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1. Policy Statement  

•  The Governing Body of Arnold Hill Spencer Academy recognise its responsibilities under the Health and Safety 
at Work Act 1974 and other health and safety legislation to provide a safe and healthy working environment for 
employees, and to ensure that their work does not adversely affect the health and safety of other people such 
as pupils, staff, visitors and contractors. 

• Further operation details are given in the Health and Safety Management Plan. 
• The Governing Body will ensure that effective consultation takes place with all employees on health and safety 

matters and that individual are consulted before allocating particular health and safety functions to matter. 
• Where necessary the Governing Body will seek specialist advice to determine the risks to health and safety in 

the establishment and the precautions required to deal with them. 
• The Governing Body requires the support of all staff to enable the maintenance of high standards of health and 

safety in all Academy activities. 
• This policy forms part of the overall health and safety arrangements at Arnold Hill Spencer Academy in dealing 

with different areas of risk. Details of how these areas of risk will be addressed are detailed in the Academy 

Health and Safety Management Plan. 
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2. Health and Safety Management Plan  

2.1 Organisation Responsibilities of the Governing Body 

• Complying with the Health and Safety Policy and the arrangements made therein; 
• Formulating and ratifying the Academy’s Health and Safety Policy and Health and Safety Management Plan; 
• Promoting high standards of health and safety within the Academy; 
• Regularly reviewing health and safety arrangements (at least annually) and implementing new arrangements 

where necessary: 
• Ensuring that the site and premises are maintained in a safe condition and that appropriate funding is allocated 

to this end from the Academy budget; 
• Ensuring that risk assessments are made; 
• All accidents are recorded; 
• Academy activities, including those off site, which could constitute a significant risk to health and safety of 

employees or other persons are appropriately controlled; 
• Prioritising action on health and safety matters where resources are required from the Academy’s budget – 

seeking further advice where necessary and ensuring that action is taken;  
• Ensuring that this statement and other relevant health and safety documentation is available to all employees 

via the Academy’s handbook and website: http://www.arnoldhillspencer.com 
• Active and reactive monitoring of health and safety matters within the Academy including health and safety 

inspection reports and accident reporting; 
• Participate in the Academy’s H&S Management Committee. 

 

2.2 Responsibilities of the Principal 

• Ensuring the requirements of the Occupier’s Liability 1957/1984 is complied with; 
• The day to day management of health and safety matters in accordance with the Academy’s health and safety 

policy and ensuring the health and safety arrangements are carried out in practice; 
• Ensuring that risk assessments are made, recorded and actioned including those off site which could constitute 

a significant risk to health and safety of employees or other persons; 
• Ensuring that regular health and safety inspections are carried out throughout the Academy and its grounds. 
• Ensuring that remedial action is taken following health and safety inspections; 
• Ensuring that information received on health and safety matters is passed to the appropriate people; 
• Identifying staff health and safety training needs and arranging for them to be provided; 
• Monitoring purchasing and maintenance of equipment and materials and ensuring that it complies with current 

health and safety standards; 
• Monitoring contractors and ensuring that only competent, approved contractors are engaged to work on the 

Academy site; 
• Seeking specialist advice on health and safety matters where appropriate. 

 

2.3 Responsibilities of the Facilities Manager 

• Attending appropriate Health and Safety Training Courses that will enable him to discharge his duties 
effectively; 

• Promoting health and safety matters throughout the Academy and assisting the Principal in the implementation 
of the Academy’s Health and Safety Procedures; 

• Ensuring that Health and Safety Manual and associated documentation on Fire, Asbestos, Water management 
etc. are kept up to date; 

• Ensuring that the correct accident reporting procedures are followed and that where appropriate accidents, 
incidents and near misses are investigated; 

• Arrange regular health and safety inspections and ensure follow up action is completed. 
• Providing health and safety induction training; 
• Ensuring that all statutory inspections are completed and records kept; 
• Ensuring that emergency drills and procedures are carried out regularly and monitored for effectiveness; 
• Monitoring contractors on site and ensure they consult and sign the Asbestos Register. 

http://www.arnoldhillspencer.com/


 

2.4 Senior Team: TLR Holders and Other Line Managers 

• The day to day management of Health and Safety within their department or area of responsibility in 
accordance with health and safety policy; 

• Drawing up reviewing departmental policies, procedures and risk assessments regular (at least once annually) 
• Carrying out regular health and safety monitoring inspections of the department and making reports to Head of 

Department or Principal where appropriate; 
• Ensuring remedial action is taken following health and safety inspections; 
• Passing on health and safety information received to the appropriate people. 

