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This policy applies to: all employees, pupils, governors, volunteers, visitors, contractors and other people who may be affected by school activities.
Related documents: Essex County Council health and safety arrangements; school risk assessments; Child Protection and Safeguarding Policy; Allergy Safety Policy; First Aid arrangements; Supporting Pupils with Medical Conditions arrangements; Educational Visits procedures; emergency and fire procedures; Parent and Carer Code of Conduct; Whistleblowing Policy.


1. Statement of Intent
Manuden Primary School is committed to providing and maintaining, so far as is reasonably practicable, a safe and healthy environment for pupils, employees and all those who visit or work at the school. Health and safety is an integral part of good leadership, safeguarding and effective school management.
We will manage risk sensibly and proportionately. Our aim is not to remove worthwhile learning, play, sport or educational visits, but to identify significant hazards, put appropriate controls in place and enable pupils and staff to participate safely and confidently.
As a community maintained school, Essex County Council is the employer and retains the overarching employer duties for health and safety. Day-to-day implementation is delegated to the Headteacher and school management, working within Essex County Council requirements and with access to competent health and safety advice.
	Core principle
If any member of staff believes there is a serious and immediate danger, they should act to make the situation safe, seek appropriate help and report the concern without delay. In an emergency, any member of staff may call 999 without waiting for Headteacher permission.


2. Legal and Local Framework
This policy is informed by the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and other relevant health and safety legislation. It should be read alongside Essex County Council’s health and safety management arrangements and current Department for Education (DfE) and Health and Safety Executive (HSE) guidance.
Health and Safety at Work etc. Act 1974
Management of Health and Safety at Work Regulations 1999
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
Regulatory Reform (Fire Safety) Order 2005
Control of Substances Hazardous to Health Regulations 2002 (COSHH)
Control of Asbestos Regulations 2012, where applicable
Work at Height Regulations 2005
Electricity at Work Regulations 1989
Manual Handling Operations Regulations 1992
Health and Safety (Display Screen Equipment) Regulations 1992
The school will also have regard to relevant DfE, HSE, UK Health Security Agency, CLEAPSS, Essex County Council and sector-specific guidance. Where local authority procedures impose additional requirements, those procedures will be followed.
3. Roles and Responsibilities
Essex County Council – employer
As employer for a community maintained school, Essex County Council is accountable for its statutory employer duties. The school will cooperate with the local authority, follow applicable corporate and education health and safety arrangements, provide information reasonably required by the authority and act on competent advice.
The school has access to the Essex County Council Health and Safety Service for competent advice and support. Specialist contractors or advisers will be used where risks require expertise beyond that available within school.
Governing Body
The Governing Body provides strategic oversight and assurance. It will:
approve and keep this policy under review;
provide appropriate support and challenge to the Headteacher;
seek assurance that significant risks are identified and controlled;
receive appropriate information about accidents, incidents, near misses and significant premises risks;
monitor whether necessary actions arising from inspections, audits or incidents are completed;
ensure health and safety considerations are reflected in strategic decisions, including premises, staffing and resources.
Nominated Health and Safety Governor
The nominated governor will support the Governing Body’s oversight by meeting with the Headteacher as appropriate, reviewing relevant information and participating in monitoring visits or discussions. The governor’s role is strategic and does not transfer operational responsibility away from the Headteacher or employer.
Headteacher
The Headteacher, Phil Molyneux, is the school’s operational Health and Safety Lead. He is responsible for ensuring that this policy is implemented and that health and safety is managed as part of normal school leadership. This includes:
ensuring suitable risk assessments and control measures are in place;
allocating responsibilities clearly and ensuring staff understand them;
ensuring staff receive appropriate information, instruction, supervision and training;
ensuring significant defects, hazards and unsafe practices are addressed;
coordinating with Essex County Council and competent advisers;
overseeing serious accident and incident follow-up;
ensuring statutory and planned premises checks are arranged and evidenced;
reporting significant matters to governors.
Day-to-day premises oversight
Day-to-day premises and operational health and safety oversight is shared between the Headteacher, School Business Manager and other staff to whom specific tasks are allocated. Delegation of a task does not remove the Headteacher’s overall responsibility for ensuring that appropriate systems are in place.
Competent contractors arranged through the school, Essex County Council or approved providers will undertake specialist inspection, testing, maintenance and compliance work where required.
All staff
Every employee has a legal and professional responsibility to take reasonable care of their own health and safety and that of others who may be affected by their actions. Staff must:
follow school and employer health and safety procedures and reasonable instructions;
use equipment only where they are competent and authorised to do so;
report hazards, defects, accidents, near misses and unsafe practices promptly;
not intentionally misuse or interfere with safety equipment;
consider risk when planning lessons, activities and supervision;
stop or modify an activity where there is an immediate risk that cannot be controlled safely;
raise concerns if they believe an existing procedure or risk assessment is ineffective or disproportionate.
Pupils
Pupils will be taught and expected, in an age-appropriate way, to follow safety instructions, use equipment responsibly, report hazards or concerns and behave in a way that does not place themselves or others at unreasonable risk. Behaviour expectations will be applied consistently with the school’s Behaviour Policy and reasonable adjustments.
Visitors, volunteers and contractors
Visitors, volunteers and contractors must follow school safety, security, safeguarding and emergency instructions. Contractors are responsible for the safety of their own work and employees and must cooperate with school arrangements, provide relevant risk assessments or method statements where required and ensure that their work does not create uncontrolled risk to pupils, staff or others.
4. Risk Assessment and Sensible Risk Management
Risk assessment is the foundation of the school’s health and safety arrangements. Assessments will be proportionate to the activity and will focus on significant risks rather than unnecessary paperwork.
Risk assessments should identify:
the hazard;
who may be harmed and how;
existing control measures;
whether further action is required;
who is responsible for that action;
when the assessment should be reviewed.
Risk assessments will be reviewed when there is reason to believe they are no longer valid, following a significant incident or near miss, when circumstances change materially, or at the review frequency required by law, employer procedure or the risk itself.
Individual risk assessments will be considered where a pupil, employee or visitor has needs or circumstances that materially affect risk, including disability, SEND, medical needs, pregnancy or other temporary or permanent factors. Reasonable adjustments will be made where required.
	Balanced approach to risk
Health and safety should enable good education. Pupils should be able to play, explore, take part in sport, use appropriate tools and equipment and attend educational visits where risks have been considered and managed sensibly.


