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1.​ INTRODUCTION 
 
This Policy provides a framework for the organisation of health and safety within the Epping Forest 
Schools Partnership Trust (EFSPT). It is expected that those given duties to implement the Policy will 
discharge them diligently, and by their own actions and with their encouragement, our schools will 
continue to be a safe and healthy place in which to work. 
 
The Health and Safety Policy is issued with the approval of Trustees who share a commitment to 
ensure that the highest standards of health and safety are maintained throughout all Trust activities.  
 
The Policy will be distributed to all staff members; the designated person responsible for Health and 
Safety will welcome any constructive suggestions where any part of the Policy may be improved. 
Senior Management are also expected to point out any shortcomings in the Policy and make 
recommendations as to revising and updating the Policy as required. 
 
EFSPT will ensure that this Policy is updated at least annually, or earlier in light of any organisational 
change, change in legislation, codes of practice or guidance notes, or following any accident, incident 
or dangerous occurrence for which this Health and Safety Policy covers. Any changes to the Policy will 
be consulted with staff and the trade unions.  
 

2.​ HEALTH AND SAFETY POLICY STATEMENT 
 
This Policy has been developed proportional to and taking into account the nature and type of our 
business undertakings, company size and geographical area in which we provide our services.  
 
We acknowledge our responsibility to not only comply with all relevant legislation but to minimise, so 
far as reasonably practicable, the risks to everyone likely to be affected by our work activities. 
 
EFSPT is committed to protecting the safety and health of our staff, our stakeholders, the general 
public and other third parties in relation to our work activities. 
 
It is our policy to provide and maintain safe and healthy working conditions, equipment and systems of 
work for all our staff and to provide such information, training and supervision as is needed for this 
purpose.  
 
EFSPT is committed to the continuous review and improvement of our management of health and 
safety taking into account new legislation and changes in work practices.   
 
All staff are encouraged to make a positive contribution to health and safety matters. EFSPT will 
consult and actively involve staff on policy matters, practices and procedures. 
 
The relevant health and safety information will be communicated to staff using the appropriate 
methods.   
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Senior staff are required to read and understand this Policy and any amendments made from time to 
time.  
 
 
 
Signed  Graham Clifford  

 
 
CEO 
 
 

3.​ ORGANISATIONAL STRUCTURE FOR HEALTH AND SAFETY 
 
Trustees have the overall responsibility for Health and Safety within the Trust. However, this is 
delegated to the Headteacher of each school who is often assisted by their Site Manager.  
 
EFSPT introduced a new compliance system in 2022 to all schools - iAM Compliant. The system will 
help manage and monitor compliance for premises management and health and safety across the 
Trust. Once set up, each Head Teacher / Site Manager is responsible for maintaining their schools 
compliance on iAM Compliant.  
 
The Trust Operations Manager Jennifer Cope acts as the competent person and is advised by the 
Daniel Connal Partnership. 
 

4.​ ROLES AND RESPONSIBILITIES 
 
4.1 Headteachers / deputy in head teachers absence; often assisted by the Site Manager. 

Headteachers are responsible for the day-to-day organisation, management and control of all persons 
and activities within their schools, including:  
 

⋅​ Ensuring compliance with this policy  
⋅​ Seeking health and safety advice where required 
⋅​ Identifying the level of supervision and management necessary for every task taking into 

consideration its complexity and level of risk 
⋅​ Ensuring they understand the works so they can make effective, safe decisions 
⋅​ Ensuring all works have been suitably planned and organised 
⋅​ Ensuring that all accidents, incidents and near misses, including damage to equipment, are 

reported and recorded in the accident book 
⋅​ Ensuring that the Trust’s online accident form is completed  
⋅​ Maintaining the H and S compliance tracker  
⋅​ Ensuring the Trust is in consultation with staff and trade unions and allow facilities to consult 

with union Health and Safety Representatives 
⋅​ Ensuring staff are able to elect Health and Safety Representatives within the schools  
⋅​ Liaising and working with the Health and Safety and Estates Hub 
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⋅​ Ensuring there is enough staff to safely supervise pupils  
⋅​ Ensuring that the school building and premises are safe and regularly inspected  
⋅​ Providing adequate training for school staff 
⋅​ Ensuring appropriate evacuation procedures are in place and regular fire drills are held  
⋅​ Ensuring all risk assessments are completed and reviewed 
⋅​ Monitoring cleaning contracts, and ensuring cleaners are appropriately trained and have 

access to personal protective equipment where necessary  
⋅​ Ensuring there is a copy of the health and safety law poster up in the school 
⋅​ Ensuring that all new staff members receive an induction to include health and safety 

training suitable to their job role 
⋅​ Ensuring effective risk assessments are in place and that these are regularly reviewed.  
⋅​ Complying with the Health and Safety At Work Act.  
 
4.2 Site Managers  

The delegated roles may vary between schools and this will be detailed within the school’s 
Health and Safety Policy where applicable.  The Site Managers will: 

●​ Ensure the iAM Compliant Premises Management section is maintained 
●​ Report any concerns to the headteacher  
●​ Support the headteacher in the day to day management of health and safety.  

