Kings Monkton School
Health & Safety Policy
Updated: June 2021

This document relates to Article 23 (Every child with a disability has the right to live a full and decent life with
dignity and independence, and to play an active part in the community. Governments must do all they can to
provide support to disabled children) of the UN Convention on the Rights of the Child.

Introduction
1.
This health and safety policy provides a framework for the organisation of health and safety within
Kings Monkton School. The detailed arrangements for managing health and safety issues and activities are
detailed in the various procedures, code of practices and guidelines which complete the H&S Management
system. This policy must be read, understood and adhered to by all staff, pupils and visitors. It will be
reviewed as necessary, but at least annually at the beginning of each academic year.
Statement of Intent
2.
The Directors of Kings Monkton School believe that ensuring the health and safety of staff, pupils and
visitors is essential to the success of the school.
3.
•
•
•
•
•
•
•
•
•
•
•

We are committed to:
Preventing accidents and work related ill health
Compliance with statutory requirements as a minimum
Assessing and controlling risks from curriculum and non-curriculum work activities
Providing a safe and healthy working and learning environment
Ensuring safe working methods and providing safe working equipment
Providing effective information, instruction and training
Consulting with employees and their representatives on health and safety matters
Monitoring and reviewing our systems and prevention measures to ensure they are effective
Setting targets and objectives to develop a culture of continuous improvement
Ensuring adequate welfare facilities exist throughout the school
Ensuring adequate resources are made available for health and safety issues, so far as is reasonably
practicable
Health & Safety Management

4.
In order to achieve compliance with the Director’s Statement of Intent the school’s management team
will have additional responsibilities assigned to them as detailed in this policy. An organisational chart for the
management of health and safety matters throughout the school is at Appendix 1.
Director Responsibilities
5.

The Board of Directors of the School have the accountability to ensure that:

•

A clear written policy statement is created which promotes the correct attitude towards safety in staff
and pupils
Responsibilities for health, safety and welfare are allocated to specific people and that these persons
are informed of these responsibilities
Persons have sufficient experience, knowledge and training to perform the tasks required of them
Clear procedures are created which assess the risk from hazards and produce safe systems of work

•
•
•

1

•
•
•

Sufficient funds and resources are set aside with which to operate safe systems of work
Health and safety performance is measured both actively and reactively
The school’s health and safety policy and performance is formally reviewed on a regular basis and at
least annually.
Staff Responsibilities

6.
that:
•
•

Principal and Vice-Principal. The Principal and Vice Principal support the Board of Directors by ensuring

•
•
•
•
•
•
•
•
•
•

This Policy is communicated adequately to all relevant persons
Appropriate information on significant risks is given to visitors and contractors and appropriate consultation
arrangements are in place for staff and their Trade Union representatives
All staff are provided with adequate information, instruction and training on health and safety issues
Risk assessments of the premises and working practices are undertaken
Safe systems of work are in place as identified from risk assessments
Ensure appropriate health and safety notices displayed as identified
Emergency procedures are in place
Machinery and equipment is inspected and tested to ensure it remains in a safe condition
Records are kept of all relevant health and safety activities e.g. assessments, inspections, accidents, etc.
Arrangements are in place to monitor premises and performance
Accidents are investigated and any remedial actions required are taken or requested.
A report to the Board of Directors on the health and safety performance of the school is completed annually.

7.

Director of Finance & Operations. The School Director of Finance & Operations is responsible for:

•
•
•
•
•

Co-ordinating and managing the risk assessment process for the school
Co-ordinating the termly general workplace monitoring inspections and performance monitoring process
Making provision for the inspection and maintenance of work equipment throughout the school
Keeping records of all health and safety activities
Advising the Principal of situations or activities which are potentially hazardous to the health and safety of
staff, pupils and visitors
Ensuring that staff are adequately instructed in safety and welfare matters in connection with their specific
work place and the school generally
Carrying out any other functions tasked to him/her by the Principal or Board of Directors
Unsafe conditions being reported and dealt with to agreed timescales
Reporting to the Principal/Board of Directors any operational and strategic issues surrounding health and
safety

•
•
•
•

8.
•
•
•

Teaching & Support Staff. All teaching and support staff must:
Apply the school’s Health and Safety Policy to their own department or area of work and be directly
responsible to the Principal for the application of the health and safety procedures and arrangements
Carry out regular health and safety risk assessments of the activities for which they are responsible and
submit reports/issues to the Principal or the School Business Manager
Ensure that all staff under their management are familiar with the health and safety procedures for their
area of work
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•
•
•
•
•