5. Premises, Site and Statutory Compliance
Site inspections and defects
The school will carry out or arrange proportionate site inspections and routine checks. Staff must report defects and hazards promptly to the school office or Headteacher. Urgent hazards will be isolated, taken out of use or otherwise controlled until remedial action is completed.
Records of significant inspections, servicing, maintenance and remedial actions will be retained in the school’s premises/compliance records or relevant local-authority system.
Fire safety
The school will maintain a suitable and sufficient fire risk assessment and implement its control measures. Fire alarms, emergency lighting, extinguishers and other fire-safety systems will be inspected, tested and maintained at appropriate intervals by competent persons. Fire drills and staff information will be used to ensure that evacuation arrangements are understood.
Personal Emergency Evacuation Plans (PEEPs) or other individual arrangements will be put in place where necessary.
Asbestos
Where asbestos-containing materials are present or may be present, the school will comply with the Control of Asbestos Regulations and Essex County Council arrangements. The asbestos management plan/register will be kept available to those who need it. Contractors must be given relevant asbestos information before intrusive work begins. No employee or contractor may disturb suspected asbestos without appropriate authorisation and controls.
Water hygiene and legionella
Water hygiene will be managed through a suitable risk assessment and written control scheme where required. Appropriate monitoring, flushing, temperature checks, cleaning, maintenance and remedial work will be completed by competent persons in accordance with the risk assessment and local-authority arrangements.
Electrical, gas, plant and equipment safety
Electrical installations, gas systems, heating equipment, lifting equipment and other plant will be inspected, tested and maintained by competent persons at intervals appropriate to legal requirements, manufacturer instructions, risk and Essex County Council arrangements. Portable electrical equipment will be maintained and inspected on a risk-based basis; annual testing will not be treated as a substitute for visual checks and defect reporting.
Defective equipment must be taken out of use where it could present a risk and reported promptly.
Security and access
The school will maintain proportionate arrangements for site security, visitor management, access control and the safe arrival and collection of pupils. Emergency access routes and exits must be kept available. Concerns involving aggressive, abusive or threatening behaviour will be managed alongside the Parent and Carer Code of Conduct, safeguarding arrangements and, where necessary, police or local-authority advice.
6. First Aid, Medical Needs and Allergies
The school will maintain adequate and appropriate first aid arrangements based on a first aid needs assessment. Detailed first aid procedures, including the location and checking of first aid equipment, are maintained through the school’s first aid arrangements and will be set out in the separate First Aid Policy.
Pupils with medical conditions will be supported so that they can access education safely and fully. Individual healthcare plans and medication arrangements will be used where appropriate. Allergy and anaphylaxis arrangements, including the school’s spare adrenaline auto-injectors (AAIs), are set out in the Allergy Safety Policy. Spare AAIs are stored centrally in the staff room and must remain readily accessible.
Emergency medical action must never be delayed while seeking senior permission. Staff should call 999 whenever the situation requires it and then notify the Headteacher/office as soon as practicable.
7. Accidents, Incidents, Near Misses and RIDDOR
Accidents, injuries and significant near misses must be reported promptly to the school office and recorded through the school’s approved accident/incident reporting arrangements. The purpose of recording is to provide appropriate care, identify patterns, support investigation and enable preventative action.
The Headteacher and School Business Manager will review serious incidents and relevant trends. They will determine, with advice from Essex County Council Health and Safety Service where necessary, whether an incident may meet RIDDOR criteria and will ensure that the correct employer/responsible-person reporting route is followed. Most pupil accidents in school are not reportable under RIDDOR simply because an injury occurred.
Significant incidents and near misses will be investigated proportionately to establish what happened, whether existing controls were adequate and what, if anything, needs to change.
CPOMS and health and safety recording
	CPOMS is not the accident book
Routine accident and health and safety records must be completed through the school’s approved accident/incident system. CPOMS does not replace statutory or operational health and safety recording.


