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Introduction 

 
The purpose of this Health and Safety Policy and supporting documentation is to help us, The 

Spencer Academies Trust, to meet our legal, financial and moral duties with respect to the 

management of health and safety at work. 

 

The policy is signed by the senior person in the organisation and is a legal document. The 

Company will aim to carry out its undertakings in accordance with the requirements of relevant 

health and safety legislation and in accordance with this Health and Safety Policy. 

 

The Principals will support and enforce this policy and will monitor its implementation, use and 

effectiveness. 

 

All employees are required to work in accordance with this policy, as well as in accordance 

with workplace procedures, safe systems of work and risk assessment findings. 

 

Benefits of good health and safety management include, but are not limited to: 

 

• Employee safety 

 

• Tenant safety 

 

• Safety of non-employees (contractors, members of the public, etc) 

 

• Compliance with legal duties 

 

• Avoidance of legal actions (civil and criminal) 

 

• Avoidance of fines and other costs associated with defending a legal action 

 

• Protection of commercial reputation 

 

We, The Spencer Academies Trust, will only reap the benefits of good safety management 

and get value from this Health and Safety Policy and supporting documentation if the entire 

Company is committed to meeting the standards required. 
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Health and Safety Policy Statement 

 
Derby Moor Spencer Academy 
 
We will establish and implement a Health & Safety Policy to identify, eliminate, reduce and 

control the risks associated with our premises and undertakings.  We will provide suitable and 

sufficient resources to meet the requirements of current Health & Safety legislation for all 

academies under its control. 

 

We will monitor Health & Safety performance regularly and will revise our Health & Safety 

Policy as required.  We will seek to improve the Health, Safety and Welfare of our employees 

through a system of continuous improvement. 

 

We will carry out suitable and sufficient assessments of the risk arising from our premises, 

substances and undertakings.  We will implement such actions as are required to reduce the 

risk to an acceptable level, with regard to relevant legislation.  Risk assessments will be 

reviewed regularly and revised as needed.  We will conduct specific risk assessments that 

may be required by specific legislation.  We will consult with our staff, as appropriate, on issues 

relating to Health & Safety. 

 

We will provide suitable and sufficient training for our employees to enable them to work safely 

and effectively, and to ensure they are competent and confident in the work they carry out. 

 

We will ensure that all work equipment is maintained in a safe and efficient condition, with 

regular checks and inspections, including statutory examination as and when required.  We 

will provide suitable induction training for all new staff.  We will ensure the premises are 

maintained in a safe and efficient condition, with respect to health, safety and welfare. 

 

We will provide personal protective equipment, as may be required, free of charge to 

employees. 

 

We will co-operate with others in these premises to ensure that they are aware of any risks to 

their staff and other people posed by our activities, that we comply with the relevant 

requirements of fire legislation. 

 

Everyone, whilst at work, has a duty to take reasonable care of their own health and safety; to 

take reasonable care of the health and safety of others who may be affected by their acts or 

omissions; to co-operate so that the employer can comply with statutory provisions; not to 

misuse or interfere with anything provided in the interests of health and safety. 

 

…………………………………………….. 

 

Principal 
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Policy Issue Status Page 
 

Date Description of amendments made Employees made aware of 
the changes 

3/12/2019 Completion of First version 
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Organisation Chart 
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Principals Responsibilities 

 

Within the Academy, it is the responsibility of the Principals to ensure that: 

 

• Employees are made aware of the contents of this Health & Safety Policy, including 

amendments as and when they are made, and that employees have access to a copy of 

this Policy. 

 

• The effectiveness of, and the adherence to, the Health & Safety Policy is monitored 

regularly. 

 

• The Health and Safety Policy is reviewed regularly and revised as necessary. 

 

• Managers and other supervisory staff are fully aware of their health and safety 

responsibilities, including those described within the Health & Safety Policy. 

 

• Managers and other supervisory staff have sufficient training and experience to discharge 

their health and safety responsibilities. 

 

• Principals, Managers and Supervisors are kept up to date with respect to relevant health 

and safety legislation. 

 

• Suitable and sufficient training is identified and provided for all employees. 

 

• Suitable and sufficient assessments of the risks arising from the premises and the 

undertakings of the Company are completed by competent persons and are reviewed 

regularly and revised as necessary. 

 

• The actions and recommendations arising from the risk assessments (including the Health 

& Safety Improvement Plan) are implemented fully, and that suitable arrangement is made 

to monitor this implementation. 

 

• The risks arising from employers’ undertakings are brought to the attention of relevant 

employees, as well as the control measures to be used and the significant findings of 

relevant risk assessments. 

 

• Suitable and sufficient arrangements are made for health surveillance and workplace 

monitoring (noise, COSHH, etc.) 

 

• Suitable arrangements are made for communication and consultation with employees on 

matters relating to Health & Safety. 

 

• Suitable arrangements are made for First Aid, including the appointment of First Aiders, 

provision of First Aid kits, etc. 
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• Details of all notifiable/reportable accidents, diseases and dangerous occurrences 

(RIDDOR) are reported to the relevant Enforcing Authority. 

 

• Details of all accidents, ill health, near misses and employee safety concerns are recorded 

and are investigated as appropriate. 

 

• Health & Safety monitoring records are completed at the required frequencies by relevant 

employees, including Principals. 

 

• Suitable arrangements are made for contact with external organisations such as the 

emergency services. 

 

• Premises, plant, storage facilities and work equipment are maintained in a safe and 

efficient condition. 

 

• Adequate arrangements are made for employee welfare. 

 

• Arrangements are in place for statutory examinations of plant and equipment to be made 

at the required intervals and that all actions arising from these examinations are completed 

as appropriate. 

 

• Suitable and sufficient resources (money, people, time, materials and equipment) are 

provided to meet health and safety requirements. 

 

• Adequate insurance cover (Employers’ Liability Insurance, Motor Insurance, etc.) is 

provided. 

 

• Competent persons are appointed to provide health and safety assistance and advice. 

 

• Safe systems of work (including Safe Operating Procedures) are developed and 

implemented as appropriate. 

 

• The Health & Safety Rules are understood and adhered to by all. 
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Employees’ Responsibilities 
 
Introduction 

 

Employees have a duty to ensure their own health and safety whilst at work and the health 

and safety of those that might be affected by their acts or omissions. 

 

Some simple aspects of the employees’ responsibilities are laid out in the Company’s Health 

and Safety Rules. 

 

Within the Academy, it is the responsibility of all employees: 

 

• To take reasonable care of their own health and safety and that of others affected by their 

acts and omissions. 

 

• Not to interfere with or misuse, intentionally or recklessly, anything provided in the interests 

of health and safety. 

 

• To co-operate with the Trust (or its representatives) so that it can fulfil its legal duties. 

 

• To set a good personal example in relation to health and safety. 