 

2.5 Responsibilities of all staff 

• Take reasonable care for the health and safety of themselves and others when undertaking their work: 
• Comply with all appropriate risk assessments and safe working practices; 
• Checking classrooms/work areas are safe; 
• Checking equipment is safe before use; 
• Ensuring safe working procedures are followed; 
• Co-operating with Academy Governors and Principal on all matters relating to health and safety by complying 

with health and safety policy; 
• Not intentionally or recklessly interfering with or misusing any equipment or fittings provided in the interests of 

health safety and welfare; 
• Ensure that they only use equipment or machinery which they are competent to use or have been trained to 

use; 
• Ensure that the correct health and safety equipment is available and that it is fit for purpose; 
• Report any faults, damage or breakages to the site team using “Every Help Desk”. 

 

3. Health & Safety Inspections 

Topic Job Title  

Safety inspections, including planning and general inspection  
• Facilities Manager 
• H&S Governor 

 

Health and Safety Inspections will be carried out by the Facilities Manager. A member of the Governing Body will 
participate with safety inspections where practicable. 
 

Topic  Job Title 

The person responsible for ensuring follow up action on the report is completed 
is: 

• H&S Governor 

Distributing all health and safety information : 
• Facilities Manager 
• Principal 
• H&S Governor 

Records of employees’ signatures indicating that they have received and read and 
understood health and safety information are kept: 

• HR Manager 

 

 
  



Topic Job Title 

Health and Safety Documentation will be kept in the Health and Safety manual 
which is kept:  

• Principal Office 
• Facilities Manager’s 

Office 

The person responsible for maintaining it: 
• Facilities Manager 
• H&S Governor 

Employees will sign to confirm they have read and understood the Health and 
Safety information. 

• HR Manager 

 

4. Fire and Other Emergencies 

The person who discovers an emergency will raise the alarm immediately by the most appropriate means and ensure 
that the Principal, Head of Academy, Facilities Manager or in their absence, a member of the senior leadership team 
is informed immediately and that where appropriate the emergency services are summoned. They will liaise with 
emergency services when they arrive and take advice from them.  
 

Topic Job Title 

Supervising evacuation • Senior Team 

Controlled evacuation of people from building • All Staff 

Summoning of emergency services 
• Site Team 
• Reception 

A-Block - Important no-one attempts to re-enter the building until the all clear is 
given by: 

• Fire Service 
• Principal 
• Facilities Manager 

B-Block - Important no-one attempts to re-enter the building until the all clear is 
given by: 

• Principal 
• Facilities Manager 

 

• To ensure the safety of all people, their removal from danger, their care and the application of first aid and 
medical treatment where appropriate. 

• To call emergency services when appropriate. 
• To safeguard the premises and equipment, if this is possible without putting persons a risk. 

 

Topic Job Title 

Arranging, recording and monitoring fire drills at least once per term: • Facilities Manager 

Emergency contact information for the Principal  • Facilities Manager 

Details and Locations of all hazardous and flammable substances on site. • Facilities Manager 

Carrying out and updating Fire Risk Assessments for site. • Facilities Manager 

 
  



5. Fire Prevention and Detection Equipment Arrangements 

The person responsible for initiating the test of the following fire safety systems and completing the record sheets: 
 

System Location of Test Records  Person Responsible 

Fire Alarm Site Office B-Block  
• Facilities Manager 
• Site Supervisor 

Emergency Lighting System Site Office B-Block  

Smoke Detection System Site Office B-Block  

Visual Inspection of all emergency firefighting equipment (extinguishers, fire 
blankets) Full report done. 

• Facilities Manager to 
do termly inspection. 

Annual test on firefighting equipment. • Pace Fire 

 

6. Location of Main Service Isolation Points 

Service Location of Isolation Point  

Water • A-Block Facilities Room 5 and Plant Room 2nd Floor 
• B-Block Plant Room 
• C-Block Kitchen (Code C2468z) 
• D-Block external store North side 

Electricity • A-Block - Mains Store, North Side external 
• B -Block – Mains Room in Builders yard 
• C-Block – Main “Dashboard” in cupboard by main 

doors 
•  
• D-Block – mains room in B-Block builders’ yard. 

Gas • A and C-Block - South Side Store Room, Gas meter 
by Community gate. 

• B and D-Block – Plant room or meter by the 
community car park. 

