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Graveney Trust Health and Safety Policy 
 

STATEMENT OF INTENT 
 

The Directors of Graveney Trust accept that Health and Safety is an integral part of all activities and 

believes that the only effective approach to injury, ill health and loss prevention is one based upon the 

active participation of everyone and the systematic identification of hazards and assessment and control 

of risks, and will take all steps within its power to meet its responsibilities under the Health and Safety at 

Work etc. Act and other health and safety legislation relating to its activities, and will provide adequate 

resources to implement this policy.  This policy describes the basic organisational structure and 

arrangements for the management of health and safety within Trust schools. Each school will also prepare 

and keep under review its own health and safety policy, which explains how these over-arching principles 

are implemented.  

ORGANISATION 
 

Responsibilities of the Trust as an employer devolve to governing bodies and school leaders by various 

statutes, Health & Safety Executive (HSE) Regulations Guidelines and Certain Other Authorities 

Standards, and they include the requirement to:- 

 

 formulate a Health and Safety Statement setting out in writing the responsibilities, organisation, 

and arrangements for ensuring safety in the school.   

 

 review health and safety arrangements for effectiveness and modifications in the light of 

experience, new equipment and new legislation; 

 

 implement any new arrangements as necessary; 

 

 receive from the Principal/Headteacher, or other appropriate members of staff, reports on health 

and safety matters and report to other external bodies as appropriate, any hazards which are 

their responsibility, or which the Governing Body is unable to rectify from its own resources; 

 

 seek appropriate specialist advice where the Governing Body is not fully competent or where 

additional advice could usefully be sought; 

 

 promote high standards of health and safety in the school. 

 

The Trust Board recognise the need to identify organisational arrangements in its schools for 

implementing monitoring and controlling health and safety matters.  As illustrated by the following chart, 

health and safety responsibilities are to be defined at four distinct levels: 
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HEALTH AND SAFETY ORGANISATIONAL STRUCTURE 
 

LEVEL 4 - All employees. 

LEVEL 3 - Staff with specific health and safety responsibilities arising from their day-to-day responsibility 

for pupils/premises. 

LEVEL 2- Middle managers and others with significant management responsibility for health and safety. 

LEVEL 1- Principal/Headteacher/Senior Leadership/Health and Safety Officer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The duties falling to postholders at each of these levels are as follows: 

Level 1:  PRINCIPAL/Headteacher and Health and Safety Officer  
 

1. The Principal/Headteacher is responsible and accountable to the governors for implementing the 

school safety policy and for all matters relating to health, safety and welfare within the 

establishment.  The Principal/Headteacher or their representative will act as Chair of a school based 

Health and Safety Committee, or similar. 

Currently the processes at each school are the following 

At Graveney School there is a Health and Safety Committee where all premise and 

accidents are reported. 

At the Primary Schools the school keeper and headteacher meet regularly to discuss 

premises health and safety and the office staff and headteacher manage the accident log 

with accident reporting to the Trust.  

There is a Health and Safety section at each Full Governing Body meeting to update governors. 

2. The day to day management of health and safety matters will be delegated to the Health and Safety 

Officer, usually the Site Manager, who will be required to 

 Ensure that the school’s safety policy is effectively implemented and understood at all levels 

and that it is regularly monitored, controlled and revised as necessary 

LEVEL 4                                                                           ALL EMPLOYEES 

LEVEL 3                         SCHOOLKEEPERS                           TEACHERS                            TECHNICIANS 

LEVEL 2                 SITE                   CHIEF TECHs./                  MIDDLE              LIBRARIAN             HEAD OF 

                   MANAGERS                         IT                       MANAGERS                                          KITCHEN 

LEVEL 1                                                               HEALTH AND SAFETY OFFICER 

 

PRINCIPAL/HEADTEACHER 

(SENIOR LEADERSHIP TEAM) 

 
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 Ensure that all new, amended or updated material regarding health and safety matters is 

brought to the attention of the relevant personnel immediately upon receipt 

 Ensure that the agreed procedure for reporting all defects, hazards and problems regarding 

health and safety matters functions efficiently and effectively 

 Support the work of and report to the school Health and Safety Committee, arranging 

meetings as necessary to resolve uncertain areas of responsibility, consider problems or 

recommendations and referrals to the governing body.   

 Be available to any member of staff to discuss and seek to resolve any health and safety 

problem not resolved at a lower level 

 Seek advice, when appropriate, from outside agencies who are able to offer expert opinions 

 Have the right to stop what are considered unsafe practices or the use of any plant, tool, 

equipment, machinery etc. which equally he considers to be unsafe 

 Make arrangements for improvements to premises and plan tools equipment which are the 

school’s responsibility in liaison with appropriate members of staff 

 Ensure that all postholders with level 2 responsibility undertake a termly health and safety 

inspection of their area 

 Ensure that the circumstances of accidents are appropriately examined and recorded and that 

all reasonable steps are taken to avoid a recurrence 

 From time to time review, with the Health and Safety Committee, the provision of First Aid in 

school and the fire and evacuation procedures 

 Monitor and inform the governing body of health and safety related staff training undertaken  

 Ensure that all schemes of work include arrangements regarding the adequate information, 

instruction, training and supervision for health and safety matters 

 Consult with approved trade union representatives on all health, safety and welfare matters 

and co-operate with them in the execution of their duties. 

 Be aware of all contracts and/or third parties entering the school to undertake maintenance 

service or work contracts. 

Level 2:  All staff with responsibility for a space in school that is regularly occupied by 
pupils/students/members of the public including Site Managers, Middle Managers, 
Chief Technicians, Librarians, Head of Kitchen, IT staff etc.   
 

Under the guidance of the Health and Safety Officer, postholders with level 2 responsibilities will be 

required to fulfil the following generic functions: 

 Pursue the prevention of accidents and the avoidance of ill health arising from work activities.  

 Preparation of “departmental health and safety policy” defining safe working arrangements in 

departments or teams and bringing this to the attention of all staff including new entrants, 

supply teachers etc. 

 Display of statutory notices, placards, regulations and safety signs as appropriate in their work 

place. 

 Ensure that a copy of the Fire Drill regulations and assembly points are prominently displayed 

in all rooms and areas for which they are responsible. 

 Ensure that everything received from suppliers (machinery, equipment, substances etc) is 

accompanied by adequate information and instruction prior to use. 
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 Receive reports from users of the area of hazards and to take steps, so far as is reasonably 

practicable, to either remove the hazard or to adequately control the risks arising. 

 Report to the Health and Safety Liaison Officer instances where their normal responsibilities 

do not allow them to deal effectively with a hazard, or if there is any doubt as to the 

practicability of a solution.  Where necessary to take appropriate short term measures to 

maintain safety pending rectification. 

 Ensure that accidents are reported in accordance with the Council’s instruction and to 

investigate accidents as required by the Health and Safety Liaison Officer. 

 Inspect the area under their control at least once in every term, both from the viewpoint of 

identifying hazards and to assess the effectiveness of the local hazard reporting system.  

 Take reasonable steps to ensure that staff are informed of the content of the local statement, 

and any other information relating to their health and safety which is issued from time to time. 

 To ensure the use of personal protective clothing and equipment where appropriate and to 

ensure that such clothing and equipment is properly maintained and renewed when 

necessary. 

 Ensure that employees new to the workplace are given every assistance to perform their 

duties in a safe manner, in particular to ensure that they are given a copy of the statement of 

local arrangements and the opportunity to read it before starting work. 

Level 3:  Schoolkeepers, Teachers, Technicians 
 

Teaching staff, technicians and school keeping staff are responsible to their line manager 

(Headteachers/Heads of Department and Site Manager respectively) for the implementation of the 

school health and safety policy in the performance of their duties whilst on school site.  

In so doing they must: 

 be familiar with the school’s health and safety policy, the implications of that policy and equally 

any procedures, arrangements and practices relating to their department. 

 fulfil any responsibilities laid down in their own departmental/team policy and safety working 

arrangements. 

 ensure that, where conditions apply, all pupils/studies or persons under their control receive 

instruction and are provided with on-the-job training to enable them to operate in a safety and 

efficient manner. 

 report to their head of department using the agreed procedure all problems, defects and 

hazards that are brought to their notice. 

Level 4:  All Other Employees 
 

All staff have responsibilities under the Health and Safety at Work etc. Act and are required to make 

themselves familiar with all documents relating to health and safety in the school.  They should pay 

particular attention to any sections of the Health and Safety Manual that relate to their particular work 

activities. 
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ROLE OF SPECIALIST ADVISERS 
 

The Trust Board recognise that there will be occasions when schools will require specialist advice on, for 

example, air monitoring, local exhaust ventilation systems, specific inspections etc.  The procedures to be 

adopted and recommendations for outside advice will be decided by school based Health and Safety 

Committees. 

COVERAGE OF SCHOOL BASED HEALTH AND SAFETY POLICIES  
 

All Trust schools must have a Health and Safety Policy which, as a minimum, either includes the local 

arrangements for dealing with the following or makes reference to a separate document where those 

arrangements can be found. School level policies and procedures must be reviewed regularly by school 

governing bodies, must be evidenced in governing body minutes and must be available for inspection by 

representatives of the Trust on request:  

 Fire and Other Arrangements (including for students and employees with disabilities) 
 

 Emergency Evacuation and Lockdown arrangements (including for students and employees 
with disabilities) 
 

 Fire Prevention and Detection Equipment  
 

 Hazard Reporting and Risk Assessment (including site and people at risk) 
 

 Accident and Dangerous or Violent Incident Reporting and Investigation  
A flow chart showing a possible system for investigating and reporting on accidents taking place in 
schools is attached as Appendix 1. All schools must prepare a termly summary of accidents for 
consideration by their governing body (or appropriate committee) and for review by the Trust 
Board.  
 

 Arrangements for visitors entering and leaving the premises 
 

 Contractors on site 
 

 Houskeeping and premises 
 

 Personal Protective Equipment 
 

 Security  
 

 Work Equipment including dangerous machinery and dangerous substances 
 

 Safety Inspections 
 

 First Aid  and Medical provision  
 

 Waste management and cleaning 
 

 Public Health and Other School Emergencies 
Schools are required to provide a separate risk assessment and set of procedures for any public 
health or other school emergencies such as Covid-19. These risk assessments will be approved by 
the Trust Board 
 
 
 



6 
 

 

PROVISION OF INFORMATION 
 

Site Managers are responsible for distributing all health and safety information received by schools for the 

maintenance of a health and safety information reference system. 

Site Managers will decide on the circulation of each document.   

RADIOACTIVE SOURCES 
 

Where radioactive sources are in use, school policies must specify a named individual to act as The 

Radiation Protection Supervisor and must specify where the records and sources are kept. 

EQUALITY CONSIDERATIONS 
 

Governors have reviewed this policy in the context of their responsibilities under the Equalities Act 2010 

and the Public Sector Equality Duty which comes into force from April 2012. They are satisfied that this 

policy advances equality of opportunity between persons who share a relevant protected characteristic 

and persons who do not share it.  
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Appendix 1 
ACCIDENT REPORTING, INVESTIGATING AND RECORDING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRINCIPAL FIRST AIDER 

Logs accident, makes initial entries on Accident Report form, assesses 

whether the accident appears to be related to a site hazard or a people hazard 

 

SITE HAZARD 

PFA passes the form to 

PEOPLE/ACTIVITY RELATED HAZARD 

PFA passes the form to 

HEALTH AND SAFETY OFFICER 
who investigates the accident, talks to 

witnesses and victim and notes the cause 

of the accident and recommended 

preventative steps on the Accident form 

and refers on to 

 

PHASE HEAD/Senior Teacher who 

investigates the accident, talks to witnesses 

and victim and notes the cause of the 

accident and recommended preventative 

steps/action taken on the Accident form and 

refers on to 

SITE COMMITTEE review H&S 

Officer’s report, amends/revises as 

necessary, authorise/take any action 

identified and refers on depending on 

category of accident 

PRINCIPAL FIRST AIDER  

signs off completed accident form and prepares summary data sheet for Governing Body 

GOVERNING BODY 

Review accident summary and make recommendations as necessary  

MINOR e.g. cuts/ 

bruises, back in 

lessons 

 

MORE SERIOUS e.g. fractures, 

ambulance to A&E, back to school in 

under 3 days 

MAJOR 

As for serious, but off school for more than 

3 days 

RIDDOR REPORT 

Site Committee decide if Riddor report required and 

prepare and submit to HSE if necessary 

RELEVANT LINE MANAGER who 

reviews Phase Head’s report, 

amends/revises as necessary, 

authorises/takes any action identified and 

refers on depending on category of 

accident 

SCHOOL NURSE 

Victim seen by School Nurse or PFA on return to school  

 

SITE HAZARD 

 

SITE COMMITTEE 

Prepares full investigation report 

to append to Accident form 

 

PEOPLE/ACTIVITY HAZARD 

 

RELEVANT LINE MANAGER 

Prepares full investigation report 

based on preliminary investigation 

to append to Accident form and 

passes this on to the Site 

Committee 

 