 

• To act in accordance with any specialist training received (such as First Aid, Fire Safety, 

etc). 

 

• To report to management any dangerous work situation and any shortcomings in safety 

arrangements so that appropriate remedial action can be undertaken.
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Health & Safety Rules 
 
Introduction 

 

The importance of adherence to health and safety rules in protecting the health, safety and 

welfare of employees, as well as protecting the health and safety of non-employees is 

recognised.  The following health and safety rules are to be considered as documentation of 

the common-sense rules that govern health and safety at work. 

 

Employees are reminded of their duties, under Section 7 of the Health and Safety at Work etc, 

Act 1974, to ensure their own health and safety (as well as that of others who may be affected 

by their acts and omissions) and to co-operate with the employer in matters relating to health 

and safety. 

 

Principals 

 

• The Principals will oversee the implementation and effectiveness of these health & safety 

rules within the academy. 

 

Employees 

 

Employees must:  

 

General 

 

• Co-operate with the Trust (and its Directors and managers) in fulfilling its legal obligations 

in matters relating to health and safety. 

• Not intentionally, or recklessly, interfere with anything provided in the interests of health, 

safety or welfare. 

• Report to management any dangerous work situation and any shortcomings in safety 

arrangements so that we can take the necessary remedial action. 

• Not use any equipment, vehicles, substances, etc that they have not been trained and 

authorised to use. 

 

Fire Safety 

 

• Familiarise themselves with the fire safety arrangements for the site. 

• Ensure that they are aware of muster points, location of fire exit routes, firefighting 

equipment and fire alarm call points. 

• Not prop open fire doors or tamper with firefighting equipment. 

• Maintain clear, unobstructed access to all exit routes. 

• Report any defects in firefighting equipment, blocked exits or obstructed escape routes, 

etc. 

• Not smoke within the premises. 
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General Workplace 

 

• Maintain all access and egress routes throughout the workplace in good condition and 

ensure that they are free from obstruction and slipping and tripping hazards at all times. 

• Never leave cables trailing across floors unless absolutely necessary and then only if the 

appropriate warning sign is used. 

• Keep work areas and workplaces clean and tidy. 

• Ensure that rubbish, debris and other waste materials are removed from the workplace at 

appropriate, regular intervals. 

• Clean up or report spillages, but must not expose themselves to harm (known or unknown). 

• Ensure that lighting, ventilation and heating are all satisfactory and report any defects. 

 

Accidents and Health 

 

• Report all injuries, accidents and cases of ill health, including minor injuries, caused by or 

affecting their work to their supervisor or to the Principal. 

• Ensure the details of accidents and injuries are recorded in the Accident Book and where 

appropriate reported on T.A.M and the H&S officer notified. 

• Report all dangerous occurrences and ‘near miss’ incidents on T.A.M. 

• Report any medical condition or medication that they are taking, which could affect their 

ability to carry out work safely. 

• Must not work if they have taken any substance that could affect their ability to work. 

• Report immediately any situation that they become aware of that has the potential to cause 

an accident or injury. 

• Co-operate with any incident or accident investigation. 

• All reports, incidents or accident investigations must be directly communicated to The 

Spencer Academies Trust. 

 

Machinery and Work Equipment 

 

• Must not operate machinery or use work equipment unless they have been trained and 

authorised to use it. 

• Must not leave machinery or other potentially dangerous equipment unattended while it is 

in operation. 

• Must not clean or adjust moving machinery, unless it has been specifically designed to 

allow this type of operation and they have been trained to do so. 

• Must not carry out repairs and maintenance on machinery (work equipment) unless they 

have been trained to do so. 

• Must not use machinery (work equipment) unless a risk assessment has been carried out 

and, where appropriate, a safe operating (or working) procedure (SOP or SWP) has been 

implemented. 

• Must not use machinery (work equipment) where there are missing or defective guards 

and safety devices. 
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• Must complete machinery guarding and safety device inspections at the appropriate 

frequency. 

• Must report any faults or defects in machinery (work equipment), guards or safety devices 

immediately. 

• Must not interfere with, defeat or otherwise damage or overcome any guard or safety 

device. 

 

Hazardous Substances 

 

• Must only use substances, materials that they have been trained and authorised to use. 

• Must make correct use of all suitable control measures (such as extraction, PPE, etc). 

• Must not use substances without access to suitable health and safety information. 

• Must ensure that all substances and materials are stored in appropriate locations. 

• Must ensure that labels (and warning signs) on all substances and materials are clear. 

• Must not store hazardous substances in unlabelled (or mislabelled) containers. 

• Must clean up or report spillages, but do not expose themselves to harm (known or 

unknown). 

 

Protective Clothing And Equipment (PPE) 

 

• Must use the PPE provided in accordance with information, instruction and training. 

• Must maintain all PPE provided in good condition. 

• Must report any defects found in PPE. 

 

Company Vehicles 

 

• Must not drive (or operate) a vehicle if they are not authorised to do so. 

• Must not drive a vehicle for which they do not hold the appropriate licence or permit. 

• Must always check the vehicle prior to use according to the Academy vehicle checklist. 

• Must not tamper with the vehicle. 

• Must report any damage caused to the vehicle and to property. 

• Must not use mobile phones whilst driving. 
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Policies
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Asbestos Policy 
 
Introduction (We have no asbestos on site) 

 

We recognise that many people (including teaching staff, students, employees, and 

contractors) can be at risk from the hidden dangers of asbestos in buildings.  The MAT and 

the Academy will co-operate to control the legacy risks created by asbestos in our premises.  

 

It is the policy of MAT to: 

 

• Appoint a Director or senior manager to oversee the effectiveness of this policy. 

• Ensure that they have access to the Asbestos Register. 

• To share the Asbestos Register with all interested parties, especially contractors. 

• Report any observed deterioration in (or concern about) the condition of asbestos-

containing materials within the Academy premises. 

• Ensure that only competent contractors are allowed to carry out any work on asbestos, 

including its removal. 

• Ensure that work on asbestos insulation, asbestos coating and insulating board, including 

sealing and removal to be carried out by a contractor licensed by HSE only. 

• Ensure that if asbestos is inadvertently disturbed, the offending work is immediately 

stopped, the affected area vacated and sealed off and advice sought. 

• Complete and Refer to the Asbestos Management guide 
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Electrical Equipment Inventory 
 

Compiler: Date: 

Area/operation: Page         of  

 

Description of the Equipment Identification Location Test Period 

Fixed electrical equipment is tested in line with the 
currect guidelines and wiring regulation. 

