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Version

Date Approved by Trust
Board/Chair of Trust Board

Changes Made

1.0

18 November 2020

11

29 September 2021

Para 2.21 & 2.22 Updates re changes
to competent health and safety
adviser service

P14 — on-line accident reporting
system - addition

P15 ‘Compliance — premises
compliance’ para — updated re
contractor management and use of
Civica system

P23 ‘Permits to Work Procedures’ -
addition

1.2

5 October 2022

Following review by Staffs H&S
Service the following amendments
have been made:

P4 — clear ‘statement of intent’
included to be signed by Chair

P5 — para moved from Section 1 to
para 2.2

P9 para 2.16 — indication that HT can
delegate tasks to Site Manager or
School Business Manager but not
responsibility

P9 — addition of FRA responsibility to
HT section

P10 — para moved from Section 1 to
para 2.18

Section 3 also refers to Central Team
individual arrangements

P14 — Accidents para includes
investigation requirement

P20 — Fire para includes PEEP
requirement

P25 — inclusion of para on Safety
Signage

All reference to Chief Operating
Officer (COO) changed to Deputy
Chief Executive (DCE)
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1.3 18 October 2023 Para 2.11 Refers to delegation of DCE
responsibilities to Trust Estates &
Facilities Manager
P25 Inclusion of para re RAAC

1.4 September 2024 Para 1.2 incorporated compliance with

DfE digital and technology standards
for all health and safety management
systems

Para 2.13 Reference to ‘ultimate
responsibility’ removed to reflect
Scheme of Delegation.

Para 2.3 Board commitment to
proactive oversight of health and
safety matters, ensuring compliance
and robust management to prevent
any 'Notice to Improve' actions."

Para 2.6 Statement to confirm that the
Trust Board ensures full compliance
with the Health and Safety at Work
Act 1974 and DfE guidance to
maintain a safe environment for all.
Para 2.8 Future-proofing commitment
statement. EMAT is prepared to
implement a professional internal
audit function as we approach £50
million revenue, ensuring regular
health and safety audits and prompt
action on findings.

2.12 Statement to confirm that Health
and safety data will be managed per
DfE cybersecurity standards, with
proactive estates management and
regular updates to asbestos plans and
building condition assessments.

2.17 Addition - Ensuring the Asbestos
reinspection survey is carried out
annually by an independent accredited
contractor.

Page 26 Future-proofing commitment
statement. EMAT will implement strict
procedures to identify, report, and
manage RAAC in school buildings to
ensure occupant safety.

Section 3 Added a reminder in the
rear section for schools to reference
and align with relevant local policies
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and procedures, following an audit
recommendation.

Throughout — Company name change
Parago to Civica.
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Health and Safety Policy

Date Policy Reviewed /
Developed:

November 2020
September 2021
September 2022
September 2023
September 2024 (KH in absence of AL)

Title:

EMAT Health and Safety Policy

Summary of Policy:

e Itis a statutory requirement for the Trust to have a
Health and Safety Policy

e The policy will ensure that the Trust conducts its
operations in such a manner as to ensure the health,
safety and welfare of all its employees, pupils,
contractors, volunteers, clients, the general public and
others while working and studying on any of its
premises and outside of its premises whilst engaged in
associated activities.

Policy Author:

Mandy Lee — Deputy Chief Executive

Policy First Agreed By:
Trust
Board/CEO/Committee

Agreed By: Finance and Date: 18 November 2020
Audit Committee

Author: alee@esteemmat.co.uk

Contact details:

Additional Appendices: Health and Safety Audit document & Health
documents/references and Safety Action Plan template

related to this policy:

Trust and Academy risk registers

Trust and Academy Business Continuity and Emergency
Plans

Educational Visits Policy

Lone Working Policy

Manual Handling Policy

Supporting Pupils with Medical Conditions Policy

Risk Assessments

Academy Specific / MAT
wide

MAT wide policy — with Academy specific arrangements

Review Period:

12 months

Date Review Due:

18 November 2021
September 2022
September 2023
September 2024
September 2025
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1.1

1.2

1.3
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Introduction

It is the policy of Esteem Multi Academy Trust (EMAT) to conduct its operations in
such a manner as to ensure the health, safety and welfare of all its employees,
pupils, contractors, volunteers, clients, the general public and others while working
and studying on any of its premises and outside of its premises whilst engaged in
associated activities.

Statement of Intent
EMAT will ensure, so far as is reasonably practicable, that:

e its premises provide a healthy and safe working environment for all pupils,
staff, volunteers, clients, temporary contractors and the general public
there are safe systems of work for all staff and pupils

suitable and sufficient work equipment is provided

there are adequate welfare arrangements

information, instruction, training and supervision is provided to employees
to ensure their competency to perform their tasks.

EMAT commits to implementing the Health & Safety at Work etc Act 1974 and UK
Statutory Instruments, as well as any future health and safety legislation. EMAT’s
competent health and safety representative will provide to the schools’ leadership
regular information on updates, changes and arrangements, about any revisions to
safety legislation.

EMAT recognises its responsibility to provide adequate control of the health and
safety risks arising from academy and client’s activities. An assessment of risks will
be made where a significant risk has been identified. All reasonably practicable
measures will be put in place to manage risks and ensure activities or tasks can be
conducted in a safe manner.

EMAT is committed to adhering to the Department for Education's (DfE) digital and
technology standards. All digital systems utilised for health and safety
management, including risk assessment tools and incident reporting systems, will
be compliant with these standards to ensure the security and effectiveness of our
health and safety processes.

Formal amendment to this policy will be conducted annually or as necessary to
reflect changes in the Trust's strategy, UK or EU law and any changes will be
brought to the attention of all staff.