9.
•

•
•
•
•
•
•
•

Resolve health, safety and welfare problems that members of staff refer to them, or refer to the Principal or
Manager any problems to which they cannot achieve a satisfactory solution within the resources available
to them
Carry out regular inspections of their areas of responsibility to ensure that equipment, furniture and activities
are safe and record these inspections where required
Ensure, as far as is reasonably practicable, the provision of sufficient information, instruction, training and
supervision to enable other employees and pupils to avoid hazards and contribute positively to their own
health and safety
Ensure all accidents are investigated appropriately
Include health and safety in departmental agendas and ensure that this is made available/reported to
departmental line managers and the School Business Manager
Class Teachers. Class teachers must:
Exercise effective supervision of their pupils and to know the procedures in respect of fire, first aid and other
emergencies, and to carry them out. Teaching staff should never leave their classes unsupervised and should
always carry out their duty, before, during and after school. It is the responsibility of the duty teacher to
arrange appropriate cover if they are unable to carry out their duty.
Follow the health and safety procedures applicable to their area of work
Give clear oral and written health and safety instructions and warnings to pupils as often as necessary
Ensure the use of personal protective equipment and guards where necessary.
Make recommendations to their Head of Department/Health & Safety Co-ordinator on health and safety
equipment and on additions or necessary improvements to plant, tools, equipment or machinery
Integrate all relevant aspects of safety into the teaching process and, where necessary, give special lessons
on health and safety in line with National Curriculum requirements for safety education
Ensure that personal items of equipment (electrical or mechanical) or proprietary substances are not brought
into the school without prior authorisation
Report all accidents, defects and dangerous occurrences to their Head of Department/Health & Safety Cocoordinator.

10.
All Employees. Apart from any specific responsibilities which may have been delegated to them, all
employees must:
•
•
•
•
•
•
•
•
•
•
•

Act in the course of their employment with due care for the health, safety and welfare of themselves, other
employees and other persons
Observe all instructions on health and safety issued by the LA, School or any other person delegated to be
responsible for a relevant aspect of health and safety
Act in accordance with any specific H&S training received
Report all accidents and near misses in accordance with current procedure
Co-operate with other persons to enable them to carry out their health and safety responsibilities
Inform their Line Manager of all potential hazards to health and safety, in particular those which are of a
serious or imminent danger
Inform their Line Manager of any shortcomings they identify in the school’s health and safety arrangements
Exercise good standards of housekeeping and cleanliness
Know and apply the procedures in respect of fire, first aid and other emergencies
Co-operate with the appointed Trade Union Health and Safety Representative and the Enforcement Officers
of the Health and Safety Executive
All employees who authorise work to be undertaken or authorise the purchase of equipment will ensure that
the health and safety implications of such work or purchases are considered
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•

Employees entrusted with responsibilities for specific aspects of health, safety and welfare must satisfy
themselves that those responsibilities as appropriate are reassigned in their absence. Such re-assignments
must be approved by the employee’s immediate superior.

Pupils
11.
•
•
•
•

Pupils, in accordance with their age and aptitude, are expected to:
Exercise personal responsibility for the health and safety of themselves and others
Observe standards of dress consistent with safety and/or hygiene
Observe all the health and safety rules of the school and in particular the instructions of staff given in an
emergency
Use and not wilfully misuse, neglect or interfere with things provided for their health and safety.
Contractors

12.
All contractors will be appropriately selected and competent in terms of health and safety. Contractors
must be made aware of and abide by the school's health and safety policy and not endanger pupils, staff or other
visitors to the site. The Head Caretaker is responsible for the supervision and coordination of contractors'
activities on site. All must sign in and out of the school. The Head Caretaker will also ensure that any temporary
rules, such as exclusion from parts of the premises, are made known to all staff, pupils and students and visitors
to the premises; this might be achieved by the posting of suitable notices. All contractors must report to the
Head Caretaker before any work takes place and prior to each working session. The Head Caretaker should then
inform the contractor of any conditions which may affect his safety and that of others.
Visitors and Other Users of the Premises
13.
The Health & Safety at Work Act etc. 1974, Management of Health and Safety at Work Regulations
1999, and Occupiers Liability Act 1984, apply to all visitors to School premises / workplaces. Therefore where
our facilities are shared, we will ensure that there are suitable and sufficient arrangements for communicating
and coordinating health, safety and security policy and procedures with other occupiers:
•
•
•
•
•
•
•