 
Derby Moor have software and database of all 

portable electrical equipment. 
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Electrical Installation and Equipment Policy 
 
Introduction 

 

The MAT and the individual Academies need to work in co-operation to create a safe workplace 

and a safe teaching environment.  The dangers from uncontrolled and inadequately controlled 

electrical supplies and equipment are recognised.  These risks include electric shock, 

electrocution, and fire.  The risks arising from use and condition of the fixed installation (the 

switchgear and electrical distribution systems for the premises) as well as the use of portable 

electrical equipment. 

 

It is the policy of The Academy to: 

 

• Appoint a Director or senior manager to oversee the effectiveness of this policy. 

 

Fixed Installation 

 

• Ensure that the fixed electrical installation at each school within the MAT is tested and 

inspected by a competent person, in accordance with the requirements of the current 

version of the Wiring Regulations (18th Edition). 

• Ensure that all corrective actions identified in the fixed electrical installation inspection are 

addressed in a timely manner. 

• Limit work on electrical systems, including fault finding, etc to suitably trained and 

authorised competent persons. 

 

Portable Electrical Equipment 

 

• Create and maintain an inventory of all portable electrical appliances. 

• Arrange for a competent person to inspect and test all items of portable electrical 

equipment at appropriate intervals, such as identified in the relevant risk assessment or 

determined by a competent person. 

• Isolate or take out of service any faulty electrical equipment. 

• Test electrical appliances following repair and prior to reinstating their use. 

• Take all reasonable precautions to ensure that any hired or leased electrical equipment is 

safe to use. 
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Fire Safety Policy 
 
Introduction 

 

The MAT and the individual Academies need to work in co-operation to create a safe workplace 

and a safe teaching environment.  We recognise that fire prevention is an important obligation 

for all organisations, including ours, and that fire has the potential to present significant risk to 

our health and safety. 

 

It is the policy of The Academy to: 

 

• Appoint a Director or senior manager to see the effectiveness of this policy. 

• Ensure that they have access to the specific Fire Risk Assessment for the Academy, 

relating to the premises and to the operations carried out. 

• Validate the Fire Risk Assessment, and to ensure that it reflects the fire safety risks and 

control measures in place at the Academy. 

• Conduct suitable Fire Evacuation Drills in accordance with the requirements of the Fire 

Risk Assessment but at an absolute minimum frequency of once per term. 

• Provide Fire Safety Instruction to all staff as part of the Induction Training Process. 

• Provide Fire Safety Training (and refresher training) on at least an annual basis for all 

staff. (Available on iHasco via the Trust) 

• Consult with other occupiers of the building or controllers of the premises on matters 

relating to fire safety. 
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Duties of the “Responsible Person” 
 

Introduction 

 

Under the Regulatory Reform (Fire Safety) Order 2005, the duties of the Responsible 

Person are: 

 

• General fire precautions to be taken that will ensure, so far as is reasonably practicable, 

the safety of employees.  In relation to relevant persons who are not employees, the 

responsible person must take such general fire precautions ‘as may reasonably be 

required in the circumstances of the case’ to ensure that the premises are safe. 

 

• To carry out a suitable and sufficient (fire safety) assessment of the risks to which persons 

are exposed. 

 

• To ensure that appropriate arrangements for the effective planning, organisation, control, 

monitoring and review of the preventive and protective measures are in place. 

 

• To ensure that where a dangerous substance is present in or on the premises, risks from 

that dangerous substance are either eliminated or reduced. 

 

• To ensure that premises are equipped with appropriate fire-fighting equipment and with 

fire detectors and alarms.  Any non-automatic fire-fighting equipment provided must be 

easily accessible, simple to use and indicated by signs. 

 

• To ensure that routes to emergency exits from premises and the exits themselves are kept 

clear at all times and emergency routes and exits lead as directly as possible to a place of 

safety. 

 

• To ensure that procedures for serious and imminent danger are established.  

 

• To ensure that any facilities, equipment and devices provided under the RRFSO 2005 are 

maintained in an efficient state, in working order and good repair. 

 

• To appoint one or more competent persons to assist with undertaking preventive and 

protective measures. 

 

• Ensure that employees are provided with comprehensible and relevant information. 

 

• Ensure that the employer of any other employees who are working in or on the premises 

is provided with comprehensible and relevant information on the risks. 

 

• To ensure that employees are provided with adequate (fire) safety training at the time 

when they are first employed and on their being exposed to new or increased risks. 
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• To co-operate with any other responsible person in cases where two or more responsible 

persons share or have duties in respect of the premises. 

 

• Ensure that every employee is aware that, while at work, they must take reasonable care 

for the safety of themselves and of other relevant persons who may be affected by his acts 

or omissions at work. 
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Fire Emergency Plan 
 
The Academy must also make an EMERGENCY PLAN.  This will be specific to the premises 

and will detail the pre-planned procedures in place for use in the event of a fire.  This must 

include the following features: 

 

• Action on discovering a fire. 

 

• Warning if there is a fire. 

 

• Calling the fire brigade. 

 

• Evacuation of the premises, including those particularly at risk. 

 

• Power/process isolation. 

 

• Places of assembly and roll call. 

 

• Liaison with emergency services. 

 

• Identification of key escape routes. 

 

• The firefighting equipment provided. 

 

• Specific responsibilities in the event of a fire. 

 

• Training required. 

 

• Specific arrangements, if necessary, for high fire risk areas. 

 

• Contingency plans for when life safety systems such as evacuation lifts, fire detection and 

warning systems, sprinklers or smoke control systems are out of order. 

 

• Procedures for meeting the fire and rescue service on their arrival and notifying them of 

any special risks, e.g. the location of highly flammable materials. 

 

• Plans to deal with people once they have left the premises. 
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General Fire Safety Checklist 
 

Corridors  

Are fire escape routes kept clear? Yes 

Are any combustible items kept or left in the corridor, e.g. tables? No 

Are any metal cabinets in the corridor always kept shut? Yes 

Are all fire exit doors kept unlocked so people can evacuate in the event of an emergency? Yes 

Are all fire exits clearly marked?  Yes 

Is all emergency lighting working?  Yes 

Is the casing on any emergency lighting clean and in good condition? Yes 

Are all fire extinguishers in their correct place? Yes 

Do all fire extinguishers have their operating instructions nearby? Yes 

Have all fire extinguishers been visually inspected? Yes 

Can fire-fighting equipment be easily accessed?  Yes 

Can fire alarms be heard clearly in every corridor? Yes 

Do the arrows on fire evacuation signs point in the correct direction? Yes 

Are all signs replaced following any building or decorating works? Yes 

Is all fire safety signage in good condition and in the correct place? Yes 

Are all fire doors in good condition? Yes 

Do all fire doors close properly?  Yes 

Are all fire doors kept closed?  Yes 

Are the evacuation procedures displayed prominently?  Yes 

Is all rubbish removed regularly from the corridors? Yes 

Are the corridors cleaned regularly? Yes 

Classrooms and other rooms made available for use   

Rubbish bins emptied regularly? Yes 

If there is paper recycling, is the paper removed regularly? Yes 

Are there good levels of housekeeping within the rooms? Yes 

Are all walkways kept clear and without trip hazards? Yes 

Can fire alarms be heard in all rooms? Yes 

Are all fire doors into the office in good condition? Yes 

Do all fire doors in the office close properly? Yes 

Are all fire doors kept closed?  Yes 

Are any of the sockets overloaded? No 

Do any plugs on any electrical equipment look damaged?  Yes 
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Does any wiring or cabling look unsafe?  No 

