations 2005 apply to all work situations from where a person could 
fall a distance liable to cause personal injury, or access to and from such a place, this 
includes work at ground level where there is a risk of falling into an excavation etc. 

Head of Academy is responsible for: 

 
 Ensuring that Trust Site Managers are supporting Site Managers, by way of provision of 

appropriate resources and training.  

 Ensuring that risk assessments, method statements, and safe systems of work are being 

documented for work at height activities, and that these are suitable and sufficient and 

are communicated to Site Managers. 

 Planning and organising work at height activities prior to them commencing, monitoring 

and auditing the works whilst in progress, and reviewing the activities upon completion. 
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 Ensuring that Site Managers have the appropriate training and experience to undertake 
work at height activities.   

 Ensuring that suitable equipment is selected and provided to Site Managers to undertake 
work at height activities.  

 Ensuring that all required periodic and pre-use checks of work at height equipment are 
being completed by the Site Managers, and that access equipment is being maintained 
in an efficient condition. 

 Undertaking risk assessments, method statements, and safe systems of work prior to 
any work at height activity being undertaken, and ensuring that these are communicated 
to Site Managers.   

 Ensuring that a register of work at height equipment is maintained. 
 Monitor the work at height activities undertaken by Site Managers, and ensuring they 

are undertaking their duties accordingly. 

 Ensuring that the risks from fragile surfaces are adequately controlled. 
 Taking prompt and appropriate action if Site Managers are observed working not in 

accordance with the risk assessments, or safe systems of work / method statements.   

 Providing clear instructions and information to Site Managers. and 
 Consulting with Site Staff on health and safety matters and how their work will affect the 

health and safety of themselves and other persons, making sure they know how to raise 
any concerns they may have about the their work. 

Trust Site Manager is responsible for: 

 Ensuring that copies of risk assessment/s and / or method statement/s have been 
received from the Head of Academy prior to work at height commencing.  If these have 
not been provided, then contact the Chief Financial Officer to arrange for copies to be 
sent immediately, before work commences. 

 Undertaking pre-use and periodic checks of work at height equipment, and recording 
these checks. 

 Maintaining the work at height equipment register. 
 Reporting to the Chief Financial Officer any areas of concern, including potential unsafe 

access equipment or required changes to the method of works.  
 Reporting any defects or shortcomings in access equipment, arrangements, and 

particularly in control measures, to the Chief Financial Officer immediately. 

Site Managers are responsible for: 

 Must co-operate with their employer to undertake their duties. 
 Must not undertake works which are outside their training or capabilities. 
 Must work together to ensure all appropriate pre-use and periodic checks are 

undertaken at the required frequency. 
 Will attend any required training / refresher training. 

 Will follow training that has been provided. 
 Ensure they report any concerns or defects to the Site Team / Chief Financial Officer as 

necessary.  
 Ensuring they are aware of the risk assessments and / or method statement/s and any 

necessary controls to be aware of, before work commences. 

 Reporting to the Trust Site Manager / Chief Financial Officer any areas of concern, 
including potential unsafe work equipment and practice or required changes to the 
method of works.  

 
Risk assessment for work at height: 
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 Work at height should never be considered as being incidental to the actual job to be 
undertaken. Thus for all activities involving work at height a risk assessment must be 
conducted and the findings recorded. This assessment should consider both the work to be 
done and the most appropriate access equipment to be used (not just what is available on 
site) to achieve a safe system of work. 
 
There is a simple hierarchy of controls for work at height as follows:  
 
a) avoid the risk by not working at height, for example by using long reach equipment, or 

lowering equipment to the ground etc. If it is not practicable to do the work safely in 
some other way then: 

 
b) use work equipment or other measures to prevent falls, giving priority to collective 

protection over individual protection e.g. edge protection rather than fall arrest lanyards 
and harnesses; and 
 

c) where the risk of a fall cannot be eliminated further controls to minimise the distance 
and consequences of a fall should one occur e.g. safety nets and soft landing systems. 

 
The detail of the assessment will depend on the level of risk involved, further advice is 
available from the Trust Site Manager if needed. As a general guide the risk assessment 
should consider: 
 

 The task and activity involved; 
 The people (medical conditions etc.); 
 Equipment to be used including erection and dismantling; 
 The location (proximity to academy activities, roads, overhead electrical cables etc); 
 The environment, poor conditions and slippery surfaces (weather, temperature etc.); 

and 

 The effect on pedestrians, falling objects. 
 
Selecting equipment: 
 

 In selecting appropriate equipment for working at height priority should always be given to 
collective protective measures to prevent falls (e.g. guardrails and working platforms) 
before other personal measures. (e.g. fall arrest equipment)  
 

 Access equipment should be selected appropriate to the nature of the work being 
undertaken, taking account of such factors as: 

 
 working conditions; 

 duration and frequency of use; 
 complexity of work; 
 distance and consequences of a fall. 
 