 

7. Accident, Dangerous Occurrence, Violent Incident and Near Miss Reporting and 
Investigation 

Any employee who experiences or witnesses an accident, dangerous occurrence, verbal abuse or actual or threatened 
violence or near miss, or to whom one is reported, should complete an Incident/assault/Accident Report as soon as 
possible after the event. These forms are kept by the following people at location (s) specified: 
 

Location of Accident/Incident Form Person in Charge  

A-Block Facilities Office Ground Floor.  • Facilities Manager  

B-Block Student Reception. • Facilities Manager  

 
Accident reports should be logged using the SAT paper forms and uploaded to TAMS if the incident is deemed 
serious enough by the first aider. It is here that the Facilities Manager will be notified and perform any actions 
needed. Facilities Manager is responsible for monitoring accidents to identify trends and patterns. 
 
Forms reviewed by the Facilities Manager (Joshua Beeson) / Principal (Matt Robertson) 



8. First Aid 

A-Block 

Reception 

Pastoral Offices 

Medical Room  

Specialist rooms or Technicians rooms linked to departments 

Location of Travelling First Aid Box 

Reception 

B-Block 

Student Reception 

Pastoral Offices 

Kitchen 

Site Office 

SHED 

C-Block 

Sixth Form Office 

D-Block 

Meeting Room 1 

 
Academy office staff to regular check on the location and contents of all first aid boxes. Any use of first aid materials 
and deficiencies should be reported to and replaced by the Academy office staff. 
 
Queens Medical Centre is the nearest hospital with accident and emergency facilities.  
 

8.1 Trained in First Aid at Work: 

The person responsible for ensuring first aid qualifications are maintained is: • Facilities Manager   

The persons responsible for dealing with the administering of medicines, keeping 
records of parental permission, keeping medicines secure, keeping medicines 
secure, and keeping records of administration. 

• Medical Administrator 

The person responsible for dealing with the administration of controlled drugs 
such as Ritalin including keeping records of parental permission and keeping 
medicines secure. 

• Medical Administrator 

 
  



9. Risk Assessment 

Topic  Job Title  

The person responsible for carrying out general survey of the Academy’s work 
activities including work carried out by contractors or volunteers on site, 
identifying hazards and ensuring risk assessment are produced and 
appropriately communicated is: 

• Facilities Manager 

It is the responsibility of all staff for reporting any hazards that could be a cause 
of serious or imminent danger. Damage to electrical sockets, broken windows, 
and gas or water leaks, wet or slippery floors should be communicated 
immediately to a member of the site team.  

• Facilities Manager 
• Site Team 

The persons responsible for initiating a rick assessment of hazards identified 
and any remedial action decided upon is: 

• Facilities Manager 
• Technicians 

The person responsible for the overview of a rick assessment for educational 
visits is: 

• Teacher 
• Admin 

 
All Staff will be responsible for ensuring the good housekeeping of their own workrooms, for example, offices, 
laboratories, technology workshops, art studios, drama studios and related storage areas. 
 

The person responsible for risk assessments relating to individual pupils is: • Learning Support Lead 

When rubbish needs to be disposed of it should be reported: • The Site Team 

The person responsible for safe disposal of all hazardous waste is: • The Site Team 

The person responsible for ensuring the safe and appropriate disposal of any 
clinical waste is: 

• The Site Team 

A person encountering any damage or wear and tear of the premises which 
may constitute a hazard should log it on the Estates Help Desk:  

• The Site Team 

Defective furniture should be taken out of use immediately and reported to 
the site team who will arrange for its replacement or repair. 

• Facilities Manager / The 
Site Team 

 

10. Premises Security 

Topic Persons Responsible  

The person responsible for unlocking and locking the building, setting/un-
setting security alarms are: 

• Site Team 
• Cleaning Team 

The company who deals with alarm call outs are: 

• SS Systems 
• 0845 402 3046 
• ASG Security 
• 0333 772 1621 

 

  

https://www.google.com/search?q=ss+systems&rlz=1C1GCEA_enGB929GB929&oq=ss+systems&aqs=chrome..69i57j46i175i199i512l2j0i512.1383j0j15&sourceid=chrome&ie=UTF-8
https://www.google.com/search?q=asg+security&rlz=1C1GCEA_enGB929GB929&ei=CcK4YeG_JY-1sAesyqbYAg&ved=0ahUKEwih6Jz21uP0AhWPGuwKHSylCSsQ4dUDCA4&uact=5&oq=asg+security&gs_lcp=Cgdnd3Mtd2l6EAMyBQgAEIAEMgsILhCABBDHARCvATILCC4QgAQQxwEQrwEyBQgAEIAEMgUIABCABDIFCAAQgAQyCAgAEIAEEMkDMgUIABCABDIFCAAQgAQyBQgAEIAEOgsILhDHARCvARCRAjoFCAAQkQI6DgguEIAEELEDEMcBEKMCOhAILhCxAxCDARDHARDRAxBDOgsIABCABBCxAxCDAToECAAQQzoKCC4QxwEQ0QMQQzoOCC4QgAQQsQMQxwEQ0QM6CAgAEIAEELEDOgsILhCABBDHARDRAzoHCAAQsQMQQzoFCC4QgARKBAhBGABKBAhGGABQAFjnDGCwDmgAcAJ4AIABhgGIAcYKkgEEMi4xMJgBAKABAcABAQ&sclient=gws-wiz


11. Severe Weather 

During periods of severe weather, arrangements for maintaining safe access to, from and around the premises (e.g. 
clearing snow and ice) will be determined by the Facilities Manager and Principal. 
 

12. Health and Safety Training 

The persons responsible for the following Health and Safety training would be Facilities Manager and the Academy 
Governors. 
• Academy Health and Safety Policy 
• Asbestos Policy 
• Asbestos Management Plan 
• Water Management 
• Fire and other Emergency Arrangements 
• Accident Reporting Arrangements 
• First Aid 
• Safe Use of Work Equipment 
• Procures for Hazardous Substances 
• Good House Keeping, Waste Disposal and Cleaning Arrangements 
• Hazard Reporting and Maintenance Procedures 
• Special Hazards/Responsibilities Associated with their Work Activity 

 

13. Hazardous Substances 

The inventories of hazardous substances used in the Academy are maintained by the following people: 

Areas Persons 

Science Technicians 

Design and Technology (Materials) D&T Technician 

D & T and Textiles Head of Faculty 

Art and Design (Fine Art) Head of Faculty 

Art and Design (Ceramics) Head of Faculty 

Caretaking Facilities Manager and Site Team 

Catering Catering Manager 

 
Copies of all the hazardous substances inventories are held in the Technicians’ work areas and the B-Block Site Office. 
 
The persons responsible for undertaking and updating the COSH risk assessment are the Faculty Technicians and Site 
Manger all supported by the Facilities Manager. 
 
The company responsible for ensuring that local exhaust ventilation (fume cupboards, dust extraction equipment on 
woodworking machines) will be examined annually and tested by ALLIANZ LTD. 
 
The reports will be kept available for inspection in the B-Block Site office. 
  



14. Asbestos 

Topic  Persons Responsible  

The person’s responsible for making arrangement for dealing with 
asbestos in compliance with the Academy's Asbestos Management 
Plan and ensuring that the Premises Asbestos Register is consulted and 
signed by visiting contractors and other relevant persons are: 

• Facilities Manager 
• Site Supervisors 

The Asbestos Management register is kept: 
• Facilities Manager’s Office 
• B-Block Site Office 

The person responsible for ensuring that the register is updated and as 
appropriate following work on fabric of the building is: 

• Principal 
• Facilities Manager 

 

15. Waste Management 

Waste will be collected daily by the cleaning and site team. Then the site team are responsible for ensuring the safe 
storage of waste in appropriately sited secure containers and that the containers are chained after emptying to prevent 
them being moved. Weekly waste will be collected by Biffa waste services.  
 
All members of staff are responsible for reporting accumulation of waste, or large items of waste that require special 
attention to the site team. 
 
The person responsible for checking that the oil tank bund wall is effective is the Facilities Manager and the Site 
Supervisor. 
 
All members of staff are responsible for arranging to clear up spillages, which occur whilst they are in charge of the 
area concerned. Other spillages, leaks or wet floors should be reported to the site team who will arrange for them to 
be dealt with. 
 
All members of staff are responsible for ensuring that hazardous substances or substances that require special 
procedures for disposal are disposed of safely and in accordance with the appropriate risk assessment sheet. 
 

16. Educational Visits and Journeys 

The Enrichment Co-ordinator is the person responsible for ensuring that the appropriate risk assessment and is 
obtained for educational visits in the United Kingdom and including an overnight stay. 
 
The Enrichment Co-ordinator is also fully responsible for visits abroad and overnight stay. 
 

17. Use of Premises Outside Academy Hours 

Currently A-Block is our only building let out of Academy hours (8am – 4pm), this is for sports hall use only to a fully 
vetted company. Our grass football pitches are used Saturday and Sunday to a FA registered grass-roots football club.  
This will need to be reviewed each time a long term letting is secured.  
 