Signed:
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2.1

2.2
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Chair of Trust Board

Organisation and Responsibilities

The Health and Safety at Work etc. Act 1974 places ultimate and overall
responsibility for health and safety with the EMAT Trust Board. However, each
academy, supported by the EMAT central team, will manage its own Health and
Safety procedures which fully integrate with this Policy, as described in the
arrangements section. Headteachers and Local Governing Boards are responsible
and accountable for the implementation of and compliance with this policy within
their academy, although health and safety roles and responsibilities can be
delegated to other academy staff. Management and monitoring mechanisms are
in place to provide an overview of statutory compliance.

EMAT supports the view that a positive health and safety culture is of significant
benefit to the good performance and safety of all academies. A positive and
proactive approach for pupils will be encouraged, supported and developed
through risk education and awareness. Furthermore, it is recognised that Health &
Safety is an important element of Safeguarding within the EMAT quality assurance
and school improvement framework. The organisational structure will ensure that
sufficient resources are available so that the policy and its arrangements can be
implemented effectively.
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2.4

2.5

2.6
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Trust Board

The Trust Board, as a corporate body, has the responsibility to set the strategic
direction and objectives of all health and safety matters across the Trust. The
Board will take a proactive role in overseeing all health and safety matters. This
includes ensuring compliance with statutory obligations, effectively managing the
safety of school estates, and consistently upholding health and safety standards
across the Trust. The Board is aware that a 'Notice to Improve' can be issued
where trusts are found not to be managed effectively and is committed to
maintaining rigorous oversight to prevent such outcomes.

The Trust Board is responsible for ensuring that high standards of corporate
governance are maintained. In the context of health and safety, it discharges these
responsibilities by adopting an annual plan, monitoring EMAT safety management
systems and managing the Trust risk register. The overall aim is to ensure a
positive health and safety culture is established and maintained across the Trust.

The Trust Board must ensure that all reasonable steps have been taken to promote
good occupational health and reduce the possibility of accident or injury to staff,
pupils and/or visitors.

The EMAT Trust Board’s responsibilities are to:

e Ensure that each member of the Trust Board accepts their individual role in
providing health and safety leadership for the EMAT.

e Ensure that it formally and publicly accepts its collective role and
responsibility in providing health and safety leadership for the EMAT.

e Ensure that its decisions reflect its health and safety intentions, as
articulated in the Health and Safety Policy statement.

e Provide strategic direction in health and safety matters.

e Ensure that EMAT suppliers and contractors have been appropriately vetted
for health and safety standards

e Ensure that the Finance and Audit Committee is effectively discharging its
delegated responsibilities in terms of health and safety.

e Ensure that a proportionate and prioritised risk management system for the
Trust is implemented and monitored.

e Ensure systems and processes are in place to ensure the Trust is compliant
with its obligations in the management of fire risk, asbestos, legionella,
electrical safety and other areas of health and safety.

e Ensure that each academy has an effective business continuity and
emergency plan in place.

e Confirm that there have been no instances of material irregularity,
impropriety, lack of integrity or negligence of health and safety statutory
instruments.
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e Ensure effective safeguarding of children is in place across the Trust.

e Ensure that adequate resources are committed to the management of
health and safety.

e The Trust Board will ensure that all health and safety practices across the
Trust fully comply with the Health and Safety at Work Act 1974, associated
regulations, and any updated guidance issued by the Department for
Education, maintaining a safe environment for all staff, pupils, and visitors.

Finance and Audit Committee

The Finance and Audit Committee’s responsibilities are to review, recommend to
the Board and implement the Trust health and safety plan; identify and manage
risk at all levels of the Trust and keep the Trust Board informed on all health and
safety matters.

The Committee’s responsibilities are to:

Inform and advise the Board of Trustees on:

o review of the health and safety policy

o risk mitigation

o recommendations from health and safety audits and compliance audits

o incidents reportable to the Health & Safety Executive under the ‘Reporting of

Injuries Diseases and Dangerous Occurrences (RIDDOR)’ guidelines.

Monitor and report to the Trust Board on the effectiveness of the Trust’s health and
safety systems.
Ensure that there are adequate communication and co-operation channels between
all levels of the Trust and relevant third parties, in the context of this policy.
Ensure that the health and safety policy and adequate health and safety management
systems are in place within every school.
EMAT recognises the expectation to maintain a professional internal audit function for
trusts with an annual revenue exceeding £50 million. As we approach this threshold,
the Trust is prepared to implement such a function if required. This includes ensuring
that health and safety audits are conducted regularly and that any findings are
addressed promptly to maintain high standards of safety across the Trust.

Chief Executive Officer

2.9 The CEO must:

Ensure that sufficient resources are allocated and authorised within the organisation’s
budget to meet statutory procedures and standards for health and safety across the
Trust

Consider the impact of health and safety in all strategic and operational decision
making.

Ensure that the Trust culture promotes a shared responsibility for health & safety
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Deputy Chief Executive

2.10 The EMAT DCE is the conduit between the Finance and Audit Committee and the

senior EMAT employees with responsibility for health and safety within schools
across the Trust and as such is responsible for ensuring that systems are in place
and adhered to in order to minimise the likelihood of enforcement action, penalties
and prosecutions.

2.11 The DCE is responsible for managing health and safety arrangements pertaining

to buildings and grounds - including building works, contract management,
maintenance, and compliance in such areas as fire protection, asbestos
management, electrical installations and control of legionella. The DEC will
delegate some responsibilities to the Trust Estates and Facilities Manager.

2.12 The DCE must:

Monitor findings from Health and Safety audits, compliance audits, inspection audits,
Reporting of Injuries Diseases and Dangerous Occurrences (RIDDOR) reports, and
implement changes to policy and procedures where required.

Implement and monitor an informed, proportionate and prioritised risk management
system for the Trust.

Ensure there is an effective accident reporting and investigation procedure across the
Trust.