 Ladders and stepladders should be used only for light duty, short duration work which has 
been selected and approved by the Trust Site Manager.  

 
 For example whilst a ladder may reach the workplace, if the task requires strenuous work, 

carrying bulky / heavy equipment or likely to take > 30 mins then an alternative means of 
access such as a  tower scaffold or podium steps would be more appropriate. 
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 Use of work at height equipment: 
  

  Equipment identification / inspection 
 

 Each academy should compile a register of such equipment (excluding kick stools). 
Where there is more than one piece of equipment each should be indelibly marked with an 
identifying number. 
 

 Equipment for work at height, should be inspected prior to use and by a competent person 
termly / 6 monthly. The inspection will depend upon the complexity of the equipment.  

 
Where work equipment is hired to the academy, it is important that both parties agree in 
writing, exactly what inspection has been carried out and that this information is provided to 
those working at height.  

 
 In the case of scaffolds, including tower scaffolds, a competent person must inspect these 

prior to its first use and thereafter every 7 days that it remains in place. 
 

 Using Ladders (including stepladders): 
 

 Ladders should not be used simply because they are readily available, the risk assessment 
should determine if a ladder or stepladder is appropriate for the task.  

 
 Ladders and stepladders should only be used for short duration tasks (less than 30 

minutes), light duty tasks or where more suitable access equipment cannot be used due to 
existing features of the site which cannot be altered.  
 

 Only those persons who have been trained to use ladders safely may use them. 
 
 All ladders should be secured against unauthorised use 

 
 Prior to use it should always be ensured that the ladder is in good condition and fit for 

purpose.  
 

 Where ladders are to be used to work from it should be ensured that: 
 

a) a secure handhold and support are available at all times; 
b) the work can be completed without stretching; 
c) the ladder can be secured to prevent slipping. 

 
The HSE have produced simple advice for users on the safe use of steps and ladders. 
http://www.hse.gov.uk/pubns/indg455.pdf  
 

 Working from roofs: 
 

Precautions must be in place to prevent falling from an edge, where permanent edge 
protection is not available then temporary guard rails or similar barriers are required. 
 
Specific work activities such as roof maintenance must be undertaken by a suitable 
contractor. 
 
If access to flat roofs is required by site managers / caretakers:  
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 Activity must be carried out by two persons; one person to access the roof, one to 
foot the ladder.  

 Activity to be carried out only when weather conditions are suitable, i.e. not in high 
winds, heavy rain, icy conditions, poor light or darkness.  

 Non-essential items (e.g. footballs and, if at all possible, pupils’ belongings, such as 
shoes, bags etc.) to be retrieved on a planned basis (e.g. termly) as determined by 
school management and caretaking staff.  

 Suitable ladder for roof access to be used.  
 Ladder to be lashed or secured to eye bolts at appropriate roof access points 

beneath roofs where objects are most likely to be thrown by pupils.  
 Once on the roof, care must be taken to avoid approaching the roof edge. A push 

stick or similar should be used to move or dislodge items close to the roof edge. 

 Fragile surfaces: 
 
All fragile surfaces should be identified on site and suitable precautions be in place to 
prevent inadvertent access. 
 
Warning signs should be fixed at the approach to fragile roofs where access is needed or 
foreseeable. 
 
Work should be arranged as far as possible to avoid working on or passing near fragile 
surfaces. 
 

 Information, instruction and training:  
 

 All employees required to work at height must be competent to do so and receive 
information and instruction in the risks of working at height and specific training in the 
equipment that they will be using. The level of training required should be proportionate to 
the risk. 
 
The HSE have produced simple practical advice for users on the safe use of steps and 
ladders. For staff involved in low risk activities (accessing storage, putting up displays at low 
height etc. Head of Academy should talk through the school policy and this guidance with 
staff and ensure that this is understood.  
  

 Further information and guidance 
 
Detailed guidance on work at height is available from the HSE  
http://www.hse.gov.uk/work-at-height/index.htm  
 
 
 

http://www.hse.gov.uk/work-at-height/index.htm
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Work Equipment Procedure 

Throughout the BWAF Academies, there is a wide assortment of work equipment as diverse 
as kitchen equipment, ladders, hand held tools, overhead projectors to more complex wood 
and metal working machinery and the heavy plant equipment used during construction 
work. The purpose of this procedure is to ensure that work equipment provided is suitable 
and safe for employees and others and is used safely. This procedure applies to all 
establishments and activities where work equipment is used.  It will outline the key 
responsibilities of managers and those who use work equipment. It will not describe in any 
detail the individual requirements of particular work equipment.  For further detailed 
information managers should refer to the Provision and Use of Work Equipment Regulations 
1998. Approved Code of Practice and guidance and the equipment manufacturer’s 
instructions.   

 
Chief Financial Officer is responsible for: 

 
 Ensuring that Trust Site Managers are supporting Site Managers, by way of provision 

of appropriate resources and training.  

 Ensuring that risk assessments and safe systems of work are being documented by 

Trust Site Manager / Site Managers for work equipment, and that these are suitable 

and sufficient and are communicated to Site Managers. 

 Ensure resources are allocated to repair and maintenance schedules and 

replacement of equipment as necessary. 

 Ensure that the asset register is maintained. 

Heads of Academy are responsible for:  

 Ensuring suitable and sufficient risk assessments have been undertaken and that all 

necessary controls have been identified and implemented. 

 All work equipment supplied for use is suitable and fit for its intended purpose, is 

subject to pre-use visual checks and that there is a system in place for identifying 

and resolving defects noted before and during use.  

 Adequate training, information, and instruction is provided to teaching staff and 

technicians to permit them to work with equipment.  

Trust Site Manager is responsible for: 

 Work in accordance with safety procedures as outlined in the operating manual of 
the equipment together with the requirement of any risk assessment relating to the 
work equipment and work activity.   

 Not tamper or interfere with any work equipment provided, or any safety devices 
fitted to equipment.   
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 Report any faulty equipment to the Chief Financial Officer and clearly identify the 
equipment as faulty whilst removing it from service. 

 Undertake pre-use checks and periodic checks, inspections, and maintenance at the 
intervals specified in the user manual.  

 All work equipment supplied for use at work is suitable and fit for its intended 
purpose, is subject to pre-use visual checks and that there is a system in place for 
identifying and resolving defects noted before and during use.  

 Ensure that a systematic planned maintenance programme is in place to ensure that 
maintenance, inspections and testing of work equipment are carried out by a 
competent person, and maintaining records of inspections and maintenance.  

 Adequate training, information, instruction and supervision is provided to Site 
Managers to permit them to work with equipment.  

 All new equipment has been assessed for suitability for task and risk in use, bears an 
appropriate CE mark, is supplied with operating manuals and complies with relevant 
BS and EN standards and general health and safety requirements. 

 Ensuring that all required inspections and checks are being completed by the Site 
Managers, and they are checked periodically so they can assure themselves of the 
information and findings.  

 Undertaking risk assessments and safe systems of work prior to any work equipment 
being used, and ensuring that these are communicated to Site Managers. 

 Review the assessments on a regular basis and in any case after a serious accident 

or incident involving the use of work equipment. 

 Ensure all machinery is appropriately guarded, has suitable control systems, is stable 
and has suitable warning devices as is appropriate. 

 Monitor the activities undertaken by Site Managers, and ensuring they are 
undertaking their duties accordingly. 

 Taking prompt and appropriate action if Site Managers are observed working not in 

accordance with the risk assessments, or safe systems of work.   

 
  

Site Manager are responsible for: 

 Must not undertake works or use equipment which are outside their training or 
capabilities. 

 Ensuring that all appropriate pre-use and periodic checks and maintenance are 
undertaken at the required frequency. 

 Will attend any required training / refresher training. 
 Will follow training that has been provided. 
 Ensure they report any defects to the Trust Site Manger / Chief Financial Officer as 

necessary.  

 Ensuring they are aware of the risk assessments and safe systems of work and any 
necessary controls to be aware of, before work commences. 
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Teaching Staff are responsible for: 

 Make certain appropriate information / instruction / training / supervision is provided 

so that pupils understand the correct use of work equipment, and use it accordingly.  

 Undertaking pre-use inspections of work equipment, and ensuring that it is 

appropriately maintained, in accordance with their training and the information 

provided by the manufacturer. 

 Will attend any required training / refresher training. 

 Ensuring that suitable and sufficient risk assessments are undertaken for equipment 

used, and that these are followed.  

 Reporting any defective or damaged work equipment immediately, and not 

proceeding with the task or activity until such time as a replacement has been 

provided or repairs undertaken. 

All employees are responsible for: 

 To carry out a visual safety check before using any equipment.  

 To use the equipment in accordance with the manufacturer’s instructions, and any 

training provided.  

 Not to use equipment they are unfamiliar with until they have received or obtained 

the appropriate instruction or training.   

 To only use equipment for its intended use.   

 Only equipment purchased by the Trust the individual should be used e.g. staff 

should not bring in tools or equipment from home.   

 Not to use faulty equipment.  

 To report any faults promptly.  

 To remove faulty equipment from use, label it as faulty and ensure it is not returned 

to use until it has been repaired or replaced.   

 Not to alter the specification of equipment, or repair, or attempt to repair, faulty 

equipment unless you have been trained and are deemed competent to do so.   

 To report any incident, injury or near miss occurrence when operating work 

equipment. 

 