Is any desk lighting on an uneven surface and likely to be knocked over? No 

Are all items of electrical equipment not in use unplugged?  No 

If fire sprinklers are present, is there sufficient space between the top shelf items and the ceiling? Yes 

 

 

Corrective action Proposed 

completion date 

Actual completion 

date 
Sign off 
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Maintenance Schedule - Fire Safety Equipment 
 

Equipment Testing frequency Action 

Emergency lighting Weekly Check all lighting units to ensure that 

they are in a good state of repair and 

apparent working order. 

Annually Arrange for a full check and test of 

our system and individual units.  This 

should be carried out by a competent 

service engineer. 

Fire detection systems 

including smoke 

alarms 

Weekly Test the operation of both self-

contained and manually operated 

systems. 

Arrange for repairs to any defective 

units. 

Annually Comprehensive test and check of the 

system by a competent engineer. 

Fire extinguishers Weekly Make visual checks of all fire 

extinguishers to ensure that they are 

in good working order. 

Ensure that they are in the correct 

position, e.g. not holding open any 

fire doors. 

Annually Full check and test by a competent 

service engineer. 

Hose reels Weekly N/A 

Annually N/A 

Torches Weekly Operate torches and replace 

batteries as required. 

Repair or replace any defective units. 

Annually Replace all batteries in torches. 
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Fire Events Log 
 

Date Time Zone Event Action Required Date 

Completed 

Initials 
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Fire Alarm Inspection Record 
 

Date Result Action Signature 
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Weekly Fire Alarm Inspection Record 
 

Date Point No. Result Action Signature 
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Smoke Detector Inspection Record 
 

Date Result Action Signature 
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Fire Extinguisher Inspection Record 
 

Date Result Action Signature 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 



 

32 
Derby Moor Academy Health & Safety Policy 

Monthly Fire Door Inspection Record 

 

Date Door No. Result Action Signature 
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Arson Management Checklist 
 

 Y/N 

Arson checklist  

Are the following external areas kept locked, or otherwise secure from potential arsonists? 

• Storerooms 

• Outhouses 

• Skips 

• Combustible materials such as timber 

• Rubbish bins 

• Recycling containers 

• Gas cylinders, such as Liquid Petroleum (LPG) 

Yes 

Are all points of entry to the building supervised? Access control  Yes 

If not, are these areas kept locked? Yes 

Have we instructed staff to approach unknown visitors to our premises? Coloured lanyards Yes 

Have we got real or dummy CCTV place in our external areas? Real external cameras Yes 

Is the whole site locked down at the end of each working day? Yes 

Are good quality locks used? Yes 

Are broken locks replaced promptly? Yes 

Are the following kept in a state of good repair? 

• Fences 

• Gates 

• Walls 

Yes 

Do we carry our periodic reviews of our security arrangements? Yes 

Have we issued periodic reminders to staff regarding the risks of arson? Yes 

Do we have regular collecting of rubbish and materials for recycling? Yes 

Have we got good levels of external lighting? Yes 

 

Corrective action Proposed completion 

date 

Actual completion 

date 

Sign off 

 

 

 

  

25th Aug 2022 

 

A. Cocker 



 

34 
Derby Moor Academy Health & Safety Policy 

 

First Aid and Administration of Medicines Policy 

 
Introduction 

 

In the event of injury, the importance of providing suitable first aid is recognised.  First aid 

provision is risk assessment based and depends on the number of people on-site and the 

potential for injury. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or senior manager to oversee the effectiveness of this policy. 

 

• Appoint and train a suitable number of first aiders or appointed persons. 

 

• Display suitable notices with the identity of the normal location of first aiders. 

 

• Ensure that appropriate refresher training is provided at the appropriate frequency. 

 

• Ensure that appropriate special risks are included in the first aider training. 

 

• Provide and maintain suitable and sufficient first aid facilities, including first aid kits. 

 

• Ensure that appropriate student medical information is communicated and made available 

for First Aiders. 

 

• Ensure that student emergency numbers are made available when required. 

 

• Ensure that any student medication is safely stored in a medical room or locked location, 

which is accessible to all first aiders.  Where controlled medicines are stored these will be 

in a locked box in a locked room, only authorised staff identified by the Principal will have 

access. 

 

• Ensure a suitable number of staff are trained to a level 2 qualification in administration of 

medications. 

 

• Ensure access to a defribrilator and a suitable number of staff trained in its use. 

 

• Ensure access to an emergency inhaler (where made available for the school to 

purchase), this will be administered to students where written parental consent has been 

provided in advance and only where the student has been diagnosed with a medical 

condition requiring the use of an inhaler. 

 

• Ensure access to an emergency Epipen (where made available for the school to 

purchase),this will be administered to students where written parental consent has been 
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provided in advance and only where the student has been diagnosed with a medical 

condition requiring the use of an Epipen. 

 

 

• The School/Academy will not provide any medicines for use in school or on educational 

visits. 

 

• The parent/carer must provide any medication to be administered whilst the child is in the 

schools care with a completed permission to administer form. 

 

• Otherwise ensure that the school's First Aid policy is upheld in full. 
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First Aid Kit Checklist 
 

Basic Items  

As a minimum, do we have the following:  

A first-aid container which protects its contents from damp and dust? Yes 

20 individually wrapped sterile adhesive dressings in various sizes (the combination of sizes will depend 

on your own needs)? 

Yes 

Where food handlers are employed, detectible blue dressings? Yes 

Two sterile eye pads? Yes 

Four individually wrapped triangular bandages? Yes 

Six safety pins? Yes 

Six medium-sized individually wrapped sterile unmedicated wound dressings (roughly 12cm x 12cm)? Yes 

One pair of disposable gloves? Yes 

A leaflet giving general guidance on first aid, e.g. HSE leaflet “Basic advice on first-aid at work”? Yes 

Extra items  

Our assessment may identify the need for certain other items.  If so, do we need:  

Extra plasters for environments where sharp tools are used? Yes 

Tape? Yes 

Individually wrapped moist wipes (useful for dusty areas, such as workshops)? Yes 

Blankets (for outdoor workers)? Yes 

Sterile water or saline in a sealed, disposable container? Yes 

Trips first aid kits: basic items  

These are useful for those who travel regularly.  Does our kit contain:  

Six individually wrapped sterile adhesive dressings? Yes 

Two triangular bandages? Yes 

One large sterile unmedicated dressing (roughly 18cm x 18cm)? Yes 

Two safety pins? Yes 

One pair of disposable gloves? Yes 

A leaflet giving general guidance on first aid, e.g. HSE leaflet “Basic advice on first-aid at work”? Yes 

Individually wrapped moist cleansing wipes? Yes 

Details of students with medical conditions? Yes 

Emergency contact details of all staff and students? Yes 

Trips first aid kits: extra items  

We may wish to consider extra items, depending on the employee needs.  Have we included:  
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Tweezers? Yes 

Tube of antiseptic cream? Yes 

Waterproof plasters? Yes 

 

Corrective action Proposed completion 

date 

Actual completion 

date 

Sign off 
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Lone Working Policy 
 

Introduction 

 

The risks to employees who work alone are recognised. 