Ensure that the Trust and its constituent academies have adequate business
continuity plans in place, including emergency plans and procedures for the safe
evacuation and lock down of the Trust’s premises.

Agree with the Finance and Audit Committee a programme of health and safety
inspections.

Be the point of contact with the Trust’s appointed Health & Safety external competent
person and ensure that the arrangement is fit for purpose and represents good value
for money

Ensure effective arrangements are in place for carrying out and recording compliance
inspections, surveys and risk assessments

Ensure that when awarding contracts, health and safety is included in specifications
& contract detail and contractors are provided with a copy of the Trust Health & Safety
Policy

Ensure that the correct procedures for awarding, checking competency, managing,
monitoring and auditing all compliance contracts and maintenance service
agreements on academy premises are accurately carried out.

Ensure that school asbestos registers and asbestos management plans are
maintained and readily available.

Ensure that building projects comply with the Construction (Design and Management)
Regulations 2015 (CDM 2015 Health and safety information is provided to contractors
e.g. asbestos register, underground services, floor loading, safe working loads, school
activities - ensuring safeguarding requirements are met.

10
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Ensure that all data related to health and safety is managed in accordance with the
latest cybersecurity standards set by the DfE. Additionally, a proactive approach to
estates management will be maintained, ensuring that all school buildings are kept in
a safe working condition, including the regular updating of asbestos management
plans and the condition assessments of buildings.

Local Governing Board (LGB)

2.13 The LGB has responsibility for health and safety matters in the academy but will

delegate day-to-day responsibility to the headteacher.

2.14 The LGB has a duty to take reasonable steps to ensure that staff and pupils are

not exposed to risks to their health and safety. This applies to activities on or off
the academy premises.

Headteacher (DCE for Trust central staff and facilities)

2.15 Each Headteacher is responsible for the implementation of and compliance with

this policy within their academy, ensuring that a positive health and safety culture
is encouraged and developed within the academy, and that all staff and students
understand their responsibilities and adhere to the EMAT Health and Safety Policy.

2.16 Headteachers can delegate duties and tasks to Site Management and/or Business

Management staff but maintains overall responsibility for all academy level Health
and Safety arrangements — as per below.

2.17 The Headteacher is responsible for:

Ensuring that Health and Safety arrangements within the school are aligned to the
Health and Safety Policy

Appointing a named Health & Safety contact for the school (who may be the
Headteacher)

Ensuring that there are effective arrangements in place for business continuity along
with an emergency plan and/or relevant emergency procedures.

Communicating the policy and other appropriate health and safety information to all
relevant people within the school, including occasional consultants, volunteers,
visitors and contractors

Ensuring that an investigation is carried out by a competent person, following an
accident or incident, liaising with appropriate authorities and third parties as necessary
Ensuring that Health and Safety matters are monitored and reported to the Local
Governing Body at least twice a year.

Ensuring that the academy has a Health and Safety sub group / committee and that
the Local Governing Board has a nominated link governor for Health and Safety who
is a member of that group.

Reporting to the DCE any hazards which cannot be rectified within the establishment’s
budget.

11
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Ensuring that risk assessments are undertaken for any activity that has significant
associated hazards, that a written record of these assessments is kept and shared
with all relevant staff and that they are reviewed at least annually

Ensuring that a Fire Risk Assessment is undertaken on an annual basis

Ensuring the Asbestos reinspection survey is carried out annually by an independent
accredited contractor.

Ensuring that all staff complete mandatory health & safety and other related training
Ensuring that the academy appoints a named Educational Visits Co-ordinator, who
has received relevant training to carry out the role (where educational visits are carried
out by the school) and that each visit has a named leader and deputy leader.
Ensuring that there are effective health and safety management arrangements for
educational visits and authorising all education visits

Appointing a named first aid co-ordinator and administrator of medication for the
school and ensuring that there is an adequate number of appropriately trained first
aiders in the school.

Ensuring that the academy has an up to date ‘Supporting Pupils with Medical
Conditions’ policy in place and that staff are trained and supported with its
implementation.

Ensuring that all reasonable steps have been taken to reduce the possibility of
accident or injury to staff, students and visitors.

Informing the DCE and the Trust's external competent person of all RIDDOR
reportable incidents within 24 hours of the incident occurring.

Other Employee Duties

2.18 Under the Health and Safety at Work Act etc. 1974 all employees 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 others who may
be affected by their actions.

2.19 Employees have a legal duty to act in a safe manner and not to endanger

themselves or others by their actions. Employees are encouraged to play a positive
role in developing and maintaining a healthy and safe working environment and to
report health and safety concerns as appropriate.

2.20 All employees have a responsibility to:

Comply with the Health and Safety Policy

Carry out health & safety related training as instructed

Report all accidents and near misses

Report all defects in condition of premises or equipment and any health and

safety concerns immediately to their line manager.

e Report immediately to their line manager any shortcomings in the schools’
arrangements for health and safety.

e Co-operate with the academy’s leadership and management on all matters

relating to health and safety.

12
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Inform the schools management if something happens that might affect their
ability to work safely, eg suffering an injury, taking prescribed medication,
or becoming pregnant etc.

Ensure that they only use equipment or machinery that they are competent
/ have been trained to use.

Make use of all necessary control measures and personal protective
equipment provided for safety or health reasons.

First Aid Co-ordinator

2.21 The First Aid Coordinator will be responsible for:

Maintaining academy records of first aid support given to staff and pupils.
Maintaining first aid kit stocks and records in conjunction with administrative
staff, collecting data including administration of medication, Personal Health
Plans, consent forms and medication retained, and keeping it up to date at
all times.

Checking that all medication held on the academy site is stored and labelled
appropriately and is within its use by date.