18. Visitors (See Appendix 1) 

On arrival all visitors should report to A-Reception Reception, sign in and out in the visitor’s iPad and wear a returnable 
visitor’s ID badge (colour coded for safeguarding status) at all times whilst on site.  
 

19. Contractors 

The Facilities Manager is responsible for selecting contractors and vetting contractors’ health and safety, policies, 
procedures, risk assessments, method statements and past health and safety performance. 



The Facilities Manager is in control of contractors when on site. 
 
The responsibility for liaison with contractors and for matters set out in the Health and Safety guidance on control of 
contractors is the Facilities Manager . 
 

20. Vehicles 

Any persons using Academy owned, hired or leased minibuses or coaches are only to be used if the approved adopted 
procedures are followed. 
  



21. Appendix 1 – Academy Visitors Procedures  

  
The Governing Body assures all visitors a warm, friendly and professional welcome to Arnold Hill Spencer Academy, 
whatever the purpose of their visit. 
  
The Academy has a legal duty of care for the health, safety, security and wellbeing of all pupils and staff. This duty of 
care incorporates the duty to ‘safeguard’ all pupils from subjection to any form of harm, abuse or nuisance. It is the 
responsibility of the Governing Body and senior staff to ensure that this duty is uncompromised at all times.  
 
In performing this duty, the Governing Body recognises that there can be no complacency where child protection and 
safeguarding procedures are concerned. The Academy therefore requires that ALL VISITORS (without exception) 
comply with the following procedures. Failure so to do may result in the visitor’s escorted departure from the Academy 
site.  
 
Where and to whom the procedures apply 
The Academy is deemed to have control and responsibility for its pupils anywhere on the Academy site (i.e. within the 
Academy boundary fence), during normal Academy hours. 
 
The procedures apply to all visitors to the Academy EXCEPT:  
 
• Building & Maintenance and all other Independent contractors working on the Academy premises  
• Governors carrying out official business in the Academy 
• Employees of the Academy 

 
Procedure Responsibility  
Office staff are responsible for the implementation and coordination of these procedures. They will also be responsible 
for liaising with the Academy’s Child Protection Officer as appropriate. All breaches of this procedure must be reported 
the Principal’s PA.  
 
Aim  
To safeguard all children under this Academy’s responsibility both during Academy hours curriculum and out of 
Academy hours activities which are arranged by the Academy. The ultimate aim is to ensure that students at Arnold 
Hill Spencer Academy can learn and enjoy extra-curricular experiences, in an environment where they are safe from 
harm.  
 
Objectives  
To have in place a clear protocol and procedure for the admittance of external visitors to the Academy which is 
understood by all staff, governors, visitors and parents and conforms to child protection and safeguarding guidelines.  
 

Protocol and Procedures  
 
Visitors to the Academy  
 
All visitors must follow the procedure below.  
 
• All visitors must report to reception and sign in using the visitors’ iPad making note of their name, organisation, 

who they are visiting and car registration.  
• All visitors will be required to wear an identification badge – the badge must remain visible throughout their 

visit. The badges follow a colour scheme which allows all Arnold Hill Spencer Academy staff to know the 
safeguarding status of that person and challenge if need to. 

• Visitors will then be escorted to their point of contact OR their point of contact will be asked to come to 
reception to receive the visitor. The contact will then be responsible for them while they are on site. The visitor 
must not be allowed to move about the site unaccompanied.  



Visitors’ Departure from Academy  
On departing the Academy, visitors MUST leave via reception and:  
• Enter their departure time in the iPad alongside their arrival entry  
• Return the identification badge to reception  
• Office staff will operate the automatic gate for the visitor to exit the premises.  

 
Unknown/Uninvited Visitors to the Academy  
Any visitor to the Academy site who is not wearing an identity badge should be challenged politely to enquire who 
they are and their business on the Academy site.  
 
They should then be escorted to reception to sign in using the visitors’ iPad and be issued with an identity badge. The 
procedures under “Visitors to the Academy” above will then apply.  In the event that the visitor refuses to comply, 
they should be asked to leave the site immediately and the Principal and office staff (or Senior Leader if neither is 
available) should be informed promptly. The Principal, office staff or Senior Leader will consider the situation and 
decide if it is necessary to inform the police and activate the Code Red alarm.  If an unknown/uninvited visitor becomes 
abusive or aggressive, they will be asked to leave the site immediately and warned that if they fail to leave the Academy 
grounds, police assistance will be called for.  
 
Staff Development  
As part of their induction, new staff will be made conversant with these procedures for External Visitors and asked to 
ensure compliance at all times.  