All visitors must comply with the School and Council’s Health and Safety Policy and procedures.
All visitors are required to report to Main reception and sign in .Where applicable visitors will be required
to wear a ‘visitors’ identification badge that is supplied by reception staff.
Where reasonably practicable, visitors will be accompanied at all times by a responsible employee.
Should a fire/emergency occur or the fire alarm activated whilst visitors are on School premises, the
person who is accompanying the visitors will take him/her to the fire assembly point.
Should an incident/accident occur involving a visitor this must be reported using the Council’s
Accident/Incident Reporting Form, and an investigation undertaken as soon as possible by the relevant
Responsible Person.
If the incident is of a serious or fatal nature the Principal must be contacted immediately.
Persons ‘hosting’ visitors including meeting conveners must ensure:
a) Visitors are alerted to the establishment’s fire procedures
b) Visitors adhere to the School’s ‘No Smoking’ Policy
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c) Visitors park their vehicles in such a way so as not to obstruct fire escape routes, roads, access or
other vehicles
d) Visitors record their presence on the premises in the appropriate log book
e) Where applicable, visitors are provided with and wear an identification badge
f) Visitors are accompanied or authorised to enter the premises
g) Visitors remain within authorised areas and not enter any restricted area unless permission is
granted and the person is accompanied
h) Visitors do not take anything with them from the premises, or bring anything onto the premises that
may create a hazard or risk unless authorised
i) Visitors report all accidents, incidents and near misses to the host
j) Visitors wear protective clothing that is supplied, when necessary.

Procedures & Arrangements
14.
The following procedures and arrangements have been established within our school to eliminate or
reduce health and safety risks to an acceptable level and to comply with minimum legal requirements:
15.
Accident & Reporting Regulations. The reporting of injuries, diseases and dangerous occurrences
(R.I.D.D.0.R) regulations 1995 requires all employers to put in place statutory reporting procedures. All staff are
required to ensure that all accidents, incidents and near misses are reported to the Business Manager, through
the completion of an Accident Reporting Form, as at Appendix 2. All accidents, incidents and near misses must
be reported within 24hrs. The School Business Manager is responsible for ensuring all RIDDOR reportable
incidents/accidents/near misses are appropriately reported. Records of accidents, incidents and near misses
are maintained in accordance with the School’s Data Protection Policy. An Accident Report identifying trends
in accidents/incidents is to be provided to the School Directors as part of routine Health & Safety Meetings.
a.
Incident Investigation. Following a serious, complex incident or accident, or one which may
have serious repercussions, a senior member of staff will be nominated by the Principal to undertake an
investigation and report back to the Board of Directors. In the most serious of cases the School will
engage external Health and Safety advice and support. An Incident Report Template, which must be
used, can be found at Appendix 3. All incidents are to be investigated in accordance with HSE guidance,
available at - http://www.hse.gov.uk/pubns/hsg245.pdf.
b.
Procedures for Serious and Imminent Danger. Regulation 7 of Management of Health and
Safety at Work Regulations 1999 places a duty on employers to have in place effective procedures for
serious and imminent danger. The School’s Emergency and Critical Incident Management Plan details
how we will respond to emergencies such as fire, bomb threat, hazardous materials spillage, prolonged
loss of a utility (e.g. water or power), cyclone and floods, and critical incidents in which there is a high
likelihood of traumatic effects. The Plan should be read by all staff.
16.
Fire Precautions and Policy. Under the terms of the Regulatory Reform (Fire Safety) ) Order 2005, the
School is required to undertake a fire risk assessment to determine all potential fire hazards related to our
premises, our type of work and the way in which this work is performed. The School holds current Fire Risk
Assessments and we also take action to reduce all risks to a reasonable minimum and ensure all employees and
pupils are protected from remaining hazards and dangers associated with fire. We do this by:
•

an appropriate fire detection and warning system which is maintained under a support contract and
serviced on an annual basis.
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•
•
•
•
•

a clear Fire Policy which tells us all what to do in the event of a fire. All staff must read this policy.
having safe means of escape. Evacuation plans around the School indicate means of escape. Corridors
and exits are to be kept clear at all times.
appropriate fire-fighting equipment, including lighting, which is regularly checked and maintained.
Appropriate training of all staff annually on the use of fire-fighting equipment.
Practising evacuation procedures at least termly so that we are all confident what to do in the event of
a fire.

17.
Asbestos. The School has current Asbestos inspection reports and holds an Asbestos Register. The
Asbestos Register gives details of the identification and marking of known Asbestos and its location. The register
is kept by the Business Manager and checked on a termly basis. Asbestos locations are marked by the symbol
below, any issues observed relating to asbestos around the school must be immediately reported to the Business
Manager:

When asbestos removals are to take place the school will ensure that:
•
•
•

All work is undertaken and carried out by competent persons.
Using only HSE approved Asbestos Removal Contractors.
Records of Asbestos to be maintained at the workplace/site.