Educational Visits Co-ordinator

2.22 The Educational Visits Coordinator’s responsibilities are to:

Co-ordinate off-site visits and ensure that effective health and safety
management arrangements are in place for pupils, staff and volunteers.
Ensure that suitable risk assessments have been recorded for the activity
and suitable and sufficient actions and procedures have been implemented.
Ensure that advice from the inclusion lead is sought if applicable for
individual pupils.

Communicate all relevant information and arrangements to providers of off-
site visits, staff, pupils and parents / carers of pupils to ensure that the key
learning objectives of the visit can safely be achieved.

Recommend each visit to the Headteacher for final authorisation

2.23 The Trust currently purchases the Derbyshire County Council School Visits Service
(Evolve) — this gives each academy:

Expert advice and support through a dedicated email and telephone
Access to a suite of guidance and generic risk assessments with support to
complete these as necessary

A dedicated online monitoring and approval system that looks at visit quality
and safety

Visit Advisor final approval for all Category 3 higher risk visits

Support for establishments to improve and recognise good practice and
safe and efficient controls for all types of school visits

13
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Access to reports for head teachers and governing boards
Training support for EVC

Competent Health and Safety Adviser

2.24 EMAT will seek competent Health and Safety advice from an external provider to
assist in discharging its health and safety responsibilities. This is currently
Staffordshire County Council Health and Safety Service — purchased via Entrust.

2.25 A summary of the service provided is as follows:

Unlimited telephone support and email advice

Dedicated Chartered Health and Safety Consultant named providing
professional, legal, technical and best practice advice.

Professional support with all contact/investigations carried out by
enforcement bodies such as the Health & Safety Executive (HSE), Fire
Service and Environmental Health.

Professional Competent Person(s)

Risk Assessments templates and guidance

Legal (model) Policies & Guidance

Accident Investigation Support

Online Incident/RIDDOR reporting

Site Visit & Hazard Inspection Advice

Ofsted Inspection Support

Legal Documentation Review

Emergency Contact Number (Out of hours)

Site Staff Support (COSHH)

Management & Governor Support

Support with criminal, civil claims, and complaints to mitigate potential
liability.

Annual access to smart survey tool on employee stress and wellbeing.
Annual site visit and planning meeting

Free attendance at termly, centrally co-ordinated, health and safety update
briefing

Health and safety training and e-learning packages

Trade Union Health and Safety Representatives

2.26 The Trust recognises the role of Health and Safety Representatives appointed by
a recognised trade union. Health and Safety Representatives will be allowed to
investigate accidents and potential hazards, pursue employee complaints and
carry out school inspections within directed time but, wherever practicable, outside
teaching hours.

2.27 They are also entitled to certain information, e.g. about accidents and to paid time

14
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off to train for and carry out their health and safety functions. However, they are
not part of the management structure and do not carry out duties on behalf of the
Headteacher or Governing Board.

15
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Individual Academy / Central Team Arrangements

Health and Safety Policy
Esteem Multi-Academy Trust

Key Performance Indicators (KPIs) at EImsleigh Infant & Nursery School

To ensure that there is a continuous improvement in health and safety standards, it is
necessary to undertake a quantitative measure of performance (KPIs). Such KPIs will
need to be a measure of ‘Positive Outcomes’ rather than a case of number gathering.

One of the most important KPI is incident reporting and incident investigation. This
shows where systems have failed to the point where somebody gets hurt or could
have been hurt. It is therefore vital that all incidents (except the most trivial) and near
misses are reported. Such reports are an indication as to what resources need to be
put into dealing such failings. This could be single events causing injury or repetitive
minor injuries (eg lots of people tripping up on the same paving slab etc).

There will be two types of such KPIs.

» Esteem MAT wide KPI’s which will be a measure of all Academies performance
» Elmsleigh Infant & Nursery School KPI's which will be specific and will show
improvement within the School/Unit.

Esteem MAT KPIs
There will be a series of indicators used to measure the standard of health and safety
performance. These may include:

Incident Reporting and Investigation

e Number of incidents reported per school (data from Staffordshire County
Council Health and Safety Portal) included into the Headteachers report to
Governors and monitored by Trustees and Governors.

e Types of incidents reported per school (data from Staffordshire County
Council Health and Safety Portal) included into the Headteachers report to
Governors and monitored by Trustees and Governors. Esteem MAT Health
and Safety Policy September 2023 16

e Activities causing incidents school (data from Staffordshire County Council
Health and Safety Portal) included into the Headteachers report to
Governors and monitored by Trustees and Governors.

Fire Safety

16
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e Number of fire risk assessments undertaken in school (data given to the
Health and Safety committee meetings) and monitored by Trustees and
Governors through the Health and Safety Report/ Governing body meeting
minutes.

e Number of recommendations of FRAs completed (data from the Health and
Safety committee meetings) and monitored by Trustees and Governors
through the Health and Safety Report/ Governing body meeting minutes.

e Number of fire drills (data from the Health and Safety committee meetings)
and monitored by Trustees and Governors through the Health and Safety
Report/ Governing body meeting minutes.

Training
e Number of staff completing the Essential Skills Requirements (Data
reported to the Governors through the Headteacher report) and monitored
by Trustees and Governors
¢ How the training matrix is being managed (Data reported to the Governors
through the Headteacher report) and monitored by Trustees and Governors

Inspections

e 6 monthly fire audit - Number of remedial actions recommendations
completed (data from the Health and Safety committee meetings) and
monitored by Trustees and Governors through the Health and Safety
Report/ Governing body meeting minutes.

e 6 monthly training audit - Number of remedial actions recommendations
completed (Data reported to the Governors through the Headteacher report)
and monitored by Trustees and Governors

¢ Annual health and safety report to the Office of the Principal (Data reported
to the Governors through the Headteacher report) and monitored by
Trustees and Governors

EImsleigh Infant & Nursery School KPIs

Each school will be requested to produce specific health and safety data, which relates
specifically to their activities.