CPOMS should additionally be used where an accident, injury or incident has a safeguarding, welfare or behaviour dimension that needs to form part of the pupil’s wider chronology. Examples may include:
an unexplained or concerning injury;
a disclosure suggesting abuse, neglect or unsafe care;
an injury resulting from alleged bullying, child-on-child abuse, assault or harmful behaviour;
repeated injuries or incidents that may indicate an emerging pattern;
self-harm or another incident that raises a safeguarding or significant welfare concern;
an incident where information may be relevant to the DSL, SENCO or other pastoral/safeguarding work.
Where both systems are used, staff should record only what is necessary in each system, maintain confidentiality and make the safeguarding context clear without unnecessarily duplicating sensitive information. Any safeguarding concern must be reported to the DSL in accordance with the Child Protection and Safeguarding Policy.
8. Hazardous Substances (COSHH)
Hazardous substances will be avoided where a safer alternative is reasonably available. Where hazardous substances are used or stored, suitable COSHH assessments and controls will be in place, including safe storage, labelling, use, disposal, spill arrangements and access to safety information.
Staff must not bring hazardous substances into school for work purposes without appropriate approval and risk assessment. Cleaning products and similar substances must be stored so that pupils cannot access them unsupervised.
9. Manual Handling and Moving Pupils or Equipment
Manual handling tasks will be avoided or reduced where reasonably practicable. Staff should use appropriate equipment, seek help and follow training or individual plans. No employee is expected to undertake a lift or manoeuvre that they reasonably believe is unsafe.
Moving and handling arrangements for pupils with physical or medical needs will be individually assessed and supported by appropriate training and equipment where required.
10. Work at Height
Work at height will be properly planned, supervised where necessary and carried out using suitable equipment by people who are competent for the task. Staff must not stand on chairs, tables or other unsuitable furniture to gain height. Defective access equipment must not be used.
11. Curriculum, Play, PE and Practical Activities
Teachers remain responsible for considering foreseeable risk when planning curriculum activities. Existing schemes, risk assessments and specialist guidance should be used where relevant. The school will draw on CLEAPSS guidance for science, design and technology and art activities where appropriate, and relevant sector guidance for PE and sport.
Playgrounds and play opportunities will be managed using a balanced approach to risk. Normal childhood play carries some risk; the school will intervene where hazards or behaviour create an unreasonable risk of serious harm rather than attempting to remove all challenge from play.
PE and sports equipment will be used and maintained appropriately. Staff leading activities must ensure suitable supervision, space, equipment and adaptations for pupils’ needs.
12. Educational Visits and Off-site Activities
Educational visits will be planned and managed through the school’s Educational Visits procedures and Essex County Council requirements, including the use of the approved visit-management system where applicable. The level of planning and approval will be proportionate to the nature and risk of the visit.
Visit leaders must consider supervision, transport, first aid, medical and allergy needs, accessibility, safeguarding, emergency arrangements and any activity-specific hazards. Volunteers must be appropriately briefed and supervised.
13. Contractors and Building Work
Contractors will be selected and managed in a way that protects pupils, staff and others. Before work begins, the school will consider competence, safeguarding/site access, risk assessments and method statements where appropriate, segregation from pupils, fire and emergency arrangements, asbestos information where relevant and arrangements for handover of the work area.
Contractors remain responsible for the health and safety of their employees and work activities. School staff must report unsafe contractor practices immediately so that work can be stopped or controlled where necessary.
14. Lone Working and Personal Safety
Lone working will be avoided where the risk is unacceptable. Where staff work alone, the school will consider foreseeable risks, communication, access, emergency arrangements, tasks that should not be undertaken alone and arrangements for checking in or summoning help.
Staff must not undertake high-risk tasks alone unless specifically risk assessed and authorised.
15. Display Screen Equipment (DSE)
Staff who habitually use display screen equipment as a significant part of their work will be supported to complete an appropriate workstation assessment. Reasonable steps will be taken to address identified risks relating to posture, equipment, work patterns or accessibility. Eligible users will be informed of their entitlement to eyesight tests under the DSE Regulations.
16. Infection Prevention and Public Health
The school will follow current UK Health Security Agency, NHS and Essex advice in managing infectious illness and public-health incidents. Proportionate hygiene, cleaning, ventilation, exclusion and outbreak-control measures will be implemented as appropriate, with individual risk assessments where needed.
Standard precautions will be used when dealing with blood or bodily fluids. Appropriate PPE and cleaning/spill arrangements will be available and staff will be given suitable information or training for their role.
17. Staff Wellbeing, Stress and Violence at Work
The school recognises that work-related stress, aggression, violence and harassment can affect health and safety. Concerns will be taken seriously and managed through appropriate risk assessment, workload, wellbeing, behaviour, safeguarding, HR and staff-support arrangements.
Staff are not expected to tolerate abusive, threatening or violent behaviour from pupils, parents, visitors or colleagues. Incidents should be reported promptly. Immediate safety action may include ending a meeting, seeking support, restricting access or contacting the police where necessary.
18. New and Expectant Mothers and Individual Health Needs
Where an employee notifies the school that they are pregnant, have given birth within the previous six months or are breastfeeding, the school will review relevant workplace risks and make appropriate adjustments in accordance with legal requirements and employer procedures.
The school will also consider reasonable adjustments and individual risk assessments for employees with disabilities, injuries, medical conditions or other needs affecting workplace safety.
19. Training, Information and Consultation
Staff will receive health and safety information, instruction and training appropriate to their role, including during induction and when responsibilities, equipment or risks change. Staff undertaking higher-risk or specialist tasks will receive additional training as required.
The school will consult employees on health and safety matters through appropriate staff communication and, where applicable, recognised trade union safety representatives. Staff are encouraged to raise concerns and suggest improvements without fear of detriment.
20. Emergency Planning and Business Continuity
The school will maintain emergency arrangements proportionate to foreseeable risks, including fire, serious injury, severe weather, loss of utilities, security incidents, public-health incidents and other significant disruption. Emergency plans will identify roles, communication routes, evacuation or shelter arrangements, contact procedures and recovery actions where appropriate.
Emergency arrangements will be tested or exercised at suitable intervals and reviewed following exercises or actual incidents.
21. Monitoring, Audit and Review
Health and safety performance will be monitored through a combination of premises inspections, accident and near-miss review, compliance records, staff feedback, risk-assessment review, contractor reports, audits and governor oversight.
The Headteacher will ensure that significant actions are tracked to completion and that unresolved high-risk matters are escalated promptly to the Governing Body and/or Essex County Council as appropriate.
This policy will be reviewed at least annually and earlier where there is a significant incident, material change to the school or premises, change in law or guidance, or evidence that existing arrangements are no longer effective.
22. Key External Advice
For employer-specific advice and local procedures, Manuden Primary School will use Essex County Council Health and Safety Service and the secure Essex Schools Infolink resources.
Essex County Council Health and Safety Service: 0333 013 9818 | hs@essex.gov.uk
DfE – Health and safety: responsibilities and duties for schools
HSE – Schools and education
HSE – RIDDOR reporting
Essex Schools Infolink – Health and safety


Appendix 1 – Staff Health and Safety Quick Guide
	If there is immediate danger
Make the situation safe if you can do so without putting yourself at unreasonable risk. Move pupils away, stop the activity or isolate the hazard. Call 999 immediately if required. Then inform the Headteacher/school office.


Report promptly
Accidents and injuries requiring first aid or further action – school accident/incident system.
Significant near misses – school office/Headteacher and incident system as directed.
Premises defects, damaged equipment or hazards – school office/Headteacher.
Safeguarding or welfare concerns connected to an injury/incident – DSL and CPOMS, as well as the accident record where applicable.
Unsafe contractor activity – Headteacher/school office immediately.
Concerns about health and safety procedures – Headteacher, nominated governor, Essex H&S advice or Whistleblowing Policy as appropriate.
Remember
Do not use equipment you believe is unsafe.
Do not stand on chairs or tables to work at height.
Do not investigate safeguarding concerns yourself.
Do not assume CPOMS replaces the accident record.
Do not delay an emergency call while trying to obtain senior permission.
Health and safety should be proportionate: manage real risk without preventing worthwhile learning and play.


Appendix 2 – Accident / Incident and CPOMS Decision Guide
Use this guide to decide which record is needed. Where in doubt, record the accident through the school’s health and safety system and speak to the DSL about whether a CPOMS entry is also required.
	Situation
	Accident / H&S record
	CPOMS

	Routine playground fall with no safeguarding context
	Yes, where first aid/recording threshold is met
	Usually no

	Significant near miss involving premises or equipment
	Yes
	Only if pupil safeguarding/welfare context is relevant

	Injury caused by alleged bullying or assault
	Yes
	Yes

	Unexplained injury or concerning explanation
	Yes, if injury/first aid event
	Yes – report to DSL

	Repeated similar injuries creating a concerning pattern
	Yes
	Yes – consider safeguarding/welfare chronology

	Self-harm or deliberate injury
	Yes, as appropriate for injury/medical response
	Yes – safeguarding/welfare response

	Staff injury at work
	Yes
	No, unless a pupil safeguarding issue is also involved

	Medical emergency unrelated to safeguarding
	Yes
	Only if relevant to the pupil’s wider safeguarding/welfare record




Appendix 3 – Headteacher / Governor Monitoring Checklist
This is a proportionate oversight checklist rather than a substitute for Essex County Council procedures or specialist compliance schedules.
	Area
	Assurance question

	Risk management
	Significant school and activity risk assessments are current; actions are completed; individual risk assessments are used where needed.

	Premises
	Site inspections take place; significant defects are logged, prioritised and closed.

	Fire
	Fire risk assessment and actions are current; drills, alarm systems, emergency lighting and fire equipment are managed.

	Water
	Legionella/water-hygiene assessment, written controls and monitoring are current.

	Asbestos
	Management plan/register is current and available before intrusive work, where applicable.

	Electrical / plant
	Required inspection, maintenance and testing is in date and defects are controlled.

	First aid / medical
	First aid needs assessment and training remain appropriate; medicines/allergy arrangements are implemented.

	Accidents / near misses
	Records and trends are reviewed; serious incidents are investigated; RIDDOR decisions are made through the correct employer route.

	Training
	Staff induction and role-specific health and safety training are current.

	Contractors
	Competence, risk controls, safeguarding/access and relevant premises information are managed.

	Visits / curriculum
	Educational visits and higher-risk curriculum activities follow the required approval and risk-management systems.

	Staff wellbeing / violence
	Relevant incidents and risks are reviewed and appropriate support/control measures are in place.

	Governance
	Significant risks, trends and overdue actions are reported to governors without disclosing unnecessary personal information.



MANUDEN PRIMARY SCHOOL  |  The Street, Manuden, Bishop’s Stortford, CM23 1DE  |  01279 813370
www.manudenprimary.co.uk  |  office@manuden.essex.sch.uk
image1.png
‘AP‘NUDE/V