18.
Display Screen Equipment. The Health and Safety (Display Screen Equipment) Regulations 1992 (DSE
Regulations) require the School to assess risks to ‘habitual’ users or operators of computer monitors and other
display screens such as video monitors and reduce them to the lowest level reasonably practicable. A habitual
monitor users:
•
•
•

Use them continuously for an hour or more a day
Depend on them to do their job
Have no discretion over their use.
a. The School must also ensure that:
•
•

New workstations meet minimum legal requirements
Line managers ensure users take breaks from their monitor or change activities regularly (a 5 –
10 minute break every hour is better than 15 minutes every two hours)
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•
•

On request, employees receive regular eye tests and corrective glasses1
Employees undertake annual training and receives appropriate information.

b.
DSE Risk Assessment. Regulations require employers to carry out a risk assessment of users'
workstations, which should consider the entire workstation, including equipment and furniture, as well
as the work environment, e.g. lighting, temperature and leg room. The tasks that are being performed
at the work station should be considered as should any special needs of individual staff. Display screen
equipment (DSE) risk assessments should also consider those factors that may contribute to repetitive
strain injuries. We require all staff to complete an annual online DSE assessment; details will be sent
directly to staff.
c.
Checklist for Workstations. A simple checklist for workstations is at Appendix 4 to this policy.
Any concerns or observations regarding DSE use or workstations should be forwarded to the Business
Manager.
19.
Educational Visits and Journeys. All educational visits planned by the School must be managed in
accordance with the School’s Educational Visits Policy.
20.
Electrical Equipment. Portable Equipment Testing (PAT) is carried out by a competent person on all
electrical appliances and equipment across the School they are safe to use. The frequency of inspections is in
accordance with current Regulations2 and records are retained centrally. Faculty Heads and line managers are
responsible for identifying and recording all pieces of electrical equipment within their departments that require
testing, which may not be on the master register.
Permission must be sought in advance of bringing any non-school equipment into the workplace and must be
PAT prior to use. Failure to do so is in breach of School policy and could lead to disciplinary action. The school
insurance does not cover personal equipment brought into school which then causes a fire.
21.
Fixed Electrical Wiring. The fixed electrical wiring across the school is maintained in accordance with
current regulations and copies of inspection reports retained by the Business Manager.
22.
First Aid & Medication. The School has a duty under the Health and Safety (First Aid) Regulations 1981,
to inform staff of the arrangements that have been made in connection with the provision of First Aid including
the location of facilities, equipment and trained staff; a detailed First Aid Policy is published separately to this
policy. Primary first aid locations are reception and the First Aid Room (located by the staff room). First-aid at
Work and Emergency First Aid at work training courses will be provided as appropriate and based on the First
Aid Risk Assessment.
a.
Medication. Staff should only administer prescription medication with the agreement of the
Principal and only when a parental consent form has been completed. All medication is to be stored in
a secure cabinet, either in Reception or Foundation and must be appropriately and fully labelled with
the pupil’s name and dosage details. All staff should know the location of students’ health care plans,
where they exist for more serious conditions. The arrangements for updating them should be agreed.
First aiders should have a comprehensive list of a student’s medical requirements. Medical input to the
individual health care plans should be sought from the School Medical Service if appropriate.
1

Kings Monkton School Limited will reimburse a full eye and eyesight test by an optometrist or doctor, including a vision test and an eye examination.
The School will only have to pay for glasses for DSE work if the test shows that an employee needs special glasses prescribed for the distance the screen
is viewed at. Authority for expenditure should be gained from the Business Management office prior to the booking of an eyesight test.
2 Maintaining Portable Electrical Equipment, HSG107 (Third edition) Published 2013.
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23.
Control of Substances Hazardous to Health. Under the Control of Substances Hazardous to Health
Regulations 2002, the School is required to assess all substances kept at work to determine what risks there are
to employees from their use. Risk assessments will be undertaken in key areas, specifically maintenance and
science, reviewed annually and appropriate control measures put in place. A copy of the School’s standard Risk
Assessment form is at Appendix 5 to this policy. No employee shall undertake a procedure involving use of a
substance unless appropriately trained.
24.
Lettings and Shared Use of Premises. The Principal and Director of Finance & Operations are responsible
for coordinating lettings of the school premises in accordance with the School’s current Lettings policy and terms
and conditions of hire or appropriate Service Level Agreements. All lettings partners will be informed of the
presence of any hazards they may encounter, including fire evacuation procedures.
25.
Lone Working. Lone workers are people who work on their own with little or no supervision; therefore
in the event of an emergency there is no one to give assistance, or summon help. There is no law which says that
people cannot work on their own, however, the Health and Safety at Work places a duty on the employer to
ensure that all work activities are carried out safely. When a member of staff is identified as a lone worker their
line manager must complete a risk assessment for the activity and pass it to the Business Manger prior to the
activity taking place, then review it at least every 12-months or the situation changes. The factors that must be
considered are detailed below. Arrangements for cleaners working alone, out of school hours, are detailed in
the School’s Cleaning Health and Safety Induction and Site file:
•
•
•
•
•
•
•

Who would be contacted in an emergency situation and how?
Provision in the event of an accident or illness
Actions in the event of fire
Workplace conditions e.g. access and egress
Manual handling
Hazardous substances
Is there a risk of violence?