Elmsleigh Infant & Nursery School have delegated responsibilities and monitoring to
a range of stakeholders within the school. This includes the Health and Safety
committee, which consists off the Pupil Health and Safety Lead, Staff lead, Head of
School, Executive Headteacher, Health and Safety Link Governor. This is to ensure
that our school leaders, governors, and leads can monitor the health and safety
performance of Esteem MAT Health and Safety Policy September 2023 17 our school
to determine where progress is being made and where further actions and resources
may be required.

Health and Safety Termly committee meetings with actions for improvements are in
place. These are reported in every Headteacher report. Actions are also formulated

17



Esteem MAT Health and Safety Policy September 2023

from accident reporting. Health and Safety concerns is an agenda item on full staff,
department and teacher meetings. These actions are also achieved and continually
improved at a Trustee level and in collaboration with Staffordshire County Council.

Health and Safety matters are also continually improved through School Improvement
Planning, Equality Objectives, Health and Safety County briefings, Esteem MAT
briefings, consultations and forums, with actions achieved continually recorded.

These arrangements are specific to each school and will help to ensure that the aims
and objectives of Esteem Multi Academy Trust’'s Health and Safety Policy are
implemented. Schools must add anything specific to them that is missing from this
schedule and any such additions must be reported to the Local Governing Board
(LGB).

Accident Reporting, Recording and Investigation

e All accidents must be reported to the person in location in an accident book
or designated form or IT accident management system.

e Any accidents which are reportable under the Reporting of Injuries Diseases
and Dangerous occurrences Regulations (RIDDOR) must be notified to the
Trust’s external competent advisor and the DCE. Fatal or major injuries
must be reported immediately to the Headteacher, CEO and the external
competent advisor.

e All reportable accidents and serious near misses must be investigated by a
nominated investigatory officer and the outcomes of the investigation
recorded.

e Details of all accidents will be brought to the attention of the school’s LGB,
where they are discussed and trends can be identified. If required,
measures to prevent reoccurrence will be implemented.

e As EMAT has a duty to monitor and review the nature and frequency of
accidents / incidents, each school will need to ensure there is an appropriate
recording mechanism in place. The Trust's external Health and Safety
Support service provides an on-line reporting system for accidents /
incidents which enables reporting and monitoring of numbers and trends.

Asbestos

Each school where asbestos exists will have an Asbestos Management Plan. A copy
of this must be held by the school’s reception / office and be available for all staff to
view. All contractors must read and sign the asbestos register before commencing
any work. A three yearly re-inspection of areas containing asbestos will be arranged
by the DCE.

18
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Bodily Fluids & Clinical Waste

All staff must notify the site team of any spillages or accidents immediately. The site
team must wear PPE and will use spill kits to clean fluids and dispose of the waste in
conjunction with the proper procedures.

When spillages occur, these should be cleaned using a product that combines both a
detergent and a disinfectant and used as per manufacturer’s instructions. The produce
must be effective against bacteria and viruses and suitable for use on the affected
surface.

Clinical waste must:

e Always be segregated and disposed of appropriately, in accordance with
local policy.

e Always be stored in correct clinical waste bags in foot-operated bins

e Be removed by a registered waste contractor

e Stored in a dedicated, secure area while awaiting collection

Compliance - premises compliance

Premises compliance responsibilities are generally defined via Health and Safety
legislation and HSE guidance. The activities below must be undertaken in each
school and, where relevant, central office, and any required follow up action
undertaken. The Trust has prepared a list of compliance contractors that have
presented their required insurance and professional/technical details, to assist
schools with locating a competent contractor.

Records of all compliance activities, checks and servicing must be maintained in all
schools and will be checked on a regular basis by the Trust Estates and Facilities
Manager. The Trust has provided access to the Civica system for all schools to
support this monitoring and recording.

Activity Undertaken Contracting Due every:
By: managed by:

Asbestos

Asbestos Survey Contractor Trust 3 years

Asbestos visual inspection | School Year

Automated Equipment

Automatic doors Contractor School Year

Automatic gates — | Contractor School Year

inspection and service

Lift service and inspection | Contractor School Depends on
manufacturer
recommendation

19
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— at least 6
months
Lifting and handling | Contractor School Year
equipment — service
Lifting and handling | Contractor School 6 months
equipment — LOLER check
Classroom
Design & Technology Contractor School 6 months
Machinery Inspection &
service
Dust and Fume extraction | Contractor School Year
equipment
PE/Gym Equipment | Contractor School Year
Inspection
Electrical and Energy
Display Energy Certificate | Contractor School 1 year/ 10 years
Electrical Periodic Fixed Contractor School 5 years
Wiring inspection
Portable Appliance Testing | Contractor School Year
External
Playground equipment Contractor School Year
inspection
Tree Survey Contractor School 3 years
Lightning protection Contractor School Year
Fire Safety and Security
CCTV Inspection Contractor School Year
Emergency Lighting Flick | School Month
Test
Emergency Lighting Test Contractor School 6 months
Fire Alarm Service / check | Contractor School 6 months
Fire Alarm weekly audible | School Week
test
Fire Safety Risk | School Year
Assessment
Fire Safety Risk | Contractor School 3 years
Assessment (Technical)
Firefighting Equipment Contractor School Year
Inspection
Intruder Alarm Service /| Contractor School 6 months
check
Review of PEEPs School Year
Gas safety and plant
Air Conditioning Service Contractor School Year — at least
Air conditioning TM44 Contractor School 5 years — at least
certification

20
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Gas Boiler Inspections, Contractor School Year
Gas Tightness (CP15) &
Mechanical Plant Servicing

Full gas pipe pressure test | Contractor School 5 Year
Pressure vessels Contractor School Year
inspection

Water Hygiene

Legionella prevention & Contractor School Year
Water Temperature Check

Legionella Risk School Monthly

Assessment / Safety check
(in-house temp checks)

Legionella Risk Contractor School 3 years
Assessment

Contractors and Visitors

All visitors and contractors must report to the school reception. They will be signed in
and be given an identity / visitors badge. On leaving the site they will be required to
sign out at reception.