 

Lone working may be defined as any work which is intended to be carried out in isolation from 

other workers by an individual or a small team of people, where the work activity is due to last 

more than a short duration. 

 

Lone workers may be defined as any workers who work by themselves without close or direct 

supervision.  The circumstances under which lone workers work away from their bases may 

include: 

 

• Meeting clients who wish to view properties with a view to purchasing them. 

 

• Travelling to and from visits. 

 

• Elsewhere outside the organisation’s control. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or senior manager to oversee the effectiveness of this policy. 

 

• Identify all activities where lone working may be required. 

 

• Undertake a risk assessment for any and all lone working activities. 

 

• Identify the hazards that are present (or may become present) due to the work activity. 

 

• Ensure that all persons that are recruited to work alone are adequately training and 

competent. 

 

• Provide an appropriate means of communication for lone workers. 

 

• Prepare a procedure to be adopted to enable lone workers to summon assistance in the 

case of difficulty or emergency. 

 

• Assisgn lone working training via the iHasco training portal. 
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Lone Worker Instructions 
 

Introduction 

 

The lone worker is to ensure that, after site induction training, they are aware of the following 

arrangements and locations: 

 

• Location of First Aid facilities. 

 

• Fire safety arrangements for the premises. 

 

• What the fire alarm sounds like and where the assembly point is. 

 

• Location of Fire Escape Routes and Fire Fighting Equipment. 

 

• Location of any areas that are restricted or to which access is prohibited. 

 

• Complete the lone Working module on iHasco. 

 

• Issued a personal SOS device. (BS8484: 2011 accreditation) 
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Risk Assessment for Lone Working 
 

Date: 

 

Assessor (Print name): 

Name of Person being Assessed: 

 

Site: 

Signature of Person being Assessed: 

 

Area: 

Job Description being Assessed: 

 

Assessment Review Date: 

 

Is it possible to avoid Lone Working?  (please tick)               Yes  No  

Can the work be carried out safely by one person who is alone (please tick) Yes  No  

 

What special hazards are faced by the Lone Worker (tick as appropriate) 

(Also specify OTHER* - if applicable) 

Work Equipment  Violence    

Substances  Fire    

Vehicles  Work at Height    

Lifting/Handling  *    

 

Is it the Lone Worker a YOUNG PERSON?  (please tick) Yes  No  

If YES, what special considerations are required? 

 

 

Is it the Lone Worker a WOMAN?  (please tick) Yes  No  

If YES, what special considerations are required? 

 

 

Is the Lone Worker MEDICALLY FIT and therefore suitable for lone working?  

(please tick) 

Yes  No  

If YES, what special considerations are required? 
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What SPECIAL ARRANGEMENTS are required to provide FIRST AID in the event of an EMERGENCY? 

 

 

 

 

 

What SPECIAL EMERGENCY ARRANGEMENTS are required (e.g. in the event of FIRE)? 

 

 

 

 

 

How will the Lone Worker raise the alarm in the event of an ACCIDENT or ILLNESS? 

 

 

 

 

 

How will the Lone Worker raise the alarm should a VIOLENT CONFRONTATION occur? 

 

 

 

 

 

Is the Lone Worker PHYSICALLY/PSYCHOLOGICALLY suitable for lone working?  

(please tick) 

Yes  No  

 

How will REGULAR CONTACT with the Lone Worker be achieved? 

 

 

 

 

 

Are AUTOMATIC WARNING DEVICES or EMERGENCY ALARMS required?  (please 

tick) 

Yes  No  

If YES, what specifically is required? 
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How will you know that the Lone Worker has STARTED/FINISHED their working shift safely? 

 

 

 

 

 

 

What special INFORMATION/INSTRUCTION or TRAINING is required by the lone worker? 

 

 

 

 

 

 

SUMMARISE below the key elements of the SAFE WORKING PROCEDURE for this Lone Worker. 

 

 

 

 

 

 

 

Signature of the employee, signifying agreement with this Risk Assessment: 
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Manual Handling Policy 
 
Introduction 

 

It is recognised that manual handling operations cause about a third of all workplace accidents 

and injuries.  It is also recognised that such accidents may result in both temporary and 

permanent disability. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal and senior manager to oversee the effectiveness of this policy. 

 

• Avoid, so far as is reasonably practicable, the need for manual handling operations to be 

carried out where there is a risk of injury. 

 

• Carry out a detailed assessment of all manual handling activities, where there is a risk of 

injury that cannot be avoided. 

 

• Implement controls to reduce the risk of manual handling injuries, depending on the 

findings of the detailed manual handling risk assessment. 

 

• Consider the use of mechanical handling aids to reduce the need for manual handling. 

 

• Provide, without cost to employees, appropriate PPE (such as gloves and safety footwear). 

 

• Provide such information, instruction, training and supervision as may be required.  This 

is available on the iHasoc on line training portal. 
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Minibus Safety Policy 
 
Rationale 

The Academy minibuses are a valuable resource, which helps to provide students with access 

to Academy Visits and Off-Campus Residentials, as well as to numerous other extra-curricular 

activities.  It is essential that all users of this resource are aware of all legal and procedural 

responsibilities pertaining to its use. 

Aims 

1. To provide clear procedures relating to use of the Academy Minibuses. 

2. To ensure that all users of the Academy Minibuses are aware of their legal responsibilities. 

 
Eligibility to drive the Academy Minibuses and/or tow a trailer 

1. Those permitted to drive the Academy Minibuses must be between 21 and 70 years of 

age with a Full, clean driving licence and must have category D1 on their licence.  Either 

by test or inherited rights (D1 101). 

2. Any endorsements incurred by eligible drivers must be disclosed to the Academy, as 

these may affect eligibility to drive the vehicle.  There will be a bi-annual inspection of 

driving licences.  All eligible drivers will be trained using a recognised training scheme 

(Midas) every 4 years to ensure high levels of competence and skill. 