26.
Maintenance and Inspection of Equipment. Work equipment is generally any equipment used by a
person at work, i.e. any machinery, appliance, apparatus, tool or installation for use at work.
•
•
•
•
•

Work equipment will be purchased based on its suitability to carry out work safely and effectively, not
on a cost only basis
All tools/equipment will be inspected each working day prior to use to determine that they are fit for
purpose. Any item found to be faulty will not be used until either repaired by a competent person or
replaced
Where specialised equipment is used for maintenance work, only sufficiently trained competent
people shall operate such equipment
Employees are NOT permitted to bring in their own Work Equipment for use without first seeking
approval from the Site Manager
Appropriate routine inspection reports will be co-ordinated and retained by the Business Management
team.

27.
Manual Handing and Lifting. Under the Manual Handling Operations Regulations 1992, the School is
required to assess the workplace and identify where manual handling takes place in the course of what we do.
The Regulations require the school to ensure, where reasonably practicable, that manual handling is avoided –
for example by changing work processes or by the introduction of mechanical aids. Where it is not reasonably
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practicable to make such changes, we are required to identify the risks associated with a manual handling task
and make arrangements to reduce these. An overview of the correct technique to use when manually handling
an object to ensure that, as far as possible, injuries are not sustained is below. Staff should not attempt to move
a heavy or large object without assistance, support must be requested from the School maintenance team.
Training will be provided to staff as appropriate, and as part of annual Health and Safety training and records
placed on employee’s personal files.

28.
Personal Protective Equipment (PPE). Under relevant legislation the School will provide appropriate
PPE to staff as necessary free of charge. Where the PPE is protective overalls, safety eyewear or safety footwear,
one or more sets will be issued to the employees required to undertake the processes concerned. Training will
be provided to relevant employees as to how to wear and/or operate each item of PPE that they are required to
use. Also provided will be an explanation as to why the particular kit concerned is essential and what its
limitations are. This training will be provided by persons competent in the use of the PPE concerned. A training
record will be kept and, when the training is complete, the record will be signed by both the trainer and the
trainee. The signed record will be placed on the employee's personal file. If PPE is issued it must be worn. Key
posts for PPE include:
•
•
•
•
•

Science technicians
Catering staff
Maintenance staff
Cleaners
Drivers (high visibility clothing).

29.
Risk Assessments. The School recognises that risk assessments are not only a legal requirement but are
fundamental in identifying risk control measures including safe systems of work, training requirements and
management controls. The School has a duty under (Reg. 3) of the Management of Health and Safety at Work
Regulations 1999 to make a suitable and sufficient assessment of the risks to Health and Safety to employees
and other to which they are exposed whilst they are at work, and to any other person affected by the school’s
undertaking. The Business Manager and Head Caretaker are responsible for carrying out risk assessments at the
school with the support or Faculty Heads and classroom staff. The process for conducting risk assessments is
detailed below:
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30.
Health & Safety Meetings. It is the policy of Kings Monkton School to encourage staff involvement
through regular consultation to ensure the effective implementation of the Health and Safety Policy. The
arrangements for staff consultation on general health and safety issues will be via Health and Safety Meetings,
split into two parts. All meetings will be supported by a live Health and Safety Risk Assessment, managed by the
Business Manager, and full records of decisions produced:
•
•