Before any work commences, the school will ensure that all relevant staff have been
informed of the works being carried out and the areas that are likely to be affected, as
well as the duration and timing of the works. Contractors will be appropriately
supervised by school staff whilst on site. The emphasis must be to stop any unsafe
activity until the school are satisfied with the health and safety practices or procedures.

Contractors will agree health and safety practices with the headteacher before starting
work. Before work begins the contractor will provide evidence that they have
completed an adequate risk assessment of all their planned work.

COSHH (Control of Substances Hazardous to Health)

¢ An inventory of all hazardous substances used on site must be held by the
Site Manager and reviewed regularly.

e All regularly used products will have material safety data sheets (MSDS).

e The arrangements for the delivery of hazardous substances to schools will
be managed by the site staff.

e Any new products that are brought into schools that have a hazard warning
symbol and there is a ‘significant’ risk of harm from the product in its use,
miss-use, quantities or storage, will require a risk assessment to be
undertaken.

e Any decanted substances should clearly display the product name,
information, dilution rates and safety information.

e The Science, D & T and Art departments must have their own departmental
procedures and arrangements for the storage, use, handling and production

21



Esteem MAT Health and Safety Policy September 2023

of hazardous substances. Reference should be made to particular Science,
D&T or Art Health and Safety Policies

Defect Reporting Procedures

o All staff have a responsibility for their own and others health and safety and
are therefore responsible for ensuring that any defective, damaged, poorly
maintained or untested equipment is reported.

¢ In this school, defects should be reported on Civica.

e Any faulty equipment must be taken out of use and if appropriate labelled
‘Do not use’. Information about the faulty equipment should be brought to
the attention of the appropriate Line Manager, so it can be logged, actioned
and monitored.

Display Screen Equipment (DSE)

EMAT complies with the HSE guidance on ‘Working with display screen
equipment’. For the purposes of this policy a ‘DSE user’ is defined as a member of
staff who habitually uses display screen equipment daily as a significant part of
their normal work, including regular daily spells of an hour at a time using DSE.

e For ‘users’ a DSE assessment should be carried out by their line manager
or as a self-assessment.

o Staff identified as DSE ‘users’ are entitled to an eyesight test every 2 years
by a qualified optician paid for by the Trust. If the test shows that the user
needs glasses specifically for DSE work, the Trust will make a financial
contribution towards the cost (which could be in the form of a voucher)

Educational Visits

Where a school carries out educational visits, it will have a named Educational
Visits Co-ordinator (EVC) who will ensure that:

e Activities will be led by appropriate Group Leaders who will take
responsibility for ensuring that where necessary pre-site visits are made and
they will complete the necessary Risk Assessments before departing.

e The arrangements for high risk and residential visits are checked via Evolve
(the Trust’s ‘competent adviser’)

e All visits are approved by the Headteacher

Group Leaders will be responsible for ensuring:

Staff are fully briefed

Staff to pupil ratios are assessed and are adequate for the trip.

Parents and carers receive relevant information about the visit

Advice from the school’s inclusion lead is sought if applicable for individual

pupils.
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Volunteers on any off-site visits will be provided with a briefing of their roles,
safeguarding issues and be provided with relevant information including risk
assessments.

All volunteers and staff will be DBS checked.

The Trust currently purchases the Derbyshire County Council School Visits Service
(Evolve) — this gives the school:

Expert advice and support through a dedicated email and telephone
Access to a suite of guidance and generic risk assessments with support to
complete these as necessary

A dedicated online monitoring and approval system that looks at visit quality
and safety

Visit Advisor final approval for all Category 3 higher risk visits

Support for establishments to improve and recognise good practice and
safe and efficient controls for all types of school visits

Access to reports for head teachers and governing boards

Training support for EVC

Please refer to the Educational Visits Policy for further guidance.

Electrical Equipment (Fixed and Portable)

Any electrical faults should be reported immediately to the site team. Faulty
fittings (e.g. cracked sockets etc) should be isolated until repaired.

Staff must not bring electrical items in from home.

Electrical extension leads must be only as a temporary measure and must
be fully unwound. Multiple socket adaptors must not be used.

Third parties hiring school facilities must provide evidence that any electrical
equipment brought on to school premises has passed a PAT test within the
last year.

Fire and Emergency Procedures

The Site team are responsible for the security of the school site in and out of school
hours. They are responsible for visual inspections of the site, and for the intruder
and fire alarm systems.

The Site team and the headteacher are key holders and will respond to an

emergency.

All fire appliances and installed fire safety systems will be checked in line
with recognised best practice and British Standards by specialist personnel.
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Fire alarms will be tested on a weekly basis and the results should be
recorded. This is the responsibility of the school's site manager or site
assistant.

Portable fire-fighting equipment and emergency lighting will be visually
checked on a monthly basis and the results should be recorded. This is the
responsibility of the school’s site manager or site assistant.

Fire Drills will be held a minimum of three times per year. A record must be
kept of each drill to include evacuation time, observations and follow up
required, which must be reported to the Health & Safety sub-group/
Committee. This is the responsibility of the school’s site manager or site
assistant.

Clear instructions must be issued to staff regarding the nearest fire call
point, fire extinguisher, the means of escape and assembly points during
fire drills. These instructions must be issued on the first day of employment
as part of the induction process.

Fire risk assessments will be carried out with a combination of competent
advice and assistance. A review of the fire risk assessment will be
completed at least annually or iffwhen things change that may affect the
original assessment.

Personal Emergency Evacuation Plans (PEEPs) must be created for
individuals who may need assistance in evacuating the building in case of
emergency. These must be reviewed on an annual basis. Any personal
evacuation equipment must be regularly serviced and maintained.

Glass and glazing

Glazing will be subject to regular condition surveys carried out by the Trust. These
will be carried out every 5 years.

Health and safety poster

The Health and Safety Information for Employees Regulations requires the school
to display an approved poster. The poster at this school is displayed in the
staffroom.

Health and Safety Sub Group

The Health and Safety Sub Group is in place to monitor the separate areas and
systems of health and safety management and provides the overarching overview
to successful application of this policy within the school.

Membership must include:

Headteacher or designated senior leader
Most senior school based premises operative
One staff representative
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e Health and Safety link governor

The group can create its own terms of reference but the regular agenda should
include:

e Accidents of note since the last meeting, how many accidents in total and
are there any trends.

e Building works/modifications planned.

¢ Review of action plan following audits / site inspections.

e Risk assessments - monitor review schedule - focus on high risk

departments

Training - monitor completion of mandatory training - identify training needs

First Aid provision / qualifications etc.

Review of processes for risk assessing and authorising educational visits.

Audit / Inspection findings and required actions.

Health and Safety Training

Health and safety information, instruction and training form part of the overall
training within the school.

The health and safety information, instruction and training needs of all staff will be
the subject of periodic review and any necessary refresher training carried out.

Staff should have sufficient EMAT Health & Safety Policy knowledge, skills and
information to carry out their work in a safe and healthy manner.

The school will ensure that all health and safety training provided to their staff is
recorded.

Infection prevention and control

The school will follow national guidance published by Public Health England when
responding to infection control issues. Staff and pupils are encouraged to follow
the good hygiene practice, outlined below, where applicable.

e Handwashing - Wash hands with liquid soap and warm water, and dry with
paper towels. Always wash hands after using the toilet, before eating or
handling food, and after handling animals

e Cover all cuts and abrasions with waterproof dressings

e Coughing and sneezing - Cover mouth and nose with a tissue. Wash hands
after using or disposing of tissues.
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e Spitting is discouraged

e Cleaning of the environment - clean the environment frequently and
thoroughly

e Laundry will be washed in a separate dedicated facility

e Soiled linen will be washed separately and at the hottest wash the fabric will
tolerate

e PPE will be worn when handling soiled linen

e Children’s soiled clothing will be bagged to be sent home, never rinsed by
hand.

Infectious Diseases

The school will follow recommended exclusion periods outlined by Public Health
England.

In the event of an epidemic/pandemic, the school will follow advice from Public
Health England about the appropriate course of action and will update this policy
accordingly.

The Public Health poster on guidance on infection control in schools and other
childcare issues is located in the school office. .

Inspection and Audit - site health and safety audits and inspections

An internal Health and Safety audit must be undertaken in each school on an
annual basis by members of the Health and Safety sub-group (Appendix 1). Any
issues must be included in a Health and Safety Action Plan (Appendix 2) which
should be reported to the LGB.

The Trust’s H&S Advisory Service (via Entrust) will undertake formal H&S audits
with each school. The outcomes of the audit will form part of the school Health
and Safety Action plan. The outcome of the audit will also determine the frequency
of future formal audits, based on the assessment of overall risk.

Lone Working

Lone workers are those who work by themselves without close or direct
supervision and are found in a wide range of situations. Staff should avoid lone
working wherever possible. If a staff member finds themselves in a lone working
situation, they must always carry a mobile phone for emergency use and let others
know where they are going and how long they intend to be. Ladders or any other
equipment that might result in personal injury must not be used.

Please refer to the Lone Working Policy and Risk Assessment for further advice
and guidance.
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Manual Handling
Staff must:-

e Avoid hazardous manual handling operations so far as is reasonably
practicable.

e Act according to any medical advice

e All staff whose duties could include manual handling / lifting must be
provided with suitable information and training.

e Ensure they are physically capable of safely completing a manual handling
task.

e Use mechanical aids whenever possible and/or undertake team manual
handling.

Manual handling risk assessments should be carried out for tasks that may pose
a risk of injury to school staff, where these relate to manual handling of people or
inanimate objects. This does not include tasks that are of a low risk, are
straightforward or will only take a very short time.

Please refer to the school Manual Handling Policy and Risk Assessments for
further advice and guidance.

Permits to Work Procedures

Where maintenance/minor construction work is undertaken on school premises,
Permits to Work must be issued by the Premises Responsible Person (usually the
Headteacher) to the operatives involved in the work.

These should cover the following areas:

e Asbestos — mandatory for all work

e Hot work - for work that includes operations involving: Flame, hot air, arc
welding, cutting equipment, brazing, soldering, blowlamps, bitumen boilers,
grinding of metals or any other equipment producing heat or having naked
flame.

e Maintaining the fire integrity of the structure - any work that is to be carried
out that will interfere with the fire precautions designed into the fabric of the
building

Personal Protective Equipment

e Personal Protective Equipment (PPE) will be provided free of charge and
must be used where is it is identified as a control measure.
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e The headteacher or Business Manager is responsible for periodic checking
of the equipment and the teachers or responsible adults are responsible for
ensuring the equipment is worn by the pupils when required.

e Pupils will be provided with information, instruction and supervision when
there is a requirement to wear PPE as a control measure.

o Staff will wear disposable non-powdered vinyl or latex-free CE-marked
gloves and disposable plastic aprons where there is a risk of splashing or
contamination with blood/body fluids (for example, nappy or pad changing)

e Goggles should be worn if there is a risk of splashing to the face

e The correct personal protective equipment must be used when handling
cleaning chemicals

Outdoor Play Equipment / Gym Equipment

¢ All staff should check PE apparatus before use and report any defects to
the Site Manager

e Any faulty equipment must be taken out of use and if appropriate labelled
‘Do not use’.

e The PE equipment is inspected annually by Gymnasium Equipment
Maintenance Services Limited.

e External play equipment will only be used when appropriately supervised.

e Such equipment will be checked by the teacher for any apparent defects
and particularly for contamination by animals. Any defects should be
reported immediately to the Site Manager so that remedial action can be
taken.

e Any faulty equipment must be taken out of use and if appropriate labelled
‘Do not use’.

e The outdoor play equipment is inspected annually by Gymnasium
Equipment Maintenance Services Ltd

¢ Risk Assessments must be carried out for play equipment.