3. New staff will be required to complete Midas training unless able to provide evidence of 

previous training.  Midas certificates with other providers are transferable if valid. 

4. Permitted drivers must also abide by the trailer towing guidance (page – 5). 

 
Driving an Academy Minibus requires different levels of knowledge, skill and awareness.  It 

also carries different legal responsibilities which trained drivers will be made aware of during 

their Midas training course. 

 
Procedures 

1. The Academy Minibuses must not be used unless the named driver meets the eligibility 

requirements above. 

2. The chief operating officer has overall responsibility for the Academy Minibuses and final 

powers of authorisation over their use. 

3. Drivers of the Academy Minibuses must complete a Minibus Vehicle Check/Log Sheet 

stored in the Minibus along with the mileage and driver record sheet.  This MUST be done 

prior to use.  This is to allow careful monitoring of the Minibus, its condition and its general 

use. 

 

4. The Academy Minibus should be collected and returned to where it was collected from 

and keys should be returned at the end of each journey, or as soon as possible thereafter. 
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5. Any defects noted must be reported to the designated person as soon as possible.  If the 

driver is in any doubt the vehicle MUST NOT be taken onto the road. 

6. If fuel is required this can be purchased using the all-star fuel card which is attached to 

the keys.  All receipts must be kept and passed onto the Finance Department for record 

purposes.  The all-star fuel card is accepted at most garages but please check before 

fuelling.  https://www.allstarcard.co.uk/tools/site-locator/ 

 
Maintenance/Licensing of the Academy Minibuses 

1. The Facilities and Health & Safety Officer will ensure the minibuses are maintained and 

licenced properly, overall responsibility is with the Chief Operating Officer. 

2. The Academy Minibuses must be regularly serviced under the terms of the section 19 

permit.  The School is responsible for arranging this servicing with a reputable and suitably 

qualified organisation. 

3. Prior to ANY journey, the named driver must complete a visual check of the vehicle.  This 

must be completed using a Minibus Vehicle Check/Log Sheet kept in the minibus.  Drivers 

MUST NOT assume that point 3 above has been completed.  They should remember that 

as driver, they will be held legally responsible for driving with any defect. 

4. Licensing of the Academy Minibuses is the responsibility of the Facilities and Health & 

Safety Officer, who must ensure that all Road Tax, Insurance and MOT certificates are 

up to date. 

 
In the event of an accident 

1. The driver should inform the Academy as soon as is reasonably possible and also the 

SAT appointed Health and  Safety Officer 0115 9170100 Ext 617. 

2. Insurance details should be swapped with a third party as soon as is possible.  However, 

NO LIABILITY should be admitted. 

3. Where it is safe and reasonable to do so, students should be removed from the vehicle 

and taken to a safe area away from the accident site, where they should be fully 

supervised and provided with a high visibility vest which is kept in the vehicle for 

emergencies.  The emergency services must be called if anyone is injured or the third 

party fails to provide details. 

4. Drivers must fill out a bump card which is located in the folder in each Academy bus  

5. A visual check of the vehicle should be undertaken before the journey resumes. 

6. If the vehicle is not roadworthy the driver should contact the Breakdown Service. 

 
  

https://www.allstarcard.co.uk/tools/site-locator/
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In the event of a breakdown 

1. The driver should inform the Academy as soon as is reasonably possible. 

2. The Breakdown service indicated on the windscreen should be contacted as soon as is 

reasonably possible. 

 
3. Where it is safe and reasonable to do so, students should be removed from the vehicle 

and taken to a safe area away from the breakdown site, where they should be fully 

supervised and provided with a high visibility vest which is kept in the vehicle for 

emergencies. 

 
Health and Safety of Drivers and Passengers 

The named drivers should state the following to the students before the commencement of 

the journey: 

1. Seatbelts must be worn at all times.  This is a legal requirement.  (It is the driver’s 

responsibility to check this). 

2. Everyone should remain seated at all times. 

3. Which entry and exit doors are to be used.  (It is recommended that side doors be used 

except in emergencies.) 

4. Gangways and doorways are to be kept clear at all times.  Bags should be kept on laps 

or stored under seats securely. 

 
Other considerations 

1. If at any time the students distract the driver, s/he should stop the vehicle until the students 

are settled.  Do not try to continue.  Remember that they may also be distracting other 

drivers. 

2. Where possible park the bus with the side doors to the kerb.  Where this is not possible, 

students should remain seated until you are able to supervise them from the road. 

3. It is essential that all drivers of minibuses have had sufficient rest prior to undertaking a 

journey.  The driver must therefore assess whether they are safe to drive before 

commencing a trip.  Midas recommends a 15 minute break for every 2 hours of driving. 

4. Drivers should remember that prescribed medication or over the counter medications may 

affect their ability to drive. 

5. On no account should you drive a Minibus if you have consumed any alcohol within the 

previous 12 hours. 

 
Use of the Trailer and Towing with a Minibus 

If you require the use of the trailer this booking must be made through the Technical 

Team/Technical Team Manager. 
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You must use the trailer for carrying any equipment or items which could cause damage to 

persons or interior fabric of the vehicle. 

 
For example: an airport run with maximum number of passengers who all have more than an 

overnight bag (i.e. suitcase/hand luggage sized bag each, 20x40x55cm). 

The trailer keys are located on Upper site in reception.  The trailer has 2 locks: a hitch lock 

and a wheel clamp.  You must ensure that both of these locks are used when the trailer is left 

unattended.  The spanner for the lock is located inside the trailer. 

You must ensure the trailer is correctly hitched up to the minibus.  If you are unsure about 

doing this, please see a member of the tech team who will go through the use and how to 

hitch up correctly.  Once hitched up the trailer must be locked to the vehicle using the hitch 

lock. 

You must ensure you have attached the correct number plate to the back of the trailer, 

connected the electric hook-up and checked that all of the lights are working correctly (you 

may need the help of a 2nd person to this). 

If you do not feel confident about towing the trailer with the minibus, then please arrange for 

another driver. 

Any incidents or damage to the trailer or vehicles must be reported using the accident form in 

the minibus folder and reported to the Technical Team Manager immediately. 

In the event of a breakdown/flat tyre the RAC must be called.  The driver or any passengers 

must not attempt to change or repair a flat tyre. 

Licence 

Only staff who hold the entitlement D1+E on their driving license can tow the trailer.  If you 

have any queries, please ask the Technical Team Manager. 
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Trailer Towing Tips 
 
No driver should attempt to tow a trailer with a minibus without appropriate experience.  
Max permitted load in trailer 1400kg 

 

Before starting a journey check that:  

• The trailer parking brake is applied, and the wheel clamp and any chocks have been 

removed and stowed in the trailer. 

• Tyre pressures are correct, the tyres are undamaged, and the tread depth is legal. 

• Has the trailer got a number plate, does it match the minibus, and is it unobscured and 

properly lit? 

• The load must be evenly distributed, appropriately secured and that this takes account 

of tow bar nose weight limit. 

• The trailer is not overloaded. 

• The trailer must be correctly coupled to the towball and the hitch lock installed. 

• The lighting cable between the trailer and the minibus is undamaged, connected and the 

lights function correctly. 

• The breakaway cable is correctly attached. 

• The jockey wheel has been raised and secured. 

• The trailer parking brake is release before driving away. 

On the road 

• Do not forget it is there!! 

• If you are unfamiliar with reversing a trailer find a quiet car park and practice. 

• Always keep within the legal speed limits, your capabilities and the road and weather 

conditions at the time.  If you are towing a trailer on a motorway the speed limit is 60 mph 

(96 kph).  All other speed limits remain as for the minibus. 

• Remember stopping distances will be greatly increased when towing. 

• If there are three or more lanes on a motorway you must not drive a vehicle towing a 

trailer in the right hand lane  (Regulations regarding vehicles fitted with a Road Speed 

Limiter already preclude use of the right hand lane on a three or more lane motorway.) 

• On returning to site, park the trailer, refit the wheel clamp and reposition the chocks.  

Report any defects or damage to the Minibus Manager. 

This document is for advice only and is not intended to be a complete guide to towing.  For 

further advice or information you should contact theTrust Health, Safety & Transport 

Manager 
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Rooming Safety Policy 
 

Introduction 

 

It is recognised that there are risks, even in the generally safe environments associated with 

office work.  Some of these are dealt with elsewhere (such as Electrical, Fire, DSE, etc.) but 

some are associated with office work in general. 

 

It is the policy of The Academy to: 

 

• Appoint the principal or senior manager to oversee the effectiveness of this policy. 

 

• Ensure that safe access to, and egress from, work areas and work stations are maintained. 

 

• Ensure that the risks from slips, trips and falls are managed by the provision of suitable 

walkways, floor covering, cable management, etc. 

 

• Ensure that all staircases are provided with suitable, robust handrails. 

 

• Ensure that adequate lighting is provided for office workers. 

 

• Ensure that offices are provided with adequate ventilation, based on mechanical and 

natural ventilation systems. 

 

• Ensure that comfortable working temperatures are achieved and maintained in the offices. 

 

• Ensure that disruptive noises (such as from printers, etc) are minimised and controlled. 

 

• Ensure that storage equipment (such as shelves, racking and filing cabinets, etc) is 

suitable and of sufficient strength for the imposed loads. 

 

• Ensure that filing cabinets are of the “No Tilt” design, or that they are secured to the wall. 
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Room (Monthly) Inspection Record 
 

Year: 

Date     

     

Housekeeping     

Walkways (floor, carpets, 

obstructions, etc) 

    

Cables (computer, 

electrical, telephone, etc) 

    

Rubbish     

Storage arrangements     

     

General      

Temperature     

Lighting     

Ventilation     

Blinds     

Storage/shelves, etc     

     

Display Screen 

Equipment (DSE) 

    

Have risk assessments 

been completed/reviewed 

for all workstations? 

    

Cable management     

     

Fire     

Is the Fire Precautions Log 

Book being completed? 

    

Fire Extinguishers     

Exit routes     

Signs     
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Personal Protective Equipment Policy 
 
Introduction 

 

While it is recognised that Personal Protective Equipment (PPE) is intended to be a last resort 

(to protect against risks that cannot be controlled adequately by other means) the importance 

of the appropriate use of appropriate PPE is also recognised. 

 

It is the policy of The Academy to: 

 

• Appoint The Principal or senior manager to oversee the effectiveness of this policy. 

 

• Provide PPE, free of charge, where a risk assessment determines that PPE is required. 

 

• Ensure all personal protective equipment will adequately protect the individual from the 

hazard, fits properly and is as comfortable as possible. 

 

• Provide PPE that conforms to relevant standards (such as EN). 

 

• Provide such information, instruction training (iHasco),and supervision as may be required.  

Additional training may be required in addition to the iHasco module, this must be 

considered as part of the overall assessment. 

 

• Provide members of staff using PPE with the appropriate information, instruction and 

training in the use, maintenance, cleaning and storage of the PPE provided. 

 

• Keep a record of the issue of all items of non-disposable personal protective equipment. 

 

• Enforce the appropriate use of PPE within the workplace. 
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PPE Issue Record 
 

Name Type of PPE Issued                                    

(Full Description) 

Date 

Issued 

Employee’s 

Signature 
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Personal Protective Equipment Checklist 
 

 Y/N 

Do our activities require the provision of personal protective equipment (PPE)? Yes 

If so, is it appropriate for the risks involved? Yes 

Is the PPE also suitable for the conditions which staff work in, e.g. outdoors? Yes 

Does it comply with the current British or EU standards? Yes 

Is the PPE issued on a personal basis? No 

If not, is it readily available to staff? Yes 

Have all staff been instructed on the importance of wearing it? Yes 

Is appropriate accommodation provided for the PPE? Yes 

If more than one piece of equipment needs to be worn, are the items compatible 

with each other? 

Yes 

Is the PPE: 

• Cleaned regularly? 

• Inspected as necessary? 

• Maintained regularly? 

• Repaired when necessary? 

• Replaced if necessary? 

Yes 

Have the staff received adequate training on how to? 

• Wear the PPE 

• Use the PPE 

• Maintain the PPE 

• Report a suspected defect in the PPE? 

Yes 

Have the staff been involved in the selection of PPE? No 

 

Corrective action Proposed completion 

date 

Actual completion date 
Sign off 
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Pregnant Workers Policy 
 
Introduction 

 

It is recognised that some work activities may adversely affect the health of employees who 

are pregnant or are recent mothers, their unborn children and their babies.  The importance 

of risk assessment to protect such persons is also recognised. 

 

It is the policy of The Academy to: 

 

• Appoint The Principal or senior manager to oversee the effectiveness of this policy. 

 

• Identify those activities that may put female employees of child-bearing age, or pregnant 

workers or their unborn children or breast-fed babies at risk. 

 

• Carry out ‘pregnant worker’ risk assessments on the activities carried out by the female 

staff of child-bearing age. 

 

• Introduce appropriate control measures where necessary, shown by the risk assessment, 

to protect against these risks. 

 

• Bring the results of the ‘pregnant worker’ assessments to the attention of relevant staff. 

 

• Ensure female employees are aware of the need to report the pregnancy to management 

as soon as it is known, and that this information will be held in confidence. 

 

• Carry out a detailed assessment of an individual’s work activities and conditions when we 

have been notified that they are pregnant, have given birth within the previous six months 

or are breast-feeding. 
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Pregnant Worker & New/Recent Mother Assessment 
Proforma 
 

Name: Job title: 

Manager: Date: 

Assessor: Date baby born/due: 

 

Does the work involve 

(exposure to) any of the 

following: 

Risks identified & 

rating (H, M & L) 

Required Action Completion 

date 

Awkward spaces and 

workstations. 