Part 1 – SLT. At least termly to consider strategic health and safety issues and shape policy.
Part 2 – Middle Leaders. At least termly to consider operation health and safety matters, as well as
discussing key issues and general management.
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31.
School Transport Operations. The School’s transport operations are managed under a PSV licence3 and
in accordance with current licence provisions; the School’s qualified registered person is Mrs Nicola Parry-Belcher
Licence Number OCR3053423821021975). All operations are carried out in accordance with a current Transport
Policy with covers all transport; including curriculum trips, visits, sporting competitions and daily school
transport.
32.
Site Maintenance. The Principal and Business Management team are responsible for the safe
maintenance of the school site and the optimisation of the teaching environment. Staff should report any defects
to the Business Manager directly or note requirements in the School Maintenance File, located in the staff room;
all work will be undertaken on a priority basis supported by available resources. The Business Manager and the
Site Manager are also responsible for liaison with Community and Environmental Services staff and contractors
in order to co-ordinate any necessary safety precautions during the progress of any building/site maintenance.
33.
Smoking and Vaping. Kings Monkton School site is non-smoking and non-vaping site. It is forbidden
for staff, visitors, pupils or parent to smoke anywhere on the School site or within the school Buildings.
Disciplinary action may be taken against any member of staff found to be smoking or vaping on site; further
information can be found in the School & Staff Handbook. Signs are displayed around the School site to ensure
that visitors are aware of our non-smoking policy.
34.
Staff Training and Development. The School recognises its training responsibilities within the remit of
Health and Safety legislation and the importance of ensuring continual improvement of health and safety. Staff
will be provided with appropriate information and training to enable them to undertake and supervise school
activities. Examples of such activities include the safe use of substances, machines and other items of work
equipment. Any specialist safety training requirements should be identified by Faculty Heads through training
needs analysis, prioritised and costed to allow appropriate allocation of the school’s training budget. All new
staff to the School will receive training as part of their induction in order to carry out their role and comply with
related health & safety policies. Specific staff training for the current year are:
•
•
•
•
•
•
•

Online Health & Safety Training (including fire and safety & accidents) – All Staff
Online Risk Assessment Training – Nominated staff, through Health and Safety Meetings
DSE Assessment – All staff who regularly use display screen equipment
First Aid Training – Nominated staff, through First Aid Policy
COSHH Training – Science Technician
PAT Training – Head Caretaker
IOSH Training – Business Manager

35.
Stress. The Health and Safety Executive (HSE) define stress as “an adverse reaction people have to
excessive pressures or other types of demands placed on them”. The School recognises that stress can be a
considerable risk to both physical and mental health so we are committed to promoting a healthy environment
and a supportive climate.
The School will:
•
•

3

Undertake regular risk assessments and take action to reduce risks once identified.
Raise awareness of stress and mental health issues by improving the quality and accessibility of
information.

PG2018653/1106742
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•
•
•

Help staff at all levels develop their knowledge and skills in this area through the provision of
appropriate training opportunities.
Provide services that support staff with stress-related issues.
Develop a staff led wellbeing forum for the open discussion and promulgation of information.

36.
Working at Height. The Work at Height Regulations 2005 apply to all work undertaken at height
wherever there is the potential for a fall to occur which may cause personal injury. No height limits are specified
in the Regulations in recognition that all work undertaken at height has the ability to result in injury. Work at
height will range from the routine use of a stepladder to retrieve files on shelving to potentially higher risk
activities undertaken such as work on the roofs of buildings. The Business Manager will ensure that everyone
involved in work at height is competent to do so, having received suitable and sufficient information, instruction
and training. When working at height is required we will ensure that:
•
•
•
•
•

All work at height is properly planned and organised;
Where applicable, all work at height takes account of weather conditions that could endanger health
and safety;
those involved in work at height are trained and competent to do so;
the place where work at height is undertaken is safe;
equipment used for work at height is appropriately selected, used, inspected and maintained;
Procedures & Arrangements

37.
This Policy shall be deemed effective as of 2nd September 2019. No part of this Policy shall have
retroactive effect and shall thus apply only to matters occurring on or after this date.
This Policy has been approved and authorised by:

Name:

Mr Paul Norton

Position:

Director, Owner & Principal, Kings Monkton School Limited

Date:

21st June 2021

Due for Review by:

31st September 2021

Signature:

Name:

Mrs Karen Norton

Position:

Director, Owner & Vice-Principal, Kings Monkton School Limited

Date:

21st June 2021

Signature:
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Name:
Position:

Member of Kings Monkton Academic Board, on behalf of Kings Monkton
Academic Board

Date:

21st June 2021

Signature:
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Appendix 1
Kings Monkton School – Health and Safety Organisation Flow Chart

Appendix 2
Kings Monkton School – Accident Reporting Form

Accident Report Form
Employees/Students/Pupils
To be used for all accidents both on and off site
The purpose of the accident/incident report is to document the exact details of the accident/incident while
they are fresh in the minds of those who witnessed the event. The report must be filled out as soon as
possible following the accident/incident (but after the situation has been stabilised). This way, the details
written in the report are as accurate as possible.