Reinforced Autoclaved Aerated Concrete (RAAC)

RAAC is a lightweight, ‘bubbly’ form of concrete commonly used in construction
between the 1950s and mid-1990s. It is predominantly found as precast panels in
roofs (commonly flat roofs, sometimes pitched) and occasionally in floors and
walls. There are serious concerns about the integrity of RAAC panels. All schools
must check for the presence of RAAC and report to the Trust immediately if RAAC
is suspected to be present. The Trust has a duty to report all RAAC in its buildings
to the DfE and action will need to be taken to assess and address any potential
risk to health and safety.

EMAT recognises the potential risks associated with RAAC in school buildings.
The Trust will implement rigorous procedures to identify, report, and manage
RAAC where it is present, ensuring that any necessary actions are taken to protect
the safety of building occupants.
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Risk Assessments

e Risk Assessments are completed for all activities where there is a
foreseeable risk of injury or harm occurring.

e Risk Assessments are available for staff to view and are saved on SV
Staff/general admin/health and safety/risk assessments and on Civica.

e Blank risk assessment forms can be obtained through the Trust’s external
competent advisor

e Senior leaders / Heads of Department should have a copy of the risk
assessments relevant to them.

o All staff must make themselves aware of the risk assessments applicable to
their roles and activities. They must highlight any requirements for a review,
amendments or additions to risk assessments.

e Risk assessments will be reviewed regularly. High risk faculties e.g.
Science, Art, DT, PE should review their Risk Assessments annually as a
minimum;

e A specific Risk Assessment for expectant mothers will be undertaken.

e All educational visits will have recorded risk assessments.

e All staff producing Risk Assessments should have some basic training and
competency in the risk assessment process this training is accessible on
National College platform to all staff.

Oxygen

Oxygen cylinders are stored in a designated space, and staff are trained in the
removal storage and replacement of oxygen cylinders. There is an enhanced risk
of fire where oxygen cylinders are present. A specific risk assessment must be
undertaken for storage, replacement and use of oxygen cylinders.

Safety Sighage

Safety signage on site must be compliant with the Safety Signs and Signals
Regulations 1996, and must be checked / updated at least on an annual basis and
more frequently where building changes / layouts / refurbishments have occurred.
Smoking

Smoking is not permitted on any EMAT premises.

Violence to Staff

¢ Headteachers are responsible for assessing the risks of violence to staff.

o Staff must report incidents of violence and aggression to the Headteacher.

o Staff are asked to complete an incident report form which will also act as a
record of such episodes.
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EMAT may refer any incidents of violence or aggression towards staff to
their legal advisor.

Water Hygiene

An external contractor is used to carry out the requirements of water testing
under L8 guidance.
The site team carries out regular flushing and temperature recording.

Wellbeing

The school is committed to promoting high levels of health and wellbeing
and recognise the importance of identifying and reducing workplace
stressors through risk assessment.

Systems are in place within the school for responding to individual concerns
and monitoring workloads.

If employees are experiencing any problems in relation to stress they are
encouraged to report this to their line manager or the HR team in the first
instance.

The school has an employee assistance programme through Westfield
health available to all staff.

Working at Height

Activities which require work at height should be identified and eliminated
where possible.

Where it is not possible to eliminate work at height, all reasonable steps
should be taken to minimise any risks

Risk Assessments prior to commencement of any working at height activity
will be undertaken. It is the responsibility of the person involved to ensure
this takes place.

Staff should only use the equipment they are trained to use, unless it is low
level kick stools or steps and they should wear the appropriate clothing and
footwear.

Pupils are not permitted to use access equipment. Information, instruction
and supervision will be provided to specific pupils that may use access
equipment for school related activities.

Contractors are expected to provide their own equipment and will not be
permitted to use the schools equipment.

Work Equipment

All work equipment used on the premises should be fully inspected upon
installation.

All work equipment must undergo an annual recorded maintenance and
service inspection by a competent person. ¢
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¢ Any defects should be reported to the Site Manager via Civica.

e Employees must not use their own equipment.

e Staff must ensure that they are appropriately trained to use equipment

e Class Leads are responsible for ensuring a suitable and sufficient Risk
Assessment has been carried out prior to the use of such equipment.

e Examples of work equipment are site staff power tools, D & T machinery
and tools, access equipment, lifting equipment, heavy plant equipment, kiln,
etc.

Work Experience/placement students

A nominated person will provide guidance on student work experience placement.
The nominated person will also carry out the initial placement risk assessment and
ensure all suitable and relevant checks are carried out on the work experience
provider. Health and safety induction to work experience students and a work
placement risk assessment is expected to be undertaken by the placement
employer.

Other Policies

All schools within the trust are reminded to ensure alignment and reference to
relevant local policies and procedures. This includes but is not limited to
safeguarding, risk assessments, and site-specific health and safety guidelines.
Schools should review their individual policies regularly to ensure they are up-to-
date and in compliance with both trust-wide and local protocols.
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