 

 

  

Vibration.    

Noise    

Radiation    

Biological agents    

Chemicals    

Shift patterns/night work    

Manual handling    

Unusually stressful work    

Cigarette smoke    

Work in wet or slippery 

surfaces 

   

Any work in which the taking 

of rest breaks and/or distance 

to restroom/toilets may be a 

problem 

   

High or low temperatures    

Lone working    

Work at heights    

Travelling    

Exposure to violence.    

Any other work hazards which 

may pose a hazard to a 

pregnant or new mother 

   

 

Comments: 
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Pregnancy Health and Safety Checklist 
 

 Y/N 

Physical job demands  

Does the work involve lifting or pushing heavy objects? Yes/No 

Does the work involve standing or squatting for long periods of time? Yes/No 

Does the role involve a lot of walking? Yes/No 

Does the role involve working at height or climbing up steep steps? Yes/No 

Does the employee need to access areas with limited space? Yes/No 

Will any tasks become more hazardous as the employee changes shape and size? Yes/No 

Does the role involve shift work? Yes/No 

If so, does it involve working at night? Yes/No 

  

Mental job demands  

Does the job involve meeting challenging deadlines? Yes/No 

Does the role involve rapidly changing priorities and demands? Yes/No 

Does the role require a high degree of concentration? Yes/No 

  

Working conditions - general  

Does the work involve lone working hours or working in remote locations? Yes/No 

Does the role involve any home working? Yes/No 

Are toilet facilities easily available to a pregnant worker? Yes/No 

Is the worker able to take toilet breaks when necessary? Yes/No 

Can the worker take rest breaks when needed? Yes/No 

Can the worker control the pace of her work? Yes/No 

Are there any risks of violence at work? Yes/No 

Does any part of the job involve dealing with members of the public? Yes/No 

If so, does it involve dealing with distressed or disturbed people? Yes/No 

Does the role involve: 

• Contact with young children or sick people 

• Unpredictable working hours 

• Dealing with emergencies 

Yes/No 
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Are there any obstacles in corridors or offices that could cause problems for 

pregnant women, e.g. in the event of a fire evacuation? 

Yes/No 

Is the workplace non-smoking? Yes/No 

If not, is the worker separated from any designated smoking area? Yes/No 

Is there any other form of indoor pollution? Yes/No 

Is the temperature in her working environment reasonable? Yes/No 

Is there enough room for the worker to get in and out of her workstation? Yes/No 

Will there be enough room as the pregnancy develops? Yes/No 

Does the worker have an adjustable seat with backrest? Yes/No 

Specific hazards  

Does any part of the job involve the use of chemicals? Yes/No 

If so, are there any risks to the employee whilst she is pregnant or a nursing 

mother? 

Yes/No 

Is there any exposure to vibration, e.g. through the use of hand tools? Yes/No 

Does the employee need to wear personal protective clothing? Yes/No 

If so, will this present a problem as the pregnancy develops? Yes/No 

 
 

Corrective action Proposed completion 

date 

Actual completion date 
Sign off 
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Safeguarding on Site Policy 
 
Introduction 

 

It is recognised that the Safeguarding of vulnerable groups is an important issue and needs to 

be managed effectively.  Vulnerable groups can include Children, Young Persons, Disabled 

Persons, and Elderly Persons, as well as other groups.  

 

• You must always refer to the Safegaurding Policy on the Trust website - 

http://satrust.com/wp-content/uploads/2018/09/Safeguarding-Statement-1.pdf 

 

It is the policy of The Academy to:  

 

• Appoint The Principal or senior manager to oversee the effectiveness of this policy. 

 

• Ensure that all workers are provided with appropriate Safeguarding instruction and training 

before working on any site where vulnerable groups are likely to be present (such as 

schools, playing fields, etc. 

 

• Ensure that all work is planned, managed, and supervised to avoid the potential of workers 

having any unrestricted access to vulnerable persons.  Where this cannot be achieved, 

then the work will be planned, managed, and supervised to reduce such access to a 

minimum level. 

 

• Require all workers who may be required to work on any site where vulnerable groups are 

likely to be present will undergo DBS checking before such work is carried out. 

 

• Provide all workers that may be required to work on any site where vulnerable groups are 

likely to be present with a photo-ID card that displays: 

o Company Name and contact details (office phone number). 

o Worker’s Name. 

o Worker’s DBS Number and renewal date. 

 

• Ensure that all workers on any site where vulnerable groups are likely to be present will 

wear the Photo-ID card in such a way as to be easily visible. 

 

• The (RAMS) Risk Assessment Method Statement for the site will include detailed site rules 

that will include details of acceptable and unacceptable behaviour with respect to 

Safeguarding.  This will include details such as: 

 

o Dress code for the site (such as Tops must be worn). 

o Unacceptable language. 

o Unacceptable behaviour. 

o Unacceptable communications (such as whistling, etc). 

 

http://satrust.com/wp-content/uploads/2018/09/Safeguarding-Statement-1.pdf
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• Any incident (or suspected incident) arising during work (or in any way related to work) 

will be investigated fully by the Company. 

 

• The effectiveness of this Policy will be checked through Active Monitoring (such as through 

site audits, in addition to supervisory checks and reports). 
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Snow & Ice Policy 

 

Introduction 

 

It is a popular misconception, but there is no law stopping you from clearing ice and snow from 

your property, or from public pavements and areas outside your property.  Heads of 

establishments are responsible for ensuring that the means of access to their establishment 

is safe for both employees and visitors and that adequate arrangements are made to ensure 

that the risks from snow and ice are minimised.  The true position is that a company may be 

held liable for ‘failing to act reasonably’ in order to prevent accidents caused by snow and ice. 

 

You must be careful not to make the situation worse, and to clear snow and ice sensibly, 

particularly from around steps and steep slopes. 

 

It is the policy of The Academy to: 

 

• Clear snow and ice from roads and pathways on our premises. 

 

• Avoid making pathways more dangerous by allowing them to refreeze. 

 

• Clear snow and ice from steep slopes and steps. 

 

• Prioritise important and well-used routes over less used routes. 

 

• Clear a route 1m wide on pathways. 

 

• Apply grit or salt to keep road and pathways from freezing. 

 

• Make checks at appropriate intervals to ensure that roads and pathways remain clear 

where temperatures remain below freezing. 

 

• Consider the needs of employees and visitors, in particular, disabled and elderly visitors. 

 

• Ensure that adequate equipment is available to clear snow and ice. 

 

• Make The Spencer Academies Trust aware of any academy closing due to snow or ice. 

 

• Ensure