Details About the Injured Person
Surname:

First Name(s):

Date of Birth:

Age at Time of Incident:

Job Title (if applicable):

Male/Female:

Date of Incident:

Time of Incident:

Activity Carried out at Time of Accident

Brief Description of Circumstances of the Accident

Status of Injured Person
Pupil

Employee

A member of the public

Self-employed and at work

On a training scheme

Employed by someone else

If employed by someone else, please provide company details:

Name of Company
Address and Postcode

Telephone Number
Type of Business

About the Company
Name of Company

Kings Monkton School

Address and Postcode

Telephone Number

6 West Grove
Cardiff
CF24 3XL
02920 482854

Type of Business

Education/School

Did the accident occur………
At the above address?

Elsewhere in the organisation?
At someone else’s premises?
In a public place?

Yes

No

Yes
Yes
Yes

No
No
No

What type of accident was it…

Contact with moving machinery or material

Hit by a moving vehicle

Injured while handling, lifting or carrying

Hit by something fixed or stationary

Trapped by something collapsing

Slipped, tripped or fell on the same level

Exposed to fire

Drowned or asphyxiated

Contact with electricity or an electrical discharge

Exposed to an explosion

Physically assaulted by a person

Injured by an animal

Fell from a height

Another kind of accident

Exposed or in contact with a harmful substance

Describe what happened (include as much detail as possible eg how high was the fall, name of substance, type of accident etc.)

About the injury
Nature of injury
Part of the body injured
Was the injury…

A fatality?
A major injury or
condition?
Reportable under
RIDOOR

An injury to an employee, student, pupil or self-employed person,
which prevented them from doing their normal work for more than 7
days?
An injury to a non-employee or member of the public, which resulted
in them being taken directly to hospital?

Yes

No

Yes

No

Yes

No

Become unconscious?

Yes

No

Remain in hospital for more than 24 hours?
Need resuscitation?

Yes

No

Yes

No

Yes

No

If yes ticked above, then it will need to reported under RIDDOR. Has
this been completed?

Did the injured…

Did it result in a minor injury that did not require medical attention?

Did it result in the employee, student, and pupil receiving medical attention?
Did it result in the employee, student, pupil being prevented from carrying out their
normal work for between 1 and 7 days?

Yes

No

Yes

No

Yes

No

Yes

No

Name and addresses of witnesses
Name:

Name:

Address:

Address:

Telephone Number:

Telephone Number:
First Aid

Was first aid administered?
By whom?
Details of first aid given:

Was an ambulance called/was the casualty taken to hospital?
If yes, what treatment was given at the hospital:

Name:

Duty Teacher/Supervisor/First aider:
Signature:

Date:

For Admin use only
To ensure that internal procedures are followed and the appropriate information passed to the relevant people in the
organisation. This includes ensuring that arrangements are in place for notifying the school and health and safety
representatives of any injuries, diseases, dangerous occurrences, deaths or major injuries.

First Aid

Were parents/next of kin informed?

Yes

No

Name of parent/next of kin:
Method of communication:
Overview of conversation, what arrangements were made to collect the employee/student/pupil?

RIDDOR
If required, was RIDDOR completed?

Yes

No

Investigation
Does this accident/incident need further investigation?

Yes

No

Date an investigation officer was allocated:

Actioned by:
Date:

Appendix 3
Incident Investigation Report Template
Event Details:

Persons involved:

Location:
Date:
Time:

Injuries or ill health effects, if any:

Investigation details:
Include details such as:
• Overview of the event
• Activities being performed
• Equipment used
• Working conditions
• Safety and working procedures
• Maintenance
• Competence of people involved
• Workplace layout
• Safety equipment used
• Any other conditions which may have influenced the event

Causes of the event:
Immediate causes

Underlying causes

Which risk control measures should be implemented to prevent recurrence?

Root causes

Risk control

Planned completion date

Actual completion date

Manager responsible

Which risk assessments and safe working procedures need to be reviewed and updated?
Risk control
Planned completion date
Actual completion date

Manager responsible

Are there any further details that
should be mentioned?

Members of the
investigation team:

Name

Position

Name

Position

Signed on behalf of the investigation team:
Name:

Position:

Date:

Signature:

Position:

Date:

Signature:

Report accepted by:
Name:

The findings of this report need to be communicated to the following people:
Name
Position

Date

Signature

Appendix 4
Kings Monkton School – DSE Checklist for Workstations
The DSE Regulations detail the minimum standards for workstations, which are summarised below:
The display screen should:
•
•
•
•
•
•

display well-defined characters of adequate size and spacing
have a stable image
have easily adjustable brightness and contrast
tilt and swivel easily to suit the user
be free from glare and reflections
use a separate base for the screen, or an adjustable table.

