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STATEMENT OF INTENT 
1. The Governing Body of St Augustine’s Catholic College (“the College”) will strive to achieve the 

highest standards of health, safety and welfare consistent with its responsibilities under the 

Health and Safety at Work etc Act 1974 and subsequent legislation. 

 

2. The Governing Body is committed to the provision and maintenance of safe and healthy working 

conditions, equipment and systems of work for all of its employees and to the provision of 

information, training and supervision for this purpose. It also recognises and accepts its 

responsibility to take all reasonably practicable steps to protect the health and safety of students 

and all other visitors to its sites including contractors, temporary staff and members of the 

public. 

 

3. The Governing Body of the College is also committed to on-going monitoring and review 

processes, in order that continual improvement in the management of health and safety can be 

achieved. 

 

4. This policy will be brought to the attention of each member of the College’s staff. It can be 

viewed on the College’s website here X:\Staff Information\Policies\Policy Documents\Health 

and Safety 

 

5. The policy will be reviewed on an annual basis or sooner if required. 

ORGANISATIONAL RESPONSIBILITIES 
6. The College, as the employer, has responsibility for health and safety. The person with overall 

responsibility for health and safety at the College is the Headmaster. 

 

7. At College level, day to day duties and responsibilities have been assigned to governors and staff 

as set out below. 

Responsibilities of the Governing Body 
8. The general responsibilities of the Governing Body, in consultation with the Headmaster, 

include:  

a. To ensure the existence of a valid and compliant Health and Safety Policy for the College. 

b. To review the College’s Health and Safety Policy annually or as required and to 

implement new procedures where necessary. 

c. To monitor, review and evaluate the College’s health and safety performance. 

d. To identify appropriate resources within the College’s budget to meet statutory 

requirements. 

e. To receive from the Headmaster (or other nominated member of staff) reports on health 

and safety matters. 

f. To seek specialist advice on health and safety matters which the College may not feel 

competent to deal with (access to competent health and safety advice is a requirement 

of the Health and Safety at Work Act 1974). 

g. To promote a positive health and safety culture and high standards of health and safety 

within the College. 

h. To agree a named person on the Governing Body who will act as the named Health & 

Safety governor and report back to the full Governing Body on a regular basis on such 

matters. 

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Policies/Policy%20Documents/Health%20and%20Safety
file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Policies/Policy%20Documents/Health%20and%20Safety
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i. To ensure that when awarding contracts health and safety is included in specifications 

and contract conditions. 

j. To ensure that health and safety is a standing agenda item for Governor Committee 

meetings (part of the Finance & Premises Committee meetings). 

k. To keep informed of the Department for Education’s (DfE) advice and guidance on 

Health and Safety matters. 

Responsibilities of the Headmaster 
9. Overall responsibility for the day to day management of health and safety rests with the 

Headmaster of the College. The Headmaster will advise governors of the areas of health and 

safety concern which may need to be addressed by the allocation of funds. Although some tasks 

may be delegated the Headmaster will retain overall responsibility. 

 

10. The general responsibilities of the Headmaster include: 

a. To co-operate with the Governing Body to enable health and safety policy and 

procedures to be implemented. 

b. To ensure that effective health and safety management procedures are in place for 

carrying out regular inspections and risk assessments, implementing actions and 

submitting inspection reports to the Governing Body where necessary. 

c. To communicate the College policy and other appropriate health and safety information 

to all relevant people including contractors. 

d. To carry out health and safety investigations. 

e. To ensure that all staff are competent to carry out their roles and are provided with 

adequate information, instruction and training. 

f. To ensure consultation arrangements are in place for staff and their trade union 

representatives (where appointed) and recognising the right of trade unions in the 

workplace to require a Health and Safety meeting. This will form part of the termly 

meeting between the Headmaster and the Unions. 

g. To report to the Governing Body any hazards which cannot be rectified within the 

College’s budget. 

h. To ensure that the premises, plant and equipment are maintained in a serviceable 

condition. 

i. To encourage staff, students and others to promote effective health and safety. 

Responsibilities of other teaching/non-teaching staff holding posts of special 

responsibility for Health and Safety 
11. The Headmaster may delegate functions and responsibility for health and safety matters to 

other members of staff, for example at a departmental level. The Business Manager is the 

College’s designated health and safety adviser. It is clearly understood by everyone concerned 

that the delegation of certain duties will not relieve the Headmaster from the overall day to day 

responsibility for health and safety within the College. 

 

12. The general responsibilities of these members of staff include: 

a. To apply the College’s Health and Safety Policy to their own department or area of work 

and be directly responsible to the Headmaster for the application of the health and 

safety procedures and arrangements. 

b. To maintain or have access to an up to date library of relevant published health and 

safety guidance from sources including CLEAPSS, AfPE etc., and ensure that all 
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subordinate staff are aware of and make use of such guidance. This will be available to 

staff via the Staff Files X Drive area within the College’s information system. 

c. To ensure that regular health and safety risk assessments are undertaken for the 

activities for which they are responsible and that any appropriate control measures are 

implemented. 

d. To ensure that appropriate safe working procedures are brought to the attention of all 

staff under their control. 

e. To resolve health, safety and welfare problems that members of staff may refer to them, 

and inform the Headmaster or delegated member of staff of any problems where they 

cannot achieve a solution using resources available to them. 

f. To carry out regular inspections of their areas of responsibility to ensure that equipment, 

furniture and activities are safe and record these inspections where required. A blank 

copy of the inspection form is available here: 

X:\Staff Information\Health and Safety\H&S General\Classroom Health and Safety Audit 

TEMPLATE 

g. To ensure, so far as is reasonably practicable, the provision of sufficient information, 

instruction, training and supervision to enable other employees and students to avoid 

hazards and contribute positively to their own health and safety. 

h. To ensure that all accidents (including near misses) occurring within their department 

are promptly reported and investigated. 

i. To arrange for the repair, replacement or removal of any item of furniture or equipment 

identified as unsafe. 

 

13. Please also refer to the job descriptions for Deputy Head, Middle Leaders, Caretaker, Assistant 

Caretaker/Groundsperson, Technicians and Business Manager. 

Responsibilities of all Staff 
14. Under the Health and Safety at Work Act 1974 all employees (and volunteers) have general 

health and safety responsibilities. Staff must be aware that they are obliged to take care of their 

own health and safety whilst at work along with that of any others who may be affected by their 

actions. All staff are expected to read this policy on an annual basis and to sign a statement to 

show that they have done so. 

 

15. The general responsibilities of employees include: 

a. To take reasonable care for the health & safety of themselves and others in undertaking 

their work. 

b. To comply with the College’s Health and Safety Policy and procedures at all times. 

c. To report all accidents and incidents in line with the reporting procedure. (Appendix 21) 

d. To co-operate with College management on all matters relating to health and safety. 

e. Not to intentionally interfere with or misuse any equipment or fittings provided in the 

interests of health safety and welfare. 

f. To report all defects in condition of premises or equipment and any health and safety 

concerns immediately to their line manager. 

g. To report immediately to their line manager any (or any perceived) shortcomings in the 

arrangements for health and safety. 

h. To ensure that they only use equipment or machinery that they are competent/have 

been trained to use. 

i. To make use of all necessary control measures and personal protective equipment (PPE) 

provided for health and safety reasons. 

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/H%20&%20S%20General
file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/H%20&%20S%20General
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j. To ensure any toxic, hazardous or flammable substances are used correctly, stored and 

labelled as appropriate including COSHH sheets as appropriate. 

k. To exercise good standards of housekeeping and cleanliness within their daily working 

duties. 

Obligations of Contractors 
16. When the College is used for purposes not under the direction of the Headmaster, then, subject 

to the agreement of the College, the principal person in charge of the activities will take 

responsibility for safe practice in the areas under their control. Contractors working on the 

College premises are required to identify and control risks arising from their activities and will 

inform the Headmaster of all potential risks to staff, students and visitors. 

Students 
17. Students will: 

a. Exercise personal responsibility for the health and safety of themselves and others. 

b. Dress in a manner that is consistent with safety and hygiene standards. 

c. Respond to the instruction of staff given in an emergency 

d. Observe the health and safety rules of the College. 

e. Not misuse, neglect or interfere with items supplied for their, and other students’ health 

and safety. 

Training 
18. The College will ensure that staff members are provided with the health and safety training they 

need for their job. This may not mean attendance at training courses, it may simply involve 

providing staff with basic instructions and information about health and safety in the College. 

 

19. The Headmaster will ensure that there are an appropriate number of first-aid trained staff 

members working within the College. 

 

20. Staff members will be provided with regular training opportunities and have access to support 

where needed. 

PROCEDURES 
21. Procedures and guidance on the areas shown below are reviewed each year and made available 

to all staff in the staff files shared area. Significant changes are highlighted to all staff in the form 

of a staff briefing at the beginning of each academic year. The Handbook is also made available 

to other stakeholders on request. 

 

22. The areas listed below and detailed in full in the Health and Safety Handbook provide the 

procedures to be undertaken to ensure that the College complies with the health and safety 

responsibilities set out within the Health and Safety at Work etc. Act 1974 and the relevant 

statutory regulations made pursuant to this Act. 
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APPENDIX 1 RISK ASSESSMENT 

General Risk Assessments 
1. In accordance with the Management of Health and Safety at Work Regulations 1999 the College 

shall carry out risk assessment of all activities which present a risk to its employees and anyone 

else affected by its undertaking, to include students, contractors, third parties and members of 

the public. 

 

2. The College risk assessments (for all activities, teaching and non-teaching, premises and one off 

activities), will be co-ordinated by the Business Manager and are to be approved by the 

Headmaster. These risk assessments are available for all staff to view here: 

X:\Staff Information\Health and Safety\Risk Assessments 

 

3. Risk assessments will be reviewed on an annual basis or as required, for example when the work 

activity changes. Staff will be made aware of any changes to risk assessments relating to their 

work. 

 

4. Risk assessment is especially important for practical activities in Science, Technology, Physical 

Education, Outdoor Pursuits, Field Trips and outside visits. A written record of the risk 

assessment must be made and kept for reference. The College has access to the Evolve website, 

which is an online tool for planning and managing educational visits, on-site activities, after 

school clubs and sports fixtures. 

 

5. It is the responsibility of every member of staff to help to eliminate any hazard of which they 

become aware or to report it as soon as possible to their Head of Department, the Business 

Manager or via the online premises reporting email estatesteam@sta.cc 

 

6. The 5 basic steps for carrying out a risk assessment are as follows – 

a. Identify the significant hazards involved in the activity. 

b. Decide who might be harmed and how. 

c. Evaluate the level of risk and decide if existing precautions are sufficient or if more needs 

to be done. 

d. Record the significant findings of the assessment in writing. 

e. Review the assessment as required, for example if things change or if there is any reason 

to believe that it is no longer valid. 

Individual Risk Assessments 
7. Specific risk assessments relating to individuals, e.g. staff member or student are held on that 

person’s file and will be undertaken by their line manager, Head of Year or SENDCO. 

 

8. It is the responsibility of staff to inform their line manager of any medical condition (including 

pregnancy) which may impact upon their work. 

 

9. These risk assessments will be reviewed on a regular basis. 

Curriculum Activities 
10. Risk assessments for curriculum activities will be carried out by Heads of Department using the 

relevant codes of practice and model risk assessments developed by national bodies. 

 

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/Risk%20Assessments
mailto:estatesteam@sta.cc
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11. Whenever a new course is adopted or developed all activities are checked against the model risk 

assessments and significant findings incorporated into texts in daily use, scheme of work/lesson 

plan/ syllabus etc. 

 

12. The following publications can be used as sources of model risk assessments: 

 

CLEAPSS https://www.cleapss.org.uk/ 

National Society for Education in Art & Design (NSEAD) https://www.nsead.org 

Association for Physical Education (AfPE) https://www.afpe.org.uk/physical-education/2020-

edition-of-safe-practice-in-physical-education-school-sport-and-physical-activity-out-now/ 

 

 

  

https://www.cleapss.org.uk/
https://www.nsead.org/
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APPENDIX 2 PREMISES AND WORK EQUIPMENT 

Statutory Inspections 
1. Regular inspection and testing of College equipment is conducted by appropriate contractors 

according to timescales specified by the DfE. Records of such monitoring will be kept by the 

Business Manager/caretaker. 

 

2. The Estates Team will be responsible for identifying all plant and equipment in an equipment 

register and ensuring that any training, instruction needs or personal protective equipment 

requirements are identified and relevant risk assessments conducted. 

 

3. All staff are required to report via the helpdesk to the Estates Team any problems found with 

plant/equipment. Defective equipment will be clearly marked and taken out of service by storing 

in a secure location pending repair/disposal. 

Curriculum Areas 
4. Heads of department are responsible for ensuring maintenance requirements for equipment in 

their areas are identified and implemented and copies of paperwork sent to the Estates Team. 

Electrical Safety 
5. All staff should monitor the condition of plugs, cables and electrical equipment and conduct a 

quick visual inspection prior to use. 

 

6. All portable items of electrical equipment will be subject to PAT (Portable Appliance Testing) 

annually, conducted by a certified contractor using a proper earth-bonding and insulation test 

set. There is a schedule for PAT and it is the responsibility of each department to ensure that all 

relevant equipment is made available. 

 

7. Personal items of equipment (electrical or mechanical) should not be brought into the College 

without prior authorisation and if authorised must be subjected to the same tests as College 

equipment. 

 

8. Major fixed wiring circuits will be checked at least once every five years. 

External PE equipment 
9. The external PE equipment will only be used when supervised. Equipment will be checked 

regularly for any apparent defects, and this equipment will be subject to an annual inspection 

by a contractor. Procedures for using the PE storage container (located on the edge of the sports 

field) are displayed on the outside of the container door. 

Reporting Hazards/Premises Defects 
10. All hazards and defects to the premises will be reported on the helpdesk estatesteam@sta.cc 

 

11. For defects requiring immediate attention to remove a potential safety hazard, such as a broken 

window, staff should inform the Estates Team immediately. Please do not leave broken 

equipment, boxes or rubbish outside classroom doors causing blockages and trip hazards in the 

corridors. Notify the Estates Team staff by using the helpdesk and a member of the team will 

arrange removal or collection of the items. 

  

mailto:estatesteam@sta.cc
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APPENDIX 3 LIFTING AND HANDLING 
1. In accordance with the Manual Handling Operations Regulations 1992 (amended 2002), it is the 

policy of the College to eliminate the need for manual handling wherever possible. Where 

elimination is not possible, the risk from manual handling will be assessed and reduced, so far 

as is reasonably practicable. 

 

2. Generic risk assessments for regular manual handling operations are undertaken and staff 

provided with information on safe moving and handling techniques. 

 

3. Staff should ensure they are not lifting heavy items and equipment unless they have received 

training in order to do so safely. 

 

4. All manual handling activities which present a significant risk to the Health and Safety of staff 

will be reported to the Business Manager and where such activities cannot be avoided a risk 

assessment will be conducted to ensure such risks are adequately controlled. A copy of this 

assessment will be provided to employees who must follow the instruction given when carrying 

out the task. 

 

5. Information on Manual Handling is available here: 

X:\Staff Information\Health and Safety\Risk Assessments\Risk Assessments – General\HSE 

Manual Handling 

Paediatric Moving and Handling 
6. All staff who move and handle students will receive appropriate training (both in general moving 

and handling people techniques and specific training on any lifting equipment, hoists, slings etc. 

they are required to use). 

 

7. All moving and handling of students is to be risk assessed and recorded by a competent member 

of staff. 

 

8. Equipment for moving and handling people is subject to inspection on a 6 monthly basis by a 

competent contractor. 

 

  

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/Risk%20Assessments/Risk%20Assessments%20-%20General
file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/Risk%20Assessments/Risk%20Assessments%20-%20General
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APPENDIX 4 DISPLAY SCREEN EQUIPMENT 
1. The College is aware of its requirements under the Health and Safety (Display Screen Equipment) 

Regulations 1992. 

 

2. All staff who use computers daily, as a significant part of their normal work (significant is taken 

to be continuous/near continuous spells of an hour or more at a time on a daily basis) shall have 

a DSE assessment carried out. 

 

3. Staff identified as DSE users are entitled to an eyesight test every two years by a qualified 

optician (and corrective glasses if required specifically for DSE use). 

 

4. The DSE user also has a responsibility to see that their workstation is adjusted to eliminate the 

risks to their health. There is a risk assessment that staff can complete for using College lap tops 

at home. 

 

5. The Display Screen Assessment questionnaire and some additional guidance can be found here: 

X:\Staff Information\Health and Safety\Display Screen Equipment\Display Screen checklist Nov 

18 

 

  

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/Display%20Screen%20Equipment
file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/Display%20Screen%20Equipment
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APPENDIX 5 FLAMMABLE AND HAZARDOUS SUBSTANCES 
1. Every attempt will be made to avoid, or choose the least harmful of, substances which fall under 

the “Control of Substances Hazardous to Health Regulations 2002” (the COSHH Regulations). 

 

2. Within curriculum areas (in particular science and DT) the Heads of Department are responsible 

for COSHH and ensuring that an up to date inventory and model risk assessments contained in 

the relevant national publications (CLEAPSS, Association for Science Education's "Topics in 

Safety" etc.) are in place. 

 

3. In all other areas of the College a nominated person(s) is responsible (the Head of Department) 

for keeping a register of substances hazardous to health. A current list of staff responsible for 

COSHH is available here: X:\Staff Information\Health and Safety\H&S General\COSHH 

Department list 

 

4. They shall ensure: 

 

• an inventory of all hazardous substances used on site is compiled and regularly reviewed; 

• material safety data sheets are obtained from the relevant supplier for all such materials; 

• risk assessments are conducted for the use of hazardous substances; 

• all chemicals are appropriately and securely stored out of the reach of children; 

• all chemicals are kept in their original packaging and labelled (no decanting into unmarked 

containers); 

• suitable personal protective equipment (PPE) has been identified and available for use. 

 

5. PPE is to be provided free of charge where the need is identified as part of the risk assessment. 

Radioactive Sources 
6. The College follows CLEAPSS guidance L93 in Managing Ionising Radiations and Radioactive 

Sources: 

 

7. Claire Clackson (Physics) is the Radiation Protection Supervisor (RPS). The Radiation Protection 

Advisor (RPA) is a service purchased from Wiltshire Council. The RPS is responsible for ensuring 

all records pertaining to radioactive sources at the College are maintained. 

 

Waste Management 
8. Confidential waste will be collected and stored securely until it can be disposed of appropriately. 

Confidential waste must be deposited in the correct storage bins which are locked at all times – 

only premises staff hold keys. 
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APPENDIX 6 ASBESTOS AND LEGIONELLA 

Asbestos 
1. The College will assess and control the health risks arising from exposure to asbestos in 

accordance with the Control of Asbestos Regulations 2012. 

 

2. The asbestos register is held in Reception and will be made available to all staff and visiting 

contractors prior to any work commencing on the fabric of the building or fixed equipment. A 

copy of the asbestos register for the site must be checked by all contractors and an 

acknowledgment sheet must be signed and dated before any works on the College site are 

undertaken. 

 

3. An annual visual inspection of asbestos containing materials on site is conducted. 

 

4. Please note that even drilling a hole or pushing a drawing pin into asbestos containing materials 

may result in the release of fibres into the air. 

 

5. Under no circumstances must staff drill or affix anything to walls without first obtaining 

approval from the Business Manager. 

 

6. Any damage to materials known or suspected to contain asbestos should be reported to the 

Business Manager who will contact the Asbestos Helpline on 0808 223 0726. 

 

7. Any contractor who is suspected to be carrying out unauthorised work on the fabric of the 

building should be reported to the Business Manager. 

Legionella 
8. Testing of all water systems must be carried out regularly and temperature testing monthly.  

 

9. A full risk assessment will be carried out every five years to assess potential risks and implement 

measures to either eliminate or control risks.   

 

10. The risk assessment will record who is responsible, any significant findings, a written control 

scheme and its implementation, and the results of testing done. 

 

11. Any cases of legionellosis must be reported under RIDDOR. 

 

12. The risk assessment should be reviewed sooner if there are any changes to the buildings 

including modifications to the water system, changes in frequency of use, debris getting in the 

system, a change in stored temperature or when an outbreak is suspected. 
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APPENDIX 7 WORK AT HEIGHT 
1. The College will comply with the provisions of the Work at Height Regulations 2005. 

 

2. Working at height can present a significant risk. Where such activities cannot be avoided, a risk 

assessment will be conducted to ensure that such risks are adequately controlled. A copy of this 

assessment will be provided to employees authorised to work at height. 

 

3. When working at height (including accessing storage or putting up displays) appropriate 

stepladders or kick stools are to be used. Staff must not climb onto chairs etc. 

 

4. Anyone working at height should ensure that: 

a. all work at height is properly planned and organised; 

b. they have authorisation to use the access equipment; 

c. all those involved in work at height are trained and competent to do so (e.g. use of 

scaffold tower and scissor lift); 

d. the risks from working at height are assessed and appropriate equipment selected; 

e. a register of access equipment is maintained and all equipment is regularly inspected; 

f. any risks from fragile surfaces are properly controlled (e.g. working on roofs, working 

near skylights). 

 

5. Ladder ties have been installed to the outside of each building. Appropriate equipment should 

be used when working at height and a mobile scaffold tower together with a scissor lift is 

available on site for use by trained personnel. A list of staff trained to use the scaffold tower and 

scissor lift is available on the Staff Files X Drive. A copy of the HSE guide to safe use of ladders 

and stepladders can be found here: 

X:\Staff Information\Health and Safety\H&S General 

 

6. Please notify the Estates Team if you use ladders or steps in your department or work area, so 

that these items can be inspected. 

 

7. Staff must not stand on chairs or tables to work at height and should not use chairs to gain access 

to tables, worktops etc. Working at height rules and regulations must be adhered to by members 

of staff. 

 

8. There are poles available for use when opening windows. Small steps are located around the 

site. Please contact the Estates Team. 

 

  

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/H%20&%20S%20General
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APPENDIX 8 FIRE EVACUATION AND EMERGENCY PROCEDURES 
1. The Headmaster is responsible for ensuring that the fire risk assessment is undertaken and 

implemented. The fire risk assessment is located in Reception and is reviewed on an annual basis 

or as appropriate. 

 

2. A list of Fire Marshalls is shown here: 

X:\Staff Information\Health and Safety\Fire & Emergency Evacuations 

Fire Instructions 
3. These documents are made available to all staff and are included in the College’s induction 

process. An outline of evacuation procedures is made available to all contractors / visitors and 

is posted throughout the site. Details of fire or other emergency procedures are shown in the 

student planners. 

 

4. Emergency exits, fire alarm call points, assembly points etc. are clearly identified by safety signs 

and notices. 

Fire Drills 
• Fire drills will be undertaken three times a year and a record kept in the fire log book by the 

Business Manager. 

Fire Fighting 
• The safe evacuation of persons is an absolute priority. Staff may only attempt to deal with 

small fires, if it is safe to do so without putting themselves at risk, using portable fire 

fighting equipment. 

• Ensure the alarm is raised BEFORE attempting to tackle a fire. Staff should be made aware 

of the type and location of portable fire fighting equipment and receive basic instruction in 

its correct use. 

• Details of service isolation points (i.e. gas, water, electricity – these are detailed separately 

and a copy held in the emergency evacuation pack in Reception). 

• Details of chemicals and flammable substances on site. An inventory of these will be kept 

by the Head of Department, for consultation. 

• Staff should acquaint themselves with the location, type and method of operation of the 

extinguishers in areas in which they teach. 

Emergency Procedures (BCP) 
5. The Headmaster will ensure that a Business Continuity Plan (BCP) is prepared to cover all 

foreseeable major incidents which could put users of the College at risk. This plan will indicate 

the actions to be taken in the event of a major incident in order that everything possible is done 

to save life, prevent injury and minimise loss.  

 

6. The plan will be agreed by the Governing Body and will be rehearsed at appropriate intervals by 

staff and students. The result of such rehearsals will form part of the regular risk assessment 

survey and the outcome will be reported to the Governing Body. 

 

7. The BCP will cover genetic situations not specifics but will contain enough information to contain 

a situation. The main document will be shared with SLT and governors only. A shorter summary 

document will be shared with all staff which omits in particular the personal contact information 

of senior leaders and governors. 

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Health%20and%20Safety/Fire%20&%20Emergency%20Evacuations
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Evacuation Procedure 
8. Fire and emergency evacuation procedures are detailed in this document and a summary posted 

in each classroom. These procedures will be reviewed at least annually. 

 

9. Emergency contact and key holder details are maintained by the Business Manager and the 

Estates Team and updated upon review. 

 

10. To alert the whole site to evacuate buildings in the event of an emergency situation, the nearest 

fire alarm call point should be activated. If the emergency situation allows, contact the College 

office with details of the emergency. The office staff will be responsible for contacting the 

emergency services. The senior member of staff on site (details of which are shown each week 

in the Weekly Bulletin to all staff) will co-ordinate the evacuation procedures. Evacuations must 

be completed within four minutes. Students must be told to remain calm and act responsibly 

otherwise lives could be lost. Students and Staff must evacuate in silence, so that any additional 

instructions from the SLT member overseeing the evacuation may be heard. Lifts must not be 

used. 

 

11. All other staff not involved directly in student registration should assemble in front of The Robert 

Cook Building facing the sports field. Fire Wardens will be assembled in this area ready to take 

staff registers. Please present yourself to the Fire Wardens by announcing your name and 

holding your ID badge visibly so that you are registered. All visitors must assemble with staff 

members and their names given to the Fire Wardens so that these can be checked against the 

visitor book. 

 

12. If evacuation is necessary, press the nearest fire alarm call point and go directly to the assembly 

point via the nearest emergency exit. During an emergency, outside normal College hours, a 

member of staff should notify the emergency services. This may be a member of the caretaking 

staff or a member of the Leadership team (if they are on site). 

Assembly Points 
Early Morning Cleaning staff (and any staff arriving on site before 8.00am): 

• Front car park 

Afternoon Cleaning staff (and any staff working on site after 3.30pm, including visitors): 

• Playground behind The Robert Cook building 

Staff 

• Staff arriving before 8.00am each morning should sign in at reception so that the estates 

duty team have a register of staff on site. If the fire alarm sounds before 8.00am, staff should 

go to the front car park. Once the normal College day commences the usual fire evacuation 

procedures should be followed. 

Students on site after 3.30pm 

• Students on the College site after 3.30pm for after school clubs should be registered by the 

activity leader. In the event of a fire alarm after this time, the teacher/member of staff 

responsible for the club should escort the students to the playground assembly point behind 

the Robert Cook building and re-register. Staff should then wait until a member of the 
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Estates Team (or SLT if still on site) instructs them either to evacuate the site, or return to 

buildings. 

Procedure: 
1. Evacuate the building when the spoken voice announces a fire alarm. 

2. Close all windows and doors if time and circumstances permit. 

3. Switch off and isolate equipment if this can be done safely. 

4. Leave lights on. 

5. Go by the nearest safe route to the assembly point in silence. Students must not take bags etc. 

All members of staff are asked to check non-teaching rooms near to the room they are in, 

including toilets. 

6. Students line up in tutor groups, in register order; year groups 10 - 13 on the coach park area 

adjacent to the Gallery Building and year groups 7 - 9 on the tennis courts. All other staff not 

involved with the registration of students should assemble on the coach park next to the cricket 

net area, so that a register of staff working on site can be completed. 

7. Form tutors check tutor group using paper registers provided on clipboards. Pastoral Directors 

stand in for absent tutors. 

8. If the buses are on the tarmac playground then the secondary assembly point will be on the 

playing field behind the buses. 

9. Form tutors report to their Pastoral Directors that all students are present or names of any 

students missing. 

10. If any students are missing the form tutor must notify the Pastoral Director where they were last 

seen. A member of the office staff will have both the LATE BOOK and the DEPARTURES BOOK. 

11. All tutors must supervise their tutor groups until dismissed by the senior member of staff in 

charge. 

12. Pastoral Directors must remain with their year groups and actively supervise to keep students 

calm. 

13. Headmaster or one of the Directors is in charge of the evacuation. During an emergency outside 

normal College hours a member of staff should notify the emergency services. This may be a 

member of the caretaking staff or a member of the leadership team, depending on the time of 

day and any activities being held on site. 

14. The security gates will open automatically in the event of a fire alarm to allow emergency vehicle 

access. 

Emergency Evacuation Procedure for Students Sitting Examinations 
1. When the alarm bell sounds invigilator(s) and students should leave the building by the nearest 

emergency exit. The invigilator(s) must note the time on the whiteboard. 

2. If circumstances permit, the doors and windows should be closed. 

3. The lights should be left on. 

4. All exam papers must be left undisturbed on the desks. 

5. Invigilator(s) must take examination attendance sheet(s) to assembly area. 

6. Go by the nearest safe route to the assembly area. 

7. When reaching the general assembly area, invigilators and students must assemble at the back 

of the tennis courts, [nearest the science classrooms], where the lower school will have 

assembled at the front of the courts. 

8. The Examinations Officer will ensure that a register of the students and invigilator(s) is taken. 

9. The Examinations Officer is responsible for reporting to the staff member in charge that 

everyone has assembled. 

10. When the emergency has ended, the invigilator(s) will escort the students back to the 

examination room(s). These students will be the first to be dismissed. 
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11. The Examinations Officer is responsible for logging the time the examination re-commences. 

12. The students must be allowed the full time to complete the exam. 

Emergency Lock Down Drill 
Both staff and students need to understand what to do in the event that we have to lock the College 

down, so please make sure you remind students of the procedure so that they are aware of what 

will be expected of them. 

1. In an emergency lock down situation the change of bell sound will ring continuously. It is not the 

fire alarm. Remember the fire alarm is a recording. 

2. When the change of bell sounds continuously for the lock down procedures to be implemented 

teachers will need to direct students to follow these instructions: 

a. Sit on the floor in your classroom and move under tables if available. 

b. The classroom lights should be turned off and the blinds closed where appropriate. 

c. The door should be locked or furniture stacked behind the door to prevent entry. Staff 

and students must stay away from windows and doors. 

d. If students are playing sport, they should be instructed to immediately make their way 

to the sports hall and should be accompanied by PE staff. 

3. When the continuous bell sounds, if a student is not in their timetabled classroom/room (toilet 

etc.) they should make their way quickly to the very nearest classroom and follow the drill. 

4. Staff and students must remain quiet until the fire drill is heard. When the fire alarm (voice 

recording) is heard, staff and students will follow the normal fire drill procedure and make their 

way silently to the fire assembly point outside and await instructions / briefing. 

5. If the lock down procedures are implemented during morning break or lunch time, students and 

staff should go to their nearest assembly room. MDSA and general staff on duty should guide 

students to nearby rooms. 

NOTE: Assembly rooms will be classrooms; hall, Lasallian Centre; theatre; changing rooms; sports 

hall. 

6. For members of staff who are not working with children in a classroom, please follow the same 

instructions inside the room in which you are working or go immediately to the closest room 

when the bell sounds. 

 

7. Please give some thought to your plan of action for this type of situation so that the procedures 

are followed in a calm, reassuring manner. 
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APPENDIX 9 INSPECTION/MAINTENANCE OF EMERGENCY EQUIPMENT 

Testing of the Fire Alarm System 
1. Fire alarm call points will be tested weekly in rotation by members of the Estates Team and a 

record kept in the fire log book. 

 

2. Any defects on the system will be reported immediately to the current alarm maintenance 

company Wessex Fire and Security (01747 852258) 

Inspection of Fire Fighting Equipment 
3. Advanced Fire Systems Ltd currently undertakes an annual maintenance service of all fire 

fighting equipment. 

 

4. All fire fighting equipment is checked weekly by the Estates Team to ensure it is available for use 

and operational and for any evidence of tampering. 

 

5. Defective equipment or extinguishers that need recharging should be taken out of service and 

reported direct to Business Manager to contact the outside contractor 

Emergency Lighting Systems 
6. These systems will be checked for operation monthly in house by the Estates Team and annually 

by a Certified Contractor. Test records are located in the site’s fire log book. 

Means of Escape 
7. Staff are responsible for checking that there are no obstructions to exit routes in their classrooms 

and the Estates Team are responsible for checking other exits and they will ensure all fire exit 

doors are operational and available for use. 
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APPENDIX 10 ACCESS TO DANGEROUS PARTS OF THE PREMISES 

Roofs 
1. Only members of the Estates Team and contractors are permitted access. Ladders must be kept 

in locked storerooms and when scaffolding is used by contractors (for roofs above 3 metres) 

access must be prevented out of working hours to stop anyone else using them to gain access 

to the roof. 

Boiler room 
2. Only the Estates Team and contractors are permitted access and the boiler room must be kept 

locked at all times. 

Science preparation rooms  
3. Only relevant staff are permitted access and the rooms must be kept locked at all times when 

staff are not present to ensure that students do not have access. 

Design and Technology preparation rooms  
4. Only relevant staff or students with authorisation are permitted access. 

Kitchen  
5. Only kitchen personnel are permitted access under hygiene regulations. 
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APPENDIX 11 LONE WORKING 
1. Staff are encouraged not to work alone in the College and at no time should there be only one 

member of staff on site. During College holidays all staff must sign in, which is necessary for 

emergency evacuations. Work carried out unaccompanied or without immediate access to 

assistance should be risk assessed to determine if the activity is necessary. 

 

2. Work involving potentially significant risks (for example work at height) should not be 

undertaken whilst working alone. 

 

3. Where lone working cannot be avoided staff should: 

a. Obtain the Headmaster’s/senior member of staff’s permission and notify him/her on 

each occasion when lone working will occur; 

b. Ensure they do not put themselves or others at risk; 

c. Ensure they have means to summon help in an emergency e.g. access to a telephone or 

mobile telephone; 

d. When working off site (e.g. when visiting homes) notify a colleague of their whereabouts 

and the estimated time of return. [Staff undertaking home visits should obtain as much 

background information as possible about the child/family being visited]; 

e. Key holders attending empty premises where there has been an incident or suspected 

crime should do so with a colleague if possible. They should not enter the premises 

unless they are sure it is safe to do so; 

f. Report any incidents or situations where they may have felt “uncomfortable”. 
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APPENDIX 12 FIRST AID AND MEDICATION 
1. The College has assessed the need for first aid provision and a list of holders of first aid 

qualifications is displayed in the Admin Office and medical room. 

 

2. First Aid qualifications remain valid for 3 years. The Assistant Head (Staff Development) will 

ensure that refresher training is organised to maintain competence and will ensure that new 

persons are trained should first aiders leave. 

 

3. If first aid treatment is required contact the main College office, dial 200 or send two students 

to the office to obtain help. It is vital that a clear message is given in the form of a written note 

and the degree of urgency stressed, especially if hospital treatment is obviously necessary. Only 

in extreme cases should a member of staff be called on whilst teaching, as students must not be 

left unsupervised. 

 

4. First aid boxes are kept in the following locations: 

• Main College office 

• Art suite 

• Science prep. rooms 

• Technology suite 

• Physical Education offices (girls and boys) 

• Drama room 

 

5. The Finance Office is responsible for regularly checking that the contents of first aid boxes are 

complete and replenished as necessary and will be responsible for re-ordering supplies as 

required. 

 

6. The following advice is for emergency action until a qualified first aider arrives: 

Emergency First Aid 
7. Do not endanger yourself when helping an injured person. Beware of electrical equipment and 

cables being ‘live’. 

 

8. If the casualty is not in further danger and is conscious just make them comfortable and support 

the injured party. 

 

9. Make sure the casualty’s condition does not deteriorate. 

 

10. BREATHING - If not breathing clear mouth and throat and start artificial respiration. 

Hands-only CPR 
11. To carry out a chest compression: 

a. Place the heel of your hand on the breastbone at the centre of the person’s chest. Place 

your other hand on the top of your first hand and interlock your fingers. 

b. Position yourself with your shoulders above your hands. 

c. Using your body weight (not just your arms), press down by 5-6cm (2-2.5 inches) on the 

chest. 

d. Keeping your hands on their chest, release the compression and allow the chest to 

return to its original position. 
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e. Repeat these compressions at a rate of 100 to 120 times per minute until an ambulance 

arrives or you become exhausted. 

 

12. When you call for an ambulance, telephone systems now exist that can give basic life saving 

instructions, including advice about CPR. These are now common and are easily accessible with 

mobile phones. 

CPR with rescue breaths 
13. If you’ve been trained in CPR, including rescue breaths, and feel confident using your skills, you 

should give chest compressions with rescue breaths. If you’re not completely confident, attempt 

hands-only CPR instead (see above). 

Bleeding 
• Apply clean pressure pads. 

• Do not attempt to use a tourniquet. 

• Do not try to remove anything embedded in the wound.  

• Protective gloves should be worn to avoid blood related diseases 

General  
• Keep the casualty warm. 

• Do not give them food or drink. 

Defibrillator Equipment 
14. There are two defibrillator kits available for use on site. One is located on the front Reception 

desk and the second in the PE building. 

Transport to Hospital 
15. Where a first aider considers it necessary, the injured person will be sent directly to hospital 

(normally by ambulance). Parents will be notified as soon as possible of all major injuries. No 

casualty will be allowed to travel to hospital unaccompanied and an accompanying adult will be 

designated in situations where the parents cannot be contacted in time. 

Administration of Medicines 
16. All medication will be administered to students in accordance with the DfE document 

‘Supporting pupils at school with medical conditions’ December 2015. 

 

17. The College will, at the request of the parent and with the consent of the Headmaster, supervise 

the administration of medication prescribed by a medical practitioner. 

 

18. All non-emergency medication is to be securely stored with access strictly controlled. Students 

needing to have immediate access to emergency medication such as asthma inhalers or epi-pens 

will be able to access these from the labelled cupboard in the medical room. 

Health Care Plans 
19. Parents are responsible for providing the College with up to date information regarding their 

child’s health care needs and providing appropriate medication. 

 

20. Individual health care plans are in place for those students with significant medical needs e.g. 

chronic or ongoing conditions such as diabetes or epilepsy. These plans will be completed at the 
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start of the College year or when the child enrols, or when the diagnosis is communicated to the 

College. 

 

21. All staff are aware of any relevant health care needs and copies of health care plans are available 

from the College SENCO, Pastoral teams or admin office as appropriate. 

 

22. Staff will receive appropriate training relating to the health conditions of students. 

Accident reporting 
 

23. The College uses software to record all medical incidents and accidents. Reports are produced 

on a termly basis to analyse the type and frequency of incidents so that any health and safety 

issues can be quickly identified and rectified. These reports are regularly reviewed by the 

Premises Committee. 
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APPENDIX 13 STAFF WELFARE 

 
1. An HR Manager is available for confidential discussions by appointment 

2. The College has access to Occupational Health services where this is considered necessary. 

3. A Return to Work interview is always held and any needs addressed when a member of staff has 

been on sick leave for a significant period of time (typically longer than 2 weeks). This may 

include a phased return or reasonable adjustments to either the work environment or workload. 

4. A risk assessment is always carried out for pregnant staff. 

5. A structured induction programme is in place for both teaching and support staff from the first 

day of employment so that employees become familiar with basic procedures as soon as they 

are at their place of work. The person responsible for this induction is HR, the line manager 

and/or the Assistant Head (Training and Development). 

6. A Staff Wellbeing Policy is in operation which can be viewed by all staff here    X:\Staff 

Information\Policies\Policy Documents\HR Policies 

7. A Wellbeing Charter was developed in 2019 which sets out the College’s expectations in the 

areas of pupil behaviour, teaching and learning, support staff, assessment and reporting, 

communication/email protocol, professional development, and work-life balance. This 

document is found in the staff shared area with the Start of term documents. 
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APPENDIX 14 FOOD HYGIENE 
1. Schools are covered by the Food Safety Act 1990, and whether catering is conducted in house 

or by external contractors, it is the governors’ responsibility to ensure that the regulations are 

adhered to. 

 

2. Critical elements of food hygiene include: 

• Cross-contamination prevention 

• Personal hygiene 

• Cleaning procedures 

• Allergen awareness and control 

• Cooking temperatures 

• Safe storage of food 

3. School Technology rooms producing food for personal home consumption are exempt however. 

 

4. Anyone responsible for food preparation must legally have Food Safety and Hygiene certification 

at a level appropriate to their involvement. 

 

5. School kitchens may be inspected at any time, but usually annually, by local authority inspectors. 
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APPENDIX 15 EDUCATIONAL VISITS 
1. All trips must be entered on the Evolve trip software which ensures that risk assessments are 

completed and a full itinerary uploaded.  

 

2. Residential trips must be submitted on Evolve a minimum of six weeks prior to the trip departure 

date and these are assessed by our external LOTC advisor.  

 

3. For day trips, details must be submitted onto Evolve a minimum of 2 weeks prior to the trip. 

 

4. Resources are available within the Evolve software to produce the necessary risk assessments. 

 

5. All trips must gain the approval of the Senior Leadership Team.  

 

6. Residential trips will require approval from the Governors and this responsibility has been 

delegated to the Curriculum & Pastoral Development Committees. The Committee members will 

satisfy themselves that the trip is safe. 

 

7. First aid kits, high visibility jackets and College mobile phones are available from the Finance 

Office for staff attending trips. 

 

8. The standard ratio is 15 students to 1 adult but this is dependent on the activity being 

proposed, the year group involved, the distance from College and the duration of the trip. 

 

9. The Headmaster must ensure that at least one adult must be the same sex as the participating 

students on residential trips. 

 

10. All accompanying adults must be cleared through the DBS process before commencement of 

the trip. 

 

11. If the College minibus is to be used for a ‘significant’ distance there must be two members of 

staff on the trip who could drive the minibus if needed. 

 

12. Adequate first aid cover must be available for each educational visit. In some instances, the 

provision of first aid may be provided by the venue. 

 

13. More detailed guidance on how to run a trip can be found here: 

X:\Staff Information\Trips\Educational Visits and School Trips policy Nov 18 

 

  

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Trips
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APPENDIX 16 MINIBUS USE 
1. The 17 seat College minibus may only be driven by those who have D1 on their licence, have no 

more than six penalty points on their licence and have undergone approved minibus training. 

 

2. The 15 seat College minibus may only be driven by staff over 21 years of age who have held their 

licence for a minimum of two years, have no more than six penalty points on their licence and 

have undergone approved minibus training. 

 

3. Staff wishing to take the training should make a request to the Business Manager. Minibus 

training must be renewed every 4 years. 

 

4. The minibuses are checked weekly by a member of the Estates Team and maintenance and 

repairs are carried out as necessary. However, it is the legal responsibility of the driver to satisfy 

himself/herself that the minibus they intend to drive is in a roadworthy condition. This check 

should include: 

• Tyres for signs of damage or deflation. 

• Brakes for excessive pedal travel or sponginess. 

• Steering wheel for excessive ‘play’. 

• Lights for blown bulbs and road dirt on the lenses. 

• Windscreen wipers and washer bottle fluid. 

 

5. Adequate rest breaks must be taken. 

 

6. The page per journey log-book kept in each minibus includes a series of checks which the driver 

must carry out. The responsibility of the driver cannot be delegated. 

 

7. The maximum number of passengers which can be carried is written on each minibus by the 

driver’s door. 

NB Wiltshire Council has previously issued clear guidelines for drivers and this is available here 

X:\Staff Information\Trips\Minibus\Wiltshire Council Minibus Safety Policy 2014 edition 

 

8. Additional College specific advice is contained within the LOtC policy found here  

X:\Staff Information\Trips\Educational Visits and School Trips policy Nov 18 

 

• All passengers must remain seated during journeys and seatbelts must be worn correctly. 

• Doors must NOT be locked during journeys. 

• Use headlights in poor visibility. 

• A mobile phone can be collected from the main College office. Please give 24 hours notice 

so that it can be fully charged - No 07831 423904, 07785 324218 or 07825 6100073 

• In the case of a breakdown, telephone the ‘AA’ on 0800 374457 (the number is displayed in 

each minibus) and the College’s 24 hour emergency line (displayed in the staff room and 

available from the Business Manager). It is important that all drivers read these instructions 

carefully. 

• The driver must always call for assistance if either the minibus is causing concern or he/she 

does not feel 100% able to drive safely. 

• A second driver is required for journeys over 60 miles [round trip]. 

• Minibuses are fitted with speed limiters. 

  

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Trips/Minibus
file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Trips
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APPENDIX 17 CONTRACTORS AND HIRERS 
1. All contractors used by the College shall ensure compliance with relevant health and safety 

legislation, guidance and good practice. 

 

2. All members of staff have a duty to assist by: 

• ensuring that they do not engage external contractors without informing the Business 

Manager; and 

• informing the Business Manager if they have health & safety concerns about any contractor 

working on site. 

 

3. All contractors must report to the College Reception where they will be asked to sign in using 

the Visitapp system and wear an identification badge. Contractors will be issued with guidance 

on fire procedures, local management arrangements and vehicle movement restrictions. 

Contractors will be required to read or refer to the asbestos register. 

 

4. All contractors must provide risk assessments, method statements, current DBS certificates and 

evidence of the insurance cover in place for the works being undertaken. 

 

5. The Business Manager together with the Estates Team will be responsible for monitoring areas 

where the contractor’s work may directly affect staff and students and for keeping records of all 

contractor work. 

 

6. The Headmaster and supervisory staff will seek to ensure that hirers, contractors and others 

who use the College premises conduct themselves and carry out their operations in such a 

manner that health, safety and welfare requirements are met at all times. A copy of the College’s 

Health and Safety Policy is issued to all hirers prior to hiring of College facilities, and to 

contractors prior to commencement of any works on site etc. and a signed statement returned 

to the College. 

 

7. When the College premises are used for purposes not under the direction of the Headmaster, 

then the principal persons in charge of the activities for which the premises are in use will be 

expected to maintain the safe practices as indicated under the heading “Responsibilities of the 

Headmaster” of this document. 

 

8. When the College premises or facilities are being used out of normal College hours for a College-

sponsored activity then, for the purposes of this policy, the organiser of that activity, even if an 

employee, will be treated as a hirer and will comply with the requirements of this section. 

 

9. When the premises are hired to persons outside the employ of the Governing Body, it will be a 

condition of all hirers, contractors and others using the College premises or facilities that they 

are familiar with this policy, that they comply with all safety directives of the Governing Body 

and that they will not, without the prior consent of the Governing Body: 

• introduce equipment for use on the College premises; 

• alter fixed installation; 

• remove fire and safety notices or equipment; 

• take any action that may create hazards for persons using the premises or the staff or 

students of the College. 
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10. A copy of insurance documentation and risk assessments should be provided prior to use of 

College site. 

 

11. All contractors who work on the College premises are required to ensure safe working practices 

by their own employees under the provision of the Health and Safety at Work etc Act 1974 and 

must pay due regard to the safety of all persons using the premises. 

 

12. In instances where the contractor creates hazardous conditions and refuses to eliminate them 

or to take action to make them safe, the Headmaster will take such actions as are necessary to 

prevent persons in his or her care from risk or injury. This may include requiring the contractor 

to stop work or leave the site. 

 

13. The College will draw the attention of all users of the College premises (including hirers and 

contractors) to Section 8 of the Health and Safety at Work Act 1974, which states that no person 

shall intentionally or recklessly interfere with or misuse anything which is provided in the 

interests of health, safety or welfare. 

 

14. Where the College undertakes projects directly or as delegated, the governing body would be 

considered the ‘client’ and therefore have additional statutory obligations. 

 

15. Large projects are generally managed by external project managers who will ensure that 

landlord’s consent has been obtained and, where applicable, all statutory approvals, such as 

planning permission and building regulations have been sought. This would include whether 

CDM1 regulations will apply. 

 

16. For all major projects, the College should undertake and maintain their own dedicated risk 

register, which is regularly reviewed, and reported on to the Governing Body. 

  

                                                           
1 CDM refers to the Construction (Design and Management) Regulations 2007 and apply to any building, 
demolition, maintenance or refurbishment work. 
In such instances it is recommended that an agent be used to work on the academy’s behalf. 
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APPENDIX 18 PROJECTION EQUIPMENT 
1. It is important that all users are aware of the health and safety implications of using projection 

equipment in the classroom, particularly if children might stand in front of the beam to give 

presentations. All projectors have the potential to cause eye injury; so some simple guidelines 

should be followed: 

• No one should stare directly into the beam of the projector; 

• When entering the beam, users should not look towards the audience for more than a few 

seconds; 

• Users should keep their backs to the projector beam when standing in it; 

• Children should be supervised at all times when a projector is being used; 

• Use the brightness reduction facility on the projection when a presenter is standing in front 

of the projector. 
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APPENDIX 19 WORK EXPERIENCE 
1. The College retains a duty of care for all students undertaking work experience and must ensure 

the placement is appropriate, therefore: 

• All students are briefed before taking part in work experience on supervision arrangements 

and health and safety responsibilities; 

• All placements (including private placements) are subject to pre-placement checks carried 

out by the College’s competent people and supporting documentation completed. No work 

experience placement will go ahead if deemed unsuitable; 

• Where work placements form part of an arrangement whereby a vocational qualification is 

offered by a FE college then the College is responsible for ensuring equivalent placement 

checks are conducted; 

• Every student will receive a placement job description highlighting tasks to be undertaken 

and any necessary health and safety information which is passed onto the parent / carer; 

• Arrangements will be in place to visit/monitor students during the placement; 

• Emergency contact arrangements are in place (including out of College hours provision) in 

order that a member of College staff can be contacted should an incident occur; 

• All incidents involving students on work placement activities will be reported to the 

placement organiser at the earliest possible opportunity. 

 

2. People undertaking work experience at the College will need to meet with the Business Manager 

to undertake a Health and Safety briefing and discuss any concerns specific to them. 
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APPENDIX 20 VEHICLE MOVEMENT 
1. A speed limit of 5 mph is in force on the College grounds. Pedestrians have priority.  

 

2. All College transport buses and minibuses must use automatic audible reversing warning 

devices.  

 

3. College buses arrive on site from 3.15 pm and leave by 3.50 pm. Staff are requested not to drive 

cars off-site while students and buses are leaving. Vehicles must not be parked at the front of 

the College during this period.  

 

4. No cars are to be moved by staff or students during the lunch period. 

 

5. A copy of the Wiltshire Council Minibus Safety Handbook 2014 is available here:  

X:\Staff Information\Trips\Minibus\Wiltshire Council Minibus Safety Policy 2014 edition 

  

file://///lister.st-augustines.wilts.sch.uk/staffshare$/Staff%20Information/Trips/Minibus
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APPENDIX 21 HEALTH AND SAFETY INFORMATION AND TRAINING 

Consultation 
1. The Premises Committee meets regularly to discuss health, safety and welfare issues affecting 

staff, students and visitors. Action points from meetings are brought forward for review by the 

academy management. 

Communication of Information 
2. The competent health and safety advisor for the College is the Business Manager. 

Health and Safety Training 
3. Health and safety induction training will be provided and documented for all new employees by 

the Business Manager and will form part of the induction procedures. 

 

4. The Headmaster is responsible for ensuring that all staff are provided with adequate 

information, instruction and training and identifying the health and safety training needs of staff. 

 

5. All employees will be provided with: 

• induction training; 

• update training in response to any significant change; 

• training in specific skills needed for certain activities, (e.g. use of hazardous substances, work 

at height etc.); 

• refresher training where required. 

 

6. Training records are held by the Assistant Head (Staff Development) who will liaise with the 

Business Manager to co-ordinate health and safety training needs and to include details in the 

training and development plan. This includes a system for ensuring that refresher training (for 

example in first aid) is undertaken within the prescribed time limits. 

 

7. The Headmaster will be responsible for assessing the effectiveness of training received. 

 

8. Each member of staff is also responsible for drawing their line manager’s attention (or the 

attention of the Headmaster) to their own personal needs for training and for not undertaking 

duties unless they are confident that they have the necessary competence. 
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APPENDIX 22 HEALTH AND SAFETY MONITORING AND INSPECTIONS 
1. A general inspection of the site will be conducted termly and be co-ordinated by the Business 

Manager. 

 

2. Monitoring inspections of individual departments will be carried out by Heads of Department or 

nominated staff on an annual basis. Records of such monitoring will be kept by the Business 

Manager. 

 

3. The person(s) undertaking such inspections will complete the Health and Safety checklist and 

submit this to the Business Manager who will follow up any matters arising from the return. 

 

4. The Headmaster will be involved/undertake an inspection on an annual basis and report back to 

both the relevant sub-committee and full governing body meetings. This governor monitoring 

will cover management systems in addition to inspecting the premises. 

 

5. The College currently purchases health & safety advice from Wiltshire Council and as part of this 

service an annual audit of the site, systems and management is undertaken by a representative 

from the Wiltshire Health & Safety Team. This focusses on general procedures and also an in-

depth audit of health & safety procedures in ‘high risk’ departments including DT, Science and 

PE. 
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APPENDIX 23 ACCIDENT REPORTING PROCEDURES 
1. In line with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

(RIDDOR) employees must report accidents, violent incidents, dangerous occurrences, and near 

misses on the relevant forms. 

 

2. Copies of these forms are available here: 

X:\Staff Information\Health and Safety\Accident Reporting\Accident Report Form TEMPLATE 

X:\Staff Information\Health and Safety\Accident Reporting\Near Miss Report TEMPLATE 

 

3. Paper forms are also available in the main College office and are used to record all incidents and 

accidents requiring treatment to students or staff. 

 

4. College accident reports will be monitored for trends and a report made to the governors, as 

necessary. 

 

5. The Headmaster, or their nominee, will investigate accidents and take remedial steps to avoid 

similar instances recurring. Faulty equipment, systems of work etc. must be reported and 

attended to as soon as possible. 

Reporting to the Health and Safety Executive (HSE) 
6. Incidents involving a fatality or major injury will be reported immediately to the Health and 

Safety Executive (HSE) on 0845 300 9923 or on-line at http://www.hse.gov.uk/riddor/. 

Incidents to students and other people who are not at work 
7. Injuries to students or visitors who are involved in an accident at College or an activity organised 

by the College are only reportable under RIDDOR if the accident results in: 

• The death of the person, and arose out of or in connection with a work activity; or 

• An injury that arose out of or in connection with a work activity and the person is taken 

directly from the scene of the accident to hospital for treatment (examinations and 

diagnostic tests do not constitute treatment). 

 

8. Any incident notified to the HSE must also be reported to the Headmaster. 

Internal Accident investigation 
9. The person responsible for leading the internal investigation and then preparing the detailed 

investigation report is the Business Manager. 

 

 

Signed by: 
 

 

Headmaster 

Date: 1 September 2021 

Next review date: September 2022 
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