 
4.3 All Staff 

 
All employees will: 

⋅​ Take reasonable care of the health and safety of themselves and of others who may be 
affected by what they do or do not do 

⋅​ Cooperate with their management team on health and safety matters  
⋅​ Ensure that they do not misuse any equipment that is provided for safety purposes 
⋅​ Are provided with suitable and sufficient information, instructions and training on joining the 

EFSPT or before undertaking a specific task 
⋅​ Ensure that they undertake their work in accordance with the information, instruction and 

training given to them. This will include complying with any risk assessment, method 
statement and safe system of work provided 

⋅​ Inform their line managers prior to undertaking a task whereby the staff member feels they 
require additional training or instruction 

⋅​ Immediately inform a responsible person if they identify any hazard within the workplace or 
if they witness any accident, incident or dangerous occurrence 

⋅​ Will not attend the workplace if they have an infectious disease or illness. 
⋅​ Model safe and hygienic practice for pupils 
⋅​ Understand emergency evacuation procedures and feel confident in implementing them 

Employees who fail to comply with the requirements of the Health and Safety Policy, and endanger 
their health and safety and that of others, may be subject to disciplinary action. 

4.4  Pupils and parents 

 
Pupils and parents are responsible for following the school’s health and safety advice, on-site and 
off-site, and for reporting any health and safety incidents to a member of staff. 
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4.5 Contractors 

Contractors will agree health and safety practices with the headteacher before starting work. Before 
work begins the contractor will provide evidence that they have completed an adequate risk 
assessment of all their planned work.  

4.6 External Competent Health and Safety Advice 

EFSPT will engage external competent health and safety advice to audit and support the Trust in 
fulfilling health and safety duties, either on an annual basis or when required (for example when 
shortfalls in compliance have been noted or when any accident or incident has occurred).  Their duties 
shall include, for example: 

●​ Will act in an advisory capacity to provide a positive lead in organising health and safety 
activities, using the best available knowledge. 

●​ Will be competent with a sound knowledge of health and safety matters relating to the Trust’s 
activities.  

●​ Will ensure that staff, via the CEO, are advised of any changes to legislation that affects them. 
●​ Will make sure that he/she is aware of any revisions to legislation, to continually improve 

his/her knowledge and to develop safety procedures. 
●​ Is to follow up reportable accidents, investigate and report to the CEO the causes and 

recommendation for future avoidance. 
●​ Will ensure that the Trust is provided with information on changes to current and future 

legislation and to recommend how these can be incorporated into the Trust’s work activities. 
 

5.​ PROCEDURES 
 

5.1​ TRAINING, INDUCTION AND COMPETENCE 

EFSPT recognises its responsibility to ensure that persons employed by the Trust are competent to 
carry out their duties in such a manner that does not put their own health and safety at risk, or the 
health and safety of others who may be affected by their actions. 
 
On joining the Trust, all staff will receive a health and safety induction as appropriate to their individual 
job content. The Headteacher is responsible for ensuring that all staff have received an induction. 
 
EFSPT are committed to identifying all training needs within the workforce and have developed a 
system to record training undertaken to not only ensure compliance with legislative requirements, but 
to encourage personal development. Strong emphasis will be placed on health and safety aspects 
during all training. EFSPT expects all employees to cooperate in the training provided. Where any task 
requires strict safety procedures be followed, the employee involved will receive special instruction. It 
is essential that no person should attempt a potentially hazardous task without training. 
 

5.2​ COMMUNICATION AND CONSULTATION 

EFSPT recognises that communication and consultation with staff on health and safety matters is very 
important in creating and maintaining a safe and healthy working environment. Communication and 
consultation will not only involve Headteachers giving information to our staff members, but also 
listening to and taking account of what employees say before making any health and safety decisions. 
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Employees must therefore make their views known on matters to do with their health and safety at 
work to their Line Manager and/or the person responsible for Health and Safety. These views will be 
taken into consideration and discussed at Management meetings before any health and safety 
decisions are reached. 
 
On joining the Trust and prior to undertaking new work activities, all health, safety and other related 
information will be communicated to staff via appropriate methods; usually inductions and internal 
meetings. 
 

5.3​ CONTRACTOR COMPETENCY AND CONTROL 

At times, EFSPT will need to appoint a Contractor to carry out work on our behalf at our schools.  
 
Prior to any Contractor undertaking any work, we are to ensure we provide the Contractor with 
appropriate information in respect of our premises, for example an asbestos survey report. 
 
Only Contractors that can demonstrate they have suitable qualifications will be engaged by EFSPT. 
 
Whereby more than one contractor is to be used, the EFSPT central team must be contacted for 
advice as to whether hiring a Project Manager is required.  
 

5.4​ School Trips  

All school trips must be risk assessed, the assessment itself will depend on the type and nature of the 
trip. EFSPT has provided a number of risk assessment templates for use by schools. Any staff 
attending a school trip must have sight of relevant risk assessments and be aware of their 
responsibilities for the continued health and safety of themselves and their pupils. The risk 
assessments will inform the school how many adults must be in attendance in line with adult versus 
pupil ratios, guidance on which can be sourced from the National Education Union.  
 
First aid provision must be available at all times whilst on school visits. 
 
For school trips including children from ages 0 to 5, at least one staff member with a paediatric first aid 
certificate must be in attendance.  
 

5.5​ RISK ASSESSMENTS AND METHOD STATEMENTS 

The headteacher has overall responsibility for ensuring potential hazards are identified and risk 
assessments are completed for all areas in the school. Risk assessments will be carried out and 
reviewed at regular intervals by a competent person on all hazards relating to activities, equipment and 
processes that carry a significant risk at the workplace, in order that the Trust's obligations are met 
under the Management of Health and Safety at Work Regulations. Risk assessments will be reviewed 
annually, and additionally if there is any reason to suspect they are no longer valid, if there has been a 
significant change in related matters or if the current controls are suspected to be inadequate.   
 
Generic risk assessments have been produced for all identified working activities. Where a task or 
procedure is not suitably covered by the existing generic risk assessments, it is the responsibility of the 
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Headteacher to identify this and either produce a task-specific assessment if competent to do so, or 
request the assistance of a competent person, in advance of the task commencing. 
 
EFSPT recognises that risk assessments alone may not be deemed as sufficient to control certain 
high risk activities. Where required, EFSPT will produce method statements which identify a clear and 
safe sequence of work, as a means of controlling particularly high-risk activities identified within the 
risk assessments.  
 
As a minimum, all school’s will have the following risk assessments and they will be reviewed on an 
annual basis: 

●​ Fire risk assessment 
●​ Legionella risk assessment 
●​ Asbestos risk assessment 
●​ COSHH risk assessment 
●​ First aid risk assessment 
●​ General Site Risk Assessment to include  

○​ Manual handling​  
○​ Working at height risk assessment 

●​ DSE risk assessment 
●​ Children being drawn into terrorism risk assessment  
●​ Swimming pools risk assessment (where applicable)  
●​ Lone working risk assessment  
●​ Stress risk assessment 
●​ Pregnancy risk assessment - template to be in place and to be completed upon being informed 

by staff member that they are pregnant 
●​ Site risk assessment 
●​ Workers Under the age of 18 risk assessment - template to be in place and to be completed 

when relevant. 
 
Any high risk activities must have a risk assessment completed.  
 
All template risk assessments can be found on the Leadership Group shared drive. 
 

5.6​ HOUSEKEEPING 

EFSPT recognises the importance of maintaining good housekeeping standards on all Trust premises 
in order to prevent potential slip, trip or fall incidents, in addition to other potential hazards such as fire.  
 
Staff members are expected to achieve and maintain high standards of housekeeping in their own 
individual work areas and the school is expected to monitor housekeeping levels to ensure high 
standards are being achieved:  
 
⋅​ All access routes to be kept clear, clean and tidy at all times. 
⋅​ Passageways, exits and access to all fire-fighting equipment must be kept clear. 
⋅​ Fire doors to be kept closed at all times and not propped open. 
⋅​ All spillages, however minor, to be cleaned up immediately. 
⋅​ All staff to place waste in the rubbish bins provided 
⋅​ Suitable storage areas to be established on all Trust premises for the safe storage of materials 

and equipment. 
⋅​ All combustible materials to be stored away from any potential ignition sources. 
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⋅​ Employees to be aware that a lack of care when stacking materials and objects might create 
hazards for their colleagues from falling objects and lifting injuries in the long term. 

 

5.7​ ELECTRICITY AND ELECTRICAL EQUIPMENT 

EFSPT is aware that the misuse of electricity is one of the most significant causes of fire. All staff are 
expected to report any issues with electrical equipment to their Headteacher immediately. 
 
The Headteacher will ensure that a competent electrician tests the incoming electrical mains at our 
premises at least every 5 years and that PAT testing is completed for all portable electrical appliances 
at regular intervals.  
 
EFSPT expects the following guidelines to be adhered to: 
 
⋅​ Visually check all electrical equipment before use. 
⋅​ Do not attempt to repair any faulty equipment. Inform Management immediately. 
⋅​ Damaged equipment will not be used and will be withdrawn from the workplace. 
⋅​ All portable electrical equipment must be examined and tested as per HSE guidelines. 
⋅​ Long trailing leads shall be avoided wherever possible.  Leads must not be in a position where 

they could be damaged or cause a trip hazard.  Cables that cannot be avoided being laid on 
the floor shall be protected against damage. 

⋅​ In the case of an electric shock POWER MUST BE TURNED OFF BEFORE TOUCHING THE 
VICTIM. 

⋅​ Any electrical hazard or fault noted must be reported immediately. 
⋅​ Keep electrical distribution boards clear of obstructions and protect them against damage by 

work activities. 
 

5.8​ WORKING AT HEIGHT 

EFSPT understands that working at height is defined as working at any height where a person could 
fall a distance liable to cause personal injury if appropriate measures are not taken, this includes at or 
below ground level. We recognise that falls from height at work continue to be one of the biggest 
single causes of fatal and serious injury and will ensure that work is not carried out at height where it is 
reasonably practicable to carry out the work safely other than at height, and that the ‘Work at Height’ 
Regulations are complied with. 
 
When our staff visit sites, there is an element of working at height but this is mainly for viewing, 
inspection and surveying purposes, there is no need to undertake heavy duty tasks.  
 
The Headteacher will ensure that all work at height is properly planned and assessed and appropriate 
work equipment is selected and provided.  
 

5.9​  PROVISION AND USE OF WORK EQUIPMENT 

EFSPT will give full consideration to the Provision and Use of Work Equipment Regulations in making 
all employees aware of the relevant health and safety risks with regards to work equipment in their 
working environment. EFSPT will ensure that all staff have received suitable and sufficient information, 
instruction and training in the use of all equipment which they are required to use. The information 
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provided will include the findings of all risk assessments and identified control measures for the use of 
such equipment. 
 
Each Headteacher will ensure that all work equipment is suitable and safe, maintained in efficient 
working order and in a good state of repair.  
 
Employees have the responsibility to use the work equipment provided in the correct manner. In order 
to fulfil this responsibility, staff must observe the following procedures: 
 
⋅​ Employees must not operate or use any equipment that they are not trained and authorised to 

use. 
⋅​ Equipment must only be used for the purpose for which it was designed. 
⋅​ Employees must switch off and make safe work equipment before carrying out any 

adjustments. 
⋅​ Report all defects and damage so that it can be taken out of use until the issue has been 

rectified.  
 

5.10​ LONE WORKING 

EFSPT recognises that lone working is a high-risk activity that must be avoided wherever possible. 
Lone working whilst undertaking tasks such as a survey at a remote site poses a high risk but also 
lone working in the office can pose a high risk if the individual suffers from certain health issues, for 
example.  
 
Where it is not possible to eliminate the need for a staff member to work alone, staff must follow the 
below Lone Working ‘Hierarchy of Control’ Procedure, which explains the general steps that must be 
followed to reduce the risk to as low as reasonably practicable, when carrying out when out of office, 
and when working within the office. 
 
Out of hours Procedure 
⋅​ Prior to carrying out the task in hand, the employee must complete the pre-site checklist 

applicable to the proposed task, so far as is reasonably possible, from the knowledge of the 
location to be visited. 

⋅​ The employee must declare if they have an ailment(s) which may have a potential adverse 
impact on their ability to safely perform the task to be carried out. 

⋅​ If yes to item two, the employee must declare this to their line manager to review the proposed 
task and any additional control measures that may be required to be implemented. 

⋅​ The employee must pass a copy of the pre-site checklist (completed so far as is reasonably 
practicable) to their line manager for consultation, to agree if the location can be visited without 
risk to the lone worker, and if any additional control measures are required. 

⋅​ Where the lone working activities extend beyond a routine task, then the Line Manager and 
lone worker are both to agree on nature and duration of works including start and finish times. 
The lone worker is to ensure they record the time and location they intend to be out of the 
office either within an email calendar or within the office diary.   

⋅​ The Line Manager and lone worker are to have a fully charged mobile phone with them at all 
times and where possible ensure that they have a good signal during the period of lone 
working.  

⋅​ The lone worker is to contact someone at the office if their arrangements change, so that their 
whereabouts are known. 
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⋅​ On completion of works and once the lone worker has completed their works, a final call is to 
be made to the Line Manager to confirm they have left the location to which they are working 
within, safely. 

⋅​ Lone workers shall be provided with personal safety equipment where this is necessary. 
 
Working Within school hours  
⋅​ Entry for visitors into the office building is controlled by an external call point system to 

communicate direct with the office. This ensures progress beyond the reception area is 
restricted to staff who are responsible for admitting people into the body of the school. 

⋅​ Entrance doors shall be secured closed to prevent any unauthorised persons entering the 
school when working alone. 

⋅​ Lone working within our office is not permitted after 8pm unless specifically authorised by the 
Headteacher on each occasion. 

⋅​ No member of staff will be allowed to remain within the school alone, if they are suffering some 
form of ailment. 

⋅​ Only low risk tasks can be carried out by the lone worker.  No tasks which could cause injury to 
the lone worker will be permitted. 

⋅​ If external cleaning staff are engaged by the school, and if lone working is required, the school 
shall request for a copy of the cleaning company's risk assessment.  The Headteacher shall 
liaise with the cleaning company in respect of procedures for working within the office 
environment safely. 

⋅​ Lone workers must have access to adequate first-aid facilities suitable for treating minor 
injuries. 

 
Headteachers shall utilise the HSE Guidance for Lone Working when considering if additional controls 
or training are required for certain lone working tasks, and to review/ update appropriate Risk 
Assessments, Method Statements, Safe Systems of Works, Pre-Site Checklists and the above policy 
on a regular/ as and when basis.  
 
Lone workers must report incidents such as accidents and near misses, including all incidents 
where they feel threatened, in the accident book and by email to their line manager. This includes 
incidents of verbal abuse. 
 

5.11​  ASBESTOS 

Staff are briefed on the hazards of asbestos, the location of any asbestos in the school and the action 
to take if they suspect they have disturbed it 
Arrangements are in place to ensure that contractors are made aware of any asbestos on the 
premises and that it is not disturbed by their work 
 
Contractors will be advised that if they discover material which they suspect could be asbestos, they 
will stop work immediately until the area is declared safe. 
 
A record is kept of the location of asbestos that has been found on the school site. Each school has an 
Asbestos Management Plan which must be referred to for further information. 
 
The Trust will take all reasonable steps to minimise the risks associated with asbestos containing 
materials located within our school premises. To meet this objective we will ensure the following is 
fulfilled: 
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●​ Information in respect of the presence of Asbestos Containing Materials is provided to all staff 
and visitors, such as Contractors engaged to carry out works on site. 

●​ Ensure strictly NO works of an intrusive nature are carried out without a suitable asbestos 
survey in place. 

●​ All those who may be affected by Asbestos in their day to day tasks or be appointed as 
responsible persons to undergo regular asbestos training. 

●​ The condition of any asbestos containing material present will be monitored on a regular basis 
with records recorded.  

●​ Any identified asbestos containing material which could be easily damaged or disturbed will be 
removed, so far as is reasonably practicable.  

●​ Place asbestos warning labels where practicable, on identified asbestos containing materials 
which are not removed, where deemed suitable and ensure the location of encapsulated 
asbestos is recorded. 

●​ We shall not knowingly specify or use asbestos containing materials in any new installation or 
construction. 

●​ All work on asbestos containing materials will be carried out by a contractor who holds an 
appropriate licence issued by the Health and Safety Executive. 

●​ Air monitoring, bulk sampling work and subsequent analysis shall only be undertaken by a 
company that is suitably accredited by the United Kingdom Accreditation Service (UKAS) to BS 
ENISO / IEC 17025 (2005). 

●​ Implement disciplinary or enforcement action as necessary if any person or persons do not 
follow this procedure 

●​ We shall continuously review these procedures. 
 

5.12​ MANUAL HANDLING 

Manual handling for office staff is limited. Any large or awkward item that is not routine and poses a 
significant risk must only be handled by competent and physically capable staff members. Larger items 
delivered to the office must, where possible,  be taken to the final destination to eliminate the need for 
staff to handle the item. 
 
Manual handling for staff on site must be limited to any access equipment, such as step-ladders, and 
hand tools, which shouldn’t create a situation which requires a detailed manual handling assessment 
form to be completed.  
 
Staff must take the following precautions: 
 

▪​ Ensure that items are lifted correctly with the back straight and using the legs to raise 
themselves if the load is low.  Use a good grip with the feet apart to hip with and one foot 
slightly in front of the other. 

▪​ Avoid twisting, stooping, or reaching to lift or deposit the load. 
▪​ Keep the load close to the body.  For long distances, arrange supports to allow the load to be 

placed for brief breaks. 
▪​ During repetitive work, ensure sufficient time for resting. 
▪​ Avoid long lifts and if necessary change grip when load is at waist height. 
▪​ If more than one person is involved, then a competent person must be nominated to control the 

handling activities. 
▪​ If possible, break the load down into smaller items. 
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▪​ If possible, provide proper handles, handholds or use carrying devices. 
▪​ Secure items which are loose to prevent the load shifting when being carried. 
▪​ Avoid carrying up and down steps. 
▪​ Protect sharp edges. 

 

5.13​ WORKPLACE STRESS 

EFSPT recognises that workplace stress is a serious health and safety issue and acknowledges the 
importance of identifying and reducing workplace stress.  There is a dedicated policy to Staff Mental 
Health and Wellbeing which is available to read on the shared drive and the EFSPT website. All staff 
have been made aware of this policy.  
 

5.14​CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH) 

EFSPT will attempt to eliminate exposure to hazardous substances by purchasing non-hazardous 
alternatives, but where this is not possible will ensure that COSHH assessments are produced and 
made accessible to staff. 
 
Management are responsible for ensuring that all hazardous substances and materials are used, 
stored, transported and disposed of in a safe manner and in accordance with the COSHH 
assessments.  
 
An inventory of all hazardous substances on site is kept and updated regularly along with the COSHH 
risk assessments and safety data sheets. 
 
Emergency procedures, including procedures for dealing with spillages, are displayed near where 
hazardous products are stored and in areas where they are routinely used.Unwanted or surplus 
chemicals and materials, including those that have become unsafe, will be disposed of by a registered 
waste carrier, in accordance with school procedures.  
 

 

5.15​VISITORS ON SCHOOL PREMISES 

All persons not directly employed by the individual school who visit the school must report to the main 
reception where they will sign in and receive a visitor badge.  
 
The relevant staff member will be responsible for accompanying the visitor around the building and 
assisting them out of the building in the event of an emergency.  On leaving the premises, the visitor(s) 
must sign out.  
 

5.16​FIRST AID 

The Health and Safety (First Aid) Regulations requires Headteachers to make available to employees 
and visitors adequate first aid provision.  
 
The contact details for all first aiders will be displayed on office notice boards and informed to all 
persons during induction. 
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First aiders will be responsible for providing first aid in the event of any accidents. They will also be 
responsible for maintaining and restocking the first aid boxes, completing the accident book, and 
informing the Headteacher of all accidents.  A checklist will be contained within each first aid kit across 
the premises. A template checklist can be viewed in Appendix 1 and amended as necessary. 
 
All staff are responsible for informing the first aider if they suffer an injury at work. Any person who 
observes an injury or illness of someone else must also report this to the first aider. 
 
Only trained first aiders will be advised to administer first aid. First aiders will receive refresher training 
on a regular basis and will complete the full training every three years. 
 
The first aider or another appointed person will ensure that an ambulance is called, where required. 
 
Where a defibrillator is on school premises, the first aider or other designated responsible person will 
ensure the defibrillator is checked and maintained in accordance with the manufacturing guidelines. 
 

5.17​FIRE AND EMERGENCY PRECAUTIONS 

A comprehensive fire alarm system is in place throughout each school which is designed to provide 
warning in the event of fire or emergency by activation of the smoke detectors or by operating the 
‘break glass’ call points. 
 
Any staff member or visitor discovering a fire, must immediately activate the nearest fire alarm call 
point and assist with the orderly evacuation of the premises. 
 
On any activation of the fire alarm, the fire service will be called by a nominated member of staff by 
dialling 999. 
 
Minor fires may be tackled by competent persons who have received the appropriate training, with the 
use of fire extinguishers provided, and only if it is considered safe to do so.  
 
Escape route plans must be displayed in each room, this must include assembly points and 
arrangements for taking the register.  
 
Emergency evacuations are practised at least every term, and recorded. Firefighting equipment will be 
checked on an annual basis by an approved contractor. Fire alarms will be tested weekly from different 
‘break glass’ fire points around the school, and records will be maintained on IamCompliant. 
Emergency lighting will be tested regularly, and records will be maintained on IamCompliant. 
 
 
The school will have special arrangements in place for the evacuation of people with mobility needs 
and fire risk assessments will also pay particular attention to those with disabilities. Each school will 
have a process in place for identifying staff and / or pupils who will require a Personal Emergency 
Evacuation Plan (PEEP).  
 

5.18​ USE OF VEHICLES 

It is expected that employee’s personal vehicles used on company business are in a safe roadworthy 
condition and are fully insured for business use.  
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It is also a requirement that vehicles will be driven safely, in accordance with the law and in a 
courteous manner to other road users and pedestrians. 
 
Drivers must hold a full driving licence if asked to drive for work purposes and shall ensure they are fit 
and alert to drive. 
 
All private vehicles driven on company business must have a valid MOT certificate if the vehicle is 
three years old from new. 
 
Drivers will be responsible for their own fines and/or penalties, however incurred.  This includes 
parking and speeding penalties, and any ULEZ or congestion charges. 
 

5.19​DRUGS AND ALCOHOL POLICY 

EFSPT recognises that both the health of the individual and the safety of the workplace are paramount 
in achieving the goals of the business as a whole.  Employees can be at risk from misuse of alcohol 
and drugs, both cause effects on individuals which can manifest themselves in the workplace leading 
to increased risk of accidents, sickness, absence and disciplinary problems and reduced efficiency. We 
require that: 

●​ Employees must not report for work if they are unfit through alcohol or illegal drugs. 
●​ When at work, employees must not consume or be under the influence of alcohol or illegal 

drugs, or be in possession of these items nor be involved in the sale or distribution of 
alcohol or illegal drugs on any school premises. The only exception to the consumption of 
alcohol at work is as part of a social event. 

●​ Measures to prevent any person attending work under the influence of alcohol or illegal 
drugs may include testing ‘with cause’.  

●​ Anyone identifying themselves as having a problem will be supported positively and 
confidentially with guidance and information and where applicable referral for treatment to 
overcome the alcohol and/or drugs problems.   

●​ Anyone suspected of being under the influence through the use of alcohol and/or illegal 
drugs that tests positive will be in breach of this policy. They will also be subject to full 
investigation and potentially disciplinary action under the process, including termination of 
employment. 

●​ Those employees failing to consent for testing, may face disciplinary action, including 
termination of employment. 

 
This policy will be reviewed in light of all current legislation and any changes to that legislation.  
Amendments will be communicated to all relevant stakeholders as appropriate. 
 
 

5.20​NEW AND EXPECTANT MOTHERS 

The Management of Health and Safety at Work Regulations and other relevant legislation requires 
EFSPT to ensure the health safety and welfare of new and expectant mothers.  
 
All staff are to follow the ‘New & Expectant Mothers’ Procedure below, in consultation with ‘A Guide for 
New and Expectant Mothers Who Work – INDG373’. 
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General Statement  
 
Being pregnant is regarded as part of everyday life and the same health and safety management that 
applies to all workplace hazards/ risks can address the health and safety implications of this particular 
situation. 
 
Women may decide to continue to work during their pregnancy and may return to work following their 
maternity leave. Some women on their return to work will possibly still continue to breastfeed their 
baby. 
 
There are some hazards within the workplace that may affect the health and safety of new and 
expectant mothers and that of their children. 
 
Whatever the stage of the pregnancy the woman is at, whilst working for EFSPT or following the birth, 
any identified hazards/ risks must be assessed and reduced to the lowest level reasonably practicable. 
​  
Legal Position 
 
The Management of Health and Safety at Work Regulations and other relevant legislation requires 
employers to ensure the Health Safety and Welfare of New and Expectant Mothers. This is achieved 
through the risk assessment process. 
 
Responsibilities 
 
The Trustee responsible for Health and Safety, has the responsibility to ensure that adequate 
resources are made available as required for this procedure and that the procedure is complied with 
within the company.   
          
Female staff of EFSPT are to comply with this procedure and to read and understand all associated 
risk assessments. 
 
An appointed person is responsible for undertaking and recording the risk assessment. 
 
Definition 
 
The phrase “new or expectant mother” means a woman who is pregnant, who has given birth within 
the previous six months, or who is breast-feeding.  
            
Actions 
⋅​ As soon as practicable after the company has been informed that an employee is pregnant, a 

risk assessment must be carried out and recorded and a copy of ‘A Guide for New and 
Expectant Mothers Who Work – INDG373’ given to the employee. 

⋅​ A record of any actions taken as a result of the risk assessment and review of the assessment 
must be maintained with the original document. 

⋅​ Records must be kept for two years after the birth of the child. 
 

5.21​ACCIDENT AND INCIDENT REPORTING 

All accidents, incidents and near misses must be reported to the Headteacher, no matter how trivial.  
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First aiders are present on the premises and they will take charge in the event of any accidents. Any 
injury on the premises will be recorded in the Accident Book and informed to Management so that the 
required actions can be taken. All accidents, incidents and near misses must be reported to the Trust 
via the Accident Reporting Forms, available on the shared drive. This will enable EFSPT to monitor, 
investigate and report accidents to Trustees. 
 
EFSPT will ensure that all accidents, incidents, near misses and dangerous occurrences are 
investigated by Management, no matter how trivial, in the hope of preventing a recurrence. 
 
EFSPT will maintain and review accident statistics regularly to try and identify any trends. 
 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) requires the 
Trust to report all work-related fatalities, over 7 day injuries and certain accidents and incidents which 
cause specified injuries, occupational health diseases and dangerous occurrences. 
 
All RIDDOR reportable specified injuries, diseases and dangerous occurrences will be reported to the 
local enforcing authority by the Headteacher within the timescales stipulated in the Regulations.  
 

5.22​ DISPLAY SCREEN EQUIPMENT 

Under the Display Screen Equipment (DSE) Regulations, EFSPT is required to undertake 
assessments of the hazards that arise from using DSE equipment. The process takes the form of a 
risk assessment taking into account issues such as ergonomics, workstation design and the 
equipment used in line with the current legislation and guidance. 
 
In DSE work, as with other types of work, ill health can result from poor equipment design or furniture, 
work organisation, working environment, job design and posture, and from inappropriate working 
methods. 
 
The Display Screen Equipment Regulations and other relevant legislation require employers to 
undertake risk assessments of persons working on behalf of EFSPT who use DSE for a significant part 
of their working day. 
 
Shared workstations used by one or more employees on a shift basis will be assessed in relation to 
both users, taking into consideration such issues as whether the chair has a wide enough range of 
adjustments to accommodate both and that a footrest is available etc. 
 
The Headteacher will be responsible for ensuring that DSE Assessments are completed by a 
competent person for all ‘users’ and that the recommendations highlighted within the assessment are 
completed.  They shall be required to follow the requirements of the ‘Display Screen Equipment’ 
Procedure. 
 
EFSPT has a dedicated policy on contributions to eye tests and glasses for regular users of VDU’s 
and other display screen equipment which is available in the EFSPT Final Policy shared folder. 
 

5.23 Playground Equipment 

Assessment of the risks of playground equipment is covered within each school’s Site Wide Risk 
Assessment.  This document records the potential hazards in the playground and their likelihood to 
cause harm. Where necessary, adult supervision is provided during use of such equipment.  Regular 
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inspections are carried out of the equipment as part of the site managers audits.  In the event of 
adverse weather (rain or ice), playground equipment will not be available for pupils use. 
 
Playground equipment is maintained annually by external contractors to ensure it is fit for purpose.  
 

5.24 Noticeboards 

Schools must have a Health and Safety noticeboard on display.  As a minimum, this display must 
include: 

●​ HSE Law poster 
●​ First aider names and contact details  
●​ Fire assembly points 
●​ Signed policy statement  

 
5.25 Maintaining equipment  
 

The school will ensure that staff and pupils can expect that any equipment they use is suitable for its 
intended use and is properly maintained. Inspectors, or a trained health and safety technician, will 
inspect the following equipment for health and safety issues regularly: 

●​ All electrical appliances 
●​ All fixed gymnasium equipment 
●​ Any workshop equipment, e.g. kilns 

 
 

Any portable electrical equipment will be visually inspected on a daily basis by the site manager and 
undergo PAT at intervals suitable for the type of equipment and its frequency of use. 

5.26 Legionella   
 

Legionnaires’ disease is a potentially fatal form of pneumonia caused by the inhalation of water 
droplets infected with the legionella bacteria. Legionella bacteria can occur naturally in lakes, rivers, 
etc. and in the water systems of buildings, such as schools. The bacteria thrive between temperatures 
of 20ºC and 45ºC; however, it can be killed by elevated temperatures or chemical treatment methods.  

In order to protect our staff and pupils from this risk the following procedures are in place:  

●​ Each school will have a Legionella Risk Assessment carried out by an accredited professional 
every two years, or sooner where there are changes to the water system.  

●​ Each school will have a Legionella Written Scheme of Control which details the preventative 
maintenance arrangements, and also the actions to be taken in the event of a positive 
sampling result.  

●​ Unless the Legionella Risk Assessment specifies that water samping is not required, each 
school should engage an accredited company to sample the water at the recommended 
intervals.  

●​ All Heads and Site Managers are expected to complete Legionella Awareness training every 
three years.  
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●​ Planned preventative maintenance such as cleaning and descaling of showerheads, hoses etc. 
is done regularly, according to the schedule on iAMCompliant.  

 

5.27 Gas Safety 
 

All gas equipment will be installed by a suitability trained engineer and placed in appropriate locations 
with regard to fire safety and fire escape routes. The engineer’s suitability to install or repair gas 
equipment will be confirmed, e.g. by showing their Gas Safe identification card. 

The physical environment where gas equipment is installed will be assessed by the site manager to 
ensure its suitability, e.g. that it is dry, clean and ventilated. All gas equipment will be kept clear of 
combustible materials, heat sources and naked flames and stored appropriately, in line with the 
school’s COSHH Policy. 

Liquified petroleum gas (LPG) tanks (where applicable) will be inspected and maintained by a 
competent person on an annual basis. 

All gas equipment will be inspected and maintained, in accordance with the manufacturer’s 
instructions, by the site manager. Equipment will also have confirmation of the approved test authority 
mark, indicating compliance with the relevant standard. Inspection records are to be completed on 
iAmCompliant.  

Gas pipes and flues will be made a suitable rigid material, e.g. metal, and these will be checked for 
any damage on a daily basis by the site manager. All gas appliances will have the ability to be isolated 
from the gas supply. 

Carbon monoxide detectors will be installed by the site manager and inspected on a monthly basis. 

All staff members working in areas with gas equipment will be made aware of the location of isolation 
valves, which are kept accessible at all times. In the event that electrical and gas supplies are shut off 
in an emergency, these will only be turned on again by a competent person. 

Any isolation valve defects will be reported immediately to the site manager so that appropriate repairs 
can be arranged, and the equipment is not used. Damaged or leaking gas equipment will not be used 
and will be immediately reported to the site manager for repair or safe disposal. 

Repairs to gas appliances and fixtures will be carried about by a Gas Safe registered engineer. 
Engineers carrying out repairs on gas equipment will be given sufficient space, access, ventilation and 
illumination to allow them to carry out the work safely. 

 

 

 

5.28 Swimming Pools 

 
Any schools which have a pool will meet the following conditions:  
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●​ Access to the pool is controlled, with fencing, gates or doors as appropriate, to ensure no 
unauthorised person or unsupervised child can gain access.  

●​ A risk assessment covering the running, maintaining and using of the pool and detailing the 
procedures in the event of an incident will be in place and regularly reviewed.  

●​ Pools will be serviced and maintained at appropriate intervals by a suitable provider. Records 
of maintenance checks will be retained for 3 years.  

 

5.29 Supporting Students with Medical Needs 

 
All Trust schools must have their own policy covering how they support pupils with medical needs to 
fully access education. The policy must include: 

●​ How medicines are managed in school 
●​ Staff training 
●​ Allergies, allergens and anaphylaxis 
●​ Educational trips and visits  

The policy should be reviewed annually. 

 
6.​ PREMISES HIRE 

 
This policy applies to the hiring of all trust / school premises. Those who hire any aspect of an EFSPT 
school site or any facilities will be made aware of the content and will have responsibility for complying 
with it. Any school which hires out any part of their premises will have a school specific Premises Hire 
Policy in place.  
 

7.​ Infection Control  

Schools will actively prevent the spread of infection by maintaining a clean environment and 
encouraging high standards of personal hygiene in all staff, pupils and visitors.  
Schools will ensure that arrangements are in place to minimise any health risks, eg. flu by ensuring 
hygiene standards are maintained.  
 
EFSPT will continue to take advice from Public Health England and Local Authority.  School specific 
processes are detailed in the school’s annexe of this Health and Safety Policy.   
 

8.       MONITORING AND REVIEW 
 
The effectiveness of this Health and Safety Policy is monitored by actively inspecting and auditing the 
procedures and control measures in place and reacting to accidents, incidents and dangerous 
occurrences as they occur. This Health and Safety Policy, along with all other relevant documentation, 
will be reviewed by the Trust at least annually, or earlier following the event of any organisational 
change, change in legislation, codes of practice or guidance notes, or following any accident, incident 
or dangerous occurrence for which this Health and Safety Policy covers.  
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Our procedure for actively monitoring standards involves regularly checking compliance procedures 
and data collection and to review this with consideration to annual objectives. Monitoring 
arrangements at this School include but are not limited to the following: 

●​ Audits conducted by Site Manager, Headteacher and Governing Committee (appointed H&S 
representative) 

●​ Housekeeping inspections by appointed members of staff 
●​ External competent support in respect of health and safety audits and Fire Risk Assessments 
●​ Annual inspection and maintenance of plant, equipment and essential services 
●​ Records of accidents, incidents and ill health 
●​ Reviewing minutes of meetings with particular reference to health and safety 
●​ Reviewing and complaints made by visitors or staff with regards to health and safety  
●​ Visits from other external parties who represent the Trust. 

 
The Health and Safety Policy document is reviewed annually by the School and Trust and presented 
to Governing Boards along with one annual report comprising a statistical breakdown of accidents and 
incidents to review trends. 
 
In addition to the above, Epping Forest Schools Partnership Trust audit the Schools compliance 
procedures by monitoring the use of the Key Compliance Portal, engaging external consultants to 
audit health and safety compliance on an annual basis and provide feedback to us where concerns or 
shortfalls arise. 
 
 
Appendix 1: First aid kit contents checklist 
This list sets out the minimum requirements for first aid kits based on the new British Standard for First 
Aid box contents BS5899. Schools may add to this list. 
 

1 Basic first aid informative leaflet 

1 leaflet giving a list of first aid kit components included in the kit  

40 individually wrapped sterile adhesive dressings (assorted sizes)  

2 sterile eye pad dressing with bandage 

2 individually wrapped triangular bandages 

1 conforming bandage 

6 safety pins 

4 medium sized individually wrapped sterile unmedicated wound dressings 

1 large sterile individually wrapped unmedicated wound dressings 

1 foil blanket 

1 mouth-to-mouth resuscitation device which includes a one-way valve 

20 alcohol free moist cleansing wipes individually wrapped (sterile) 

1 micro-porous adhesive tape 

2 fingers sterile dressing with adhesive fixing  
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1 burn relief dressing  

1 pair of scissors 

6 pairs of nitrile disposable gloves 

 
 
 
 
 
 
Travel first aid kit  
 

1 Basic first aid informative leaflet 

1 leaflet giving a list of first aid kit components included in the kit  

10 individually wrapped sterile adhesive dressings (assorted sizes)  

1 sterile eye pad dressing with bandage 

1 individually wrapped triangular bandages 

1 conforming bandage 

2 safety pins 

1 medium sized individually wrapped sterile unmedicated wound dressings 

1 large sterile individually wrapped unmedicated wound dressings 

1 foil blanket 

1 mouth-to-mouth resuscitation device which includes a one-way valve 

4 alcohol free moist cleansing wipes individually wrapped (sterile) 

1 micro-porous adhesive tape 

1 eye wash  

1 burn relief dressing  

1 pair of scissors 

1 pair of nitrile disposable gloves 
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