The keyboard should:
•
•
•
•

be tiltable and separate from the screen to allow the user to adopt a comfortable working position
have a space in front to provide support for the hands or arms of the user
have a matt surface
have clearly legible symbols on the keys.

The work surface should:
•
•
•
•

provide adequate space for the user
have a low reflective surface
be of adequate size to allow the screen, keyboard, etc. to be flexibly arranged
have a stable, adjustment document holder, which should be at the same level as the screen and at the same
viewing distance.

The work chair should have a seat that is adjustable in height, with a seat back adjustable in height and tilt. A
footrest is available on request.
The workstation/environment must:
•
•
•
•

provide sufficient space for the user or the operator to alter position comfortably
lighting must be adequate with suitable contrast between the screen and background
glare and reflections on the screen should be avoided
windows should be fitted with adjustable coverings to alter the daylight level.

Training in using computers
The school is obliged to provide information and training on the health and safety aspects of working with
computers. This should cover:
•
•
•
•
•

the importance of good posture, changing position and good keyboard technique
how to avoid glare or bright reflections in the screen
cleaning and adjusting the screen
the importance of frequent short breaks
using a mouse

•
•
•

health risks
who to report symptoms to or to contact for help
information about the right to eyesight tests.

Laptop computers
The work of laptop users should be properly assessed. As some laptops can be heavy, the assessment ought to
include the risk of manual handling (i.e. lifting and carrying). Laptops should be used in proper workstations
and not on one's lap, especially if large amounts of data need to be inputted. As prolonged use is likely to cause
ergonomic problems, it is even more important for users to take regular breaks, position themselves correctly,
flex their arms, etc.

Appendix 5
Kings Monkton School – Generic Risk Assessment Form

Risk Assessment
Kings Monkton School Limited Risk Assessment
Activity:
Location: Kings Monkton School, 6 West Grove, Cardiff, CF24 3XL
Date of Assessment:

Hazard
Hazard
Hazardous Event

Who might
be harmed?

How might
people be
harmed?

Risk
Rating
L

S

R

Risk Control Measures

Control Measures
to be monitored
by whom?

Monitored by
when?

Appendix 6
Kings Monkton School – Area Risk Assessment

Health and Safety – Area Assessment
WORK AREA:

XXXXXXX

Questions you should ask:

Movement around
the classroom
(slips and trips)

Is the internal flooring in a good condition?
Are there any changes in floor level or type of flooring that need to be highlighted?
Are gangways between desks kept clear?
Are trailing electrical leads/cables prevented wherever possible?
Is lighting bright enough to allow safe access and exit?
Are procedures in place to deal with spillages eg water, blood from cuts?
For stand-alone classrooms:
- Are access steps or ramps properly maintained?
- Are access stairs or ramps provided with handrails?

Work at height
(falls)

Do you have an ‘elephant-foot’ stepstool or stepladder available for use where necessary?
Is a window opener provided for opening high-level windows?

Furniture and
fixtures

Are permanent fixtures in good condition and securely fastened eg cupboards, display
boards and shelving?
Is furniture in good repair and suitable for the size of the user, whether adult or child?
Is portable equipment stable eg a TV set on a suitable trolley?
Where window restrictors are fitted to upper-floor windows, are they in good working
order?
Are hot surfaces of radiators etc protected where necessary to prevent the risk of
burns to vulnerable young people?

Manual handling

Have trolleys been provided for moving heavy objects eg computers?

YES

NO

N/A

Further
Action

Computers and
similar equipment

Electrical
equipment and
services

Asbestos

Fire

Workplace
(ventilation and
heating)

If you use computers as part of your job, has a workstation assessment been
completed?
Have pupils been advised about good practise when using computers?

Are fixed electrical switches and plug sockets in good repair?
Are all plugs and cables in good order?
Has portable electrical equipment eg laminators, been visually checked and, where
necessary, tested at suitable intervals to ensure that it’s safe to use?
Has any damaged electrical equipment been taken out of service or replaced?

If the school contains asbestos, have details of the location and its condition in the
classroom been provided and explained to you?
Have you been provided with guidance on securing pieces of work to walls/ceilings
that may contain asbestos?

If there are fire exit doors in the classroom, are they:
- Unobstructed
- Kept unlocked
- Easy to open from the inside?
Is firefighting equipment in place in the classroom?
Are fire evacuation procedures clearly displayed?
Are you aware of the evacuation drill, including arrangements for any vulnerable
adults or children?
Does the room have natural ventilation?
Can a reasonable room temperature be maintained during use of the classroom?
Are measurements in place, for example blinds, to protect from glare and heat from
the sun?

Notes:

Work to do

Things to consider

Completed by:

Date of Completion:

