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Equality Statement  
 
Farlingaye High School values diversity, and is determined to ensure that everyone is 
treated fairly, with dignity and respect; where the opportunities we provide are open to all; 
and that we provide a safe, supportive and welcoming environment - for staff, students and 
visitors.  
 
Equality Impact Assessment (EIA)  
 
This policy has been assessed with regard to its impact on equalities issue, with specific 
reference to the aims of the Equality Act 2010. The equality impact assessment focused on 
race, gender, disability, pregnancy and maternity, age, sexual orientation, gender identity 
and religion/belief.  
 
EIA outcomes  
 
• No areas of potential negative impact were found and actions resulting in positive impact 
are in place where appropriate.  
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The governors and Head teacher acknowledge that the Academy has the prime 
responsibility for health and safety and that the governing body and Head teacher have 
specific responsibilities to manage health and safety.  
 
The Head teacher, as Health and Safety Coordinator has principal duty in the school for 
ensuring the implementation of guidance, and codes of practice and ensuring regular 
training is made available to staff .This duty extends to ensuring that: 
 

 working conditions and environment 
 

 substances used 
 

 equipment provided, and 
 

 working methods adopted 
 

do not impair the well-being of any employee, or any other person including clients, 
contractors, visitors, volunteers and any member of the public who may be affected by the 
conduct of its work. The Head teacher relies on other staff with specific responsibilities 
informing her of any concerns. 
 
This policy document has been adopted by the whole governing body and is signed by the 
chair of governors on its behalf.  
 
 
_______________________________ (chair of governors) 
 

The policy is also signed by the head teacher as the Health and Safety Coordinator for the 
school. 
 
 
_______________________________ (head teacher) 
 
This policy will be reviewed annually. 
 
 
 
 
 
 
 
 

 
ORGANISATION 

The head teacher has the responsibility in the school for day to day management of health 
and safety (H&S) issues. 
 
Further to this all staff should have regard to their own H&S and that of others including 
pupils, clients, visitors and colleagues. They should communicate any concerns to the 
appropriate person(s) (see below) so that any potential hazards can be quickly rectified. 
 
 
Individual members of staff are responsible for the particular areas as follows: 

  DATE POLICY WAS ADOPTED BY     
  THE GOVERNING BODY 

 
EDITION NUMBER   No 7  
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Task Name of person responsible 

H&S Policy review A Sievewright /M Rozier 

Communication and Information management M Rozier 

Critical Incident Management A Sievewright 

H&S Induction Training P Smith/ G. Hicks 

Routine updating training P Smith/ G. Hicks 

Personal safety procedures (also Schoolsafe) P Smith/ G. Hicks 

Planned checks (procedures) M Rozier 

Planned checks (equipment) M Rozier 

Planned checks (premises) M Rozier 

Incident reporting/investigation M Rozier 

Coordination of risk assessment work M Rozier 

Fire procedures M Rozier/C Moran/ A 
Sievewright 

Locally organised building repairs and alterations M. Rozier 

First Aid (training and equipment) P Smith/ G. Hicks 

Vehicle control and pedestrian safety  C Laird 

Educational visits coordinator (EVC) L. Gilmour 

Wellbeing Co-ordinator P Smith 

School Minibus  M. Rozier 

Supporting pupils with medical needs D Pritchard/ Wendy Norris 

Premises Security M Rozier 

Contractors on site M Rozier 

Outside lettings M. Rozier 

Other (specify)  

Radiation Protection Advisor S Lucking 

  

 
 
 
Health and Safety Policy Review 
 The Health and Safety policy is reviewed annually. 
 Any relevant targets are included in the termly governors report 
  
 
Communication and Information Management: 
 Termly analysis of the accident record  is presented to the Head teacher and the 

Governing Body.  The Head teacher/ Bursar  ic H&S reports any significant areas for 
concern regarding Health & Safety termly to the Governors. 

 
 Health and Safety specific to each faculty discussed at their monthly meetings and 

minutes passed to Head teacher/Bursar ic H&S. 
 

 Responsibility for H&S in curriculum areas lies with the Heads of Faculty as described 
in the Middle Leaders Pack. 
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 “Health and Safety Law – What you should know” is displayed on the main staff room 
notice board.  All staff are issued with this document as a leaflet in their staff 
handbooks. 

 
 All staff can raise any H&S issue directly with the Head teacher, their Head of Faculty 

or with their Professional Association representative. 
 
Critical Incident Management 
 The Academy procedures have been adopted and implemented in a variety of policies, 

e.g. School Trips Policy and Guidance. 
 
Health and Safety Induction Training 
As part of the induction process all staff receive training, which is matched to their specific 
work and responsibilities.  The following list highlights the areas covered if appropriate: 
 

 Overview of the school’s health and safety policy and organisational structure 
 Tour of the premises 
 Current health and safety priorities for the school – safety policy targets 
 Communication and relationships with other departments and schools 
 General health and safety advice, including the schools own guidance 
 Where appropriate, curriculum specific guidance will be sought. 
 Employee problems and concerns – who they can discuss issues with and specific 

duties and responsibilities of designated staff. 
 Grievance procedures (as they relate to H&S) 
 Information on hazards specific to the school, and established controls or precautions 
 Use of equipment and/or tools 
 Materials and substances in use – handling and labelling systems/warning signs. 

COSHH requirements, risk assessments and health and safety data sheets 
 Use and care of PPE (personal protective equipment) 
 Housekeeping procedures for policy documents and local rules 
 Legal responsibilities and rights  
 Procedures and arrangements for visits and trips 
 Physical examinations in pursuit of statutory maintenance requirements eg. Electrical 

equipment, fume cupboards and other exhaust ventilation equipment, lifts, hoists and 
lifting equipment, pressurised systems such as autoclaves and air compressors  

 Trained first aid personnel and first-aid facilities 
 Fire evacuation and emergency procedures 
 Fire extinguishers – location and use 
 Access to well being advice, counselling and other staff support schemes 
 Security 
 Restricted areas and equipment 
 Manual lifting and handling – general advice and risk assessment 
 Safe stacking of materials 
 Defective or inappropriate tools 
 Correct use of guards 
 Safe procedures for machines, including design technology equipment 
 General housekeeping and maintenance of access and egress 
 Smoking restrictions – the school is a no smoking site, this includes the use of e-

cigarettes or any device that could be imply that person is smoking 
 Reporting of incidents, hazards, work-related injuries and illnesses 
 What to do in an emergency. 
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Routine Updating Training 
 Staff Training is identified in the faculty curriculum review and should be identified by 

support staff through the performance management process. 
 Working at Height and Manual Handling training are provided on a cyclical basis as 

required for identified staff. 
 

Personal Safety procedures, Schoolsafe and control of violence 
’Front line’ staff who meet visitors have been offered and provided with ‘Schoolsafe’ 
training.  This will be reviewed and updated every two years. 
 

Advice is given to staff in behaviour management to assist in dealing with aggressive 
and abusive students and adults.  This is also included in the middle leaders pack.  The 
school’s Incident Report forms are used. 
Visitors are directed to the main reception by a variety of signs at the main entrance. 
Visitors and people entering the site are expected to sign in at reception where they will 
be issued with a visitors badge.  Visitors are also expected to read the information 
sheet on safety on site and child protection before leaving the reception area.  All staff 
are expected to challenge any stranger who does not display an appropriate badge.  If 
challenging a ‘stranger’ is considered unsafe staff are expected to contact the main 
school office immediately. 
 

Main key holders: (in call out order) 
1. Jason East, Senior Custodian 
2. Richard Canham, Custodian 
3. David Wyatt, Custodian  
4. Mark Peck, Decorator 
5. Mandy Rozier, Bursar 

 
Guidance to staff is issued in the staff handbook re home visits and meeting parents off 
site.  External lighting, radios and internal lockable fire doors, secure keypad locks are 
provided for lone staff working late in the school. Leadership team can contact the 
caretakers on the school radios and vice versa. 
 
Planned Safety Checks, Procedures, Equipment, Premises 

 
 Equipment in the sports area is checked on an annual basis by REJB or HUR fitness, 

all repairs and replacements are carried out on receipt of their report. 
 Technology Direct inspect and maintain all equipment in the technology workshops.  

Cookers and sewing machines are contracted out to the appropriate engineers for 
inspection and maintenance, at a minimum inspection is carried out annually.  This is 
over and above staff checking visually before any use is made of the equipment. 

 Technology Direct inspect and maintain the pottery kilns, dust extraction and fume 
cupboards annually. 

 PAT testing is contracted out to an external provider. 
 The insurers engineers carry out inspection and maintenance of disabled lifts at six 

weekly intervals. 
 County Grounds service are contracted to maintain all external playing fields and 

borders.  Separate Tree insurance cover is purchased annually. 
 Any other maintenance is carried out by recognised contractors at certificated 

organisations, e.g. Xerox for main photocopiers. 
 All staff are expected to visually check mains sockets and plugs before use. 
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 Annual classroom check carried out by main classroom teacher.  Faculty areas 
checked by Heads of Faculty.  Reports to Head teacher/ Bursar ic H&S. 

 John Grose services the school mini buses.  The servicing is time defined and is 
carried out every ten weeks.  Weekly checks are carried out by the caretakers. 

 A structured programme of inspection is in place for the following areas, with 
appropriate responsible staff being allocated: 

 The schools water system(s)- hygiene, temperature and legionnaires 
disease checks  

 Ladders, stepladders and mobile scaffold/access equipment 
 Door closers, running gear and catches 
 Lifting gear, winches and hoists, lifts and stays 
 Asbestos survey and register 

 
The Bursar inspects parts of the school once a term aiming to cover the whole site in a 
school year 

 H&S Governor representative is kept informed of action and incidents.  They are also 
invited to join the annual inspection. 

 
Incident Reporting/Investigation 

 Governor approved incident forms are used and all are passed to the Head teacher for 
inspection and signing. 

 The staff handbook instructs staff in health and safety issues and informs them of the 
required forms and their location. 

 Every incident is subject to investigation as appropriate with a view to preventing 
recurrence. 

 The Head teacher/Bursar ic H&S periodically reviews the incident history for the 
school.  All Heads of Faculty receive a Termly analysis of incidents in their areas.  
Plans of action to reduce the likelihood of future incidents are required where 
appropriate.  Overall analysis is presented to the termly Governors meeting and the 
Governor with oversight of H&S. 

 
Coordination of Risk Assessment Work 

 Risk Assessment is a function of all Heads of Faculty and those in Science, 
Technology, Creative Arts and PE have been trained in the process of risk assessment 
for their areas.  Feedback on these assessments is supplied to the nominated SLT Link 
person for discussion. 

 The deputy Head teacher responsible for staffing carries out risk assessment of new 
and expectant mothers.  Outdoors areas are assessed annually. 

 The Bursar carrys out risk assessment of other buildings and plant.  Included in this 
are: 

 
 Gates and fencing, 
 Car parking and driveway areas 
 Walkways 
 Heating units and other plant 
 Minibuses 
 First Aid training for staff 
 Manual handling course for appropriate staff 
 Lone working conditions 
 Fire Alarm systems and general fire risks. 
 Chemical hazards from cleaning and maintenance materials 
 Intruder Alarm Systems 
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 Display screen equipment/workstations 
 Working at height 
 Waste services 
 Clinical/biological waste. 

 
 
Fire Procedures 
 
 Fire evacuation procedures are described in the staff handbook.  Form tutors discuss 

the procedures annually with all forms.  Fire Evacuation instructions for visitors are 
displayed in reception.  

 All classrooms have notices detailing the evacuation procedure and describing where 
each group is to muster. 

 The fire alarm system is tested weekly by the duty custodian on a rotating schedule of 
fire alarm points and the systems performance recorded. The system provider regularly 
maintains the alarm system. 

 Fire drills are carried out at least once a term. 
 All fire extinguishers are tested and serviced annually by Alphasafe or approved 

contractor. 
 Automatically closing fire doors are tested weekly and standard fire doors termly by 

custodians. 
 The local fire safety officer has inspected the areas or plans of the school for public 

entertainments licence and re-inspects whenever it is due for renewal.  The fire safety 
officer considers all new building work that involves structural alteration to ensure full 
compliance with fire regulations. 

 
Locally Organised Building Repairs and Alterations  
 The asbestos survey report is available in the main office and all contractors are 

expected to sign that they have read the report to ensure that they will not disturb any 
known material before work commences. 

 The asbestos survey is checked each year by an expert contractor to ensure accuracy 
and to record any changes. 

 
First Aid – Training and equipment 
 All team rooms and reception offices are equipped with a first aid kit.  Where 

appropriate additional kits are provided in specific areas.  Travelling first aid kits are 
provided for all school trips and are held in the main school office. 

 The kits are checked and replenished by a member of the support staff on a monthly 
basis. 

 Sanitary waste is collected by external contractor on a monthly basis. 
 All staff with first aid qualifications are offered re-fresher courses when expiry of their 

qualifications are imminent.  The personnel officer maintains a central register of those 
with appropriate training. 

 The county guidelines and forms are used in reporting injuries and the above describe 
procedure used. 

 All students have GP details and contact numbers recorded on the administration 
database, which is available to all staff.  The database holds emergency contacts for all 
staff. 

 If an ambulance is required the reception office call the emergency services with details 
of the incident.  The reception office should access the administration database for 
student’s specific medical issues, to brief the ambulance crew and staff dealing with the 
incident.  Other first aid trained staff may be called upon to support until the ambulance 
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arrives.  For minor injuries the students GP may be directly contacted by the reception 
office for advice. 

 Further detailed advice for first aid whilst on a trip is included in the Trips Pack. 
 

Vehicle Control and Pedestrian Safety 

 A one way system is in operation in the main car park at the front of the school.  This is 
to ensure the safety of all using the crossing and cycle store as well as to maintain 
clear access for emergency vehicles.  All delivery drivers are expected to report to the 
main school office for directions.  Exceptions to this are by pre-agreement with regular 
deliveries, e.g. to the school kitchens.  Delivery vehicles are expected to avoid the 
fifteen minutes before the school starts and fifteen minutes after school closes. 

 Refuse collection takes place two hours before the start of the school day. 

 All staff can park their cars on the site at their own risk but they are expected to register 
their registration numbers with the main office. 

 Student drivers are required to complete a written agreement with the school regarding 
driving behaviour and where to park, before bringing vehicles on-site.  

 Disabled and minibus zones are clearly marked. 

 Parents are provided with annual reminders regarding the delivery and collection of 
students as to which areas they are requested to park. 

 Random spot checks are carried by community police officers on student’s bicycles 
and safety equipment. 

 Staff are on duty in the mornings, and at the end of the school day, both at the front of 
school by the main entrance and at the school pus park.  Radios are provided for staff 
at the bus park for communication with the reception office. 
 

Education Visits Coordinator (EVC) 

 The Department for Education advice is being followed and a nominated member of 
SLT acts as visits co-ordinator, thoroughly checking all trip arrangements and risk 
assessments.  All visits are approved by the Head teacher. The Chair of Governors 
approves residential trips. 

 The Chair of Governors reviews the arrangements for visits annually.  The Head 
teacher reports to the full Governors group once a term on all educational visits. 

 
Well Being Co-ordinator 

 The deputy Head teacher with staffing responsibility school acts as the well-being 
coordinator. 

 Any member of staff who is in need of stress management or other similar support can 
approach the well-being co-ordinator or Head teacher for support and the most 
appropriate agency will be asked to assist. 

 
School Minibus  (See also separate Minibus risk assessment) 

 The ROSPA guidelines on the operation and maintenance of the school minibuses has 
been implemented. 

 All staff wishing to drive the school minibuses must pass the LA transport departments 
test.  Part of the test requires the presentation of a full driving licence that meets the LA 
criteria. If they are to drive the school minibus only then drivers of a B license can 
attend a one day driver’s awareness course. 

 All staff must have ‘business use’ on their insurance policies if their own vehicle is 
being used to attend training, meetings or to carryout required functions of their post. 

 Staff using the minibus should present, for annual inspection, their driver’s licence and 
where appropriate their insurance policies. 
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Supporting Students with Medical Needs 

 It is the responsibility of the schools SENCO to ensure all students with medical needs 
are catered for in the most appropriate manner and in accordance with the school’s 
guidelines. 

 If required the SENCO will request further information from parents and appropriate 
external agencies. 

 Please refer to the separate policy on administering medicines to students 
 
Premises Security 

 The school is equipped with an intruder alarm system which complies with Suffolk 
Constabulary requirements and is maintained by the service provider. 

 Security lighting has been fitted on all external sections of the school. 

 CCTV covers the main entrances and many other areas of the buildings.  The system 
is recorded 24 hours a day, seven days a week. 

 Custodians are provided with short wave radios to enable them to request support if 
required. 

 Suffolk County Council Grounds Department ensure no area provides cover by 
keeping hedges and bushes to a suitable size and height to expose an intruder. 

 All LT carry short wave radios to provide support for any member of staff or student. 

 A Risk Assessment for Site Security is completed annually. 

 All visitors to the site are expected to report to reception, sign in and wear the provided 
identification.  Visitors are also expected to read the information sheet on safety on 
site and child protection before leaving the reception area. 

 All visitors are expected to be escorted by the member of staff with whom they have 
an appointment and to remain in a designated area where their business is to take 
place. 

 
Contractors on Site 

 All contractors are required to sign in at reception on their arrival and to read and sign 
the asbestos register described above. 

 Contractors are issued with badges that describe Health, Fire and Safety regulations.  
For contractors new to the site a leaflet is provided. 

 Any extended building or maintenance project is required to arrange monthly meetings 
with the Bursar.  Meetings are to feedback on any health and safety incidents or 
concerns for action. 

 The Bursar overseeing  the project will ensure that a risk assessment is carried out 
prior to any work commencing and health and safety standards are met where the 
project interfaces with the school.  e.g. safety fences are maintained, safe storage of 
materials, etc. 

 Contractors should not make any deliveries to the school between 8:45 and 9:15 a.m. 
and between 3:30 and 4:00 p.m. 

 All staff, and where appropriate students, should be informed of building work, its 
location and areas to be avoided. 

 
Outside Lettings 

 All areas of the school are available for hire by external organisations. 

 Fire and Health and Safety information should be provided to all external hirers. 
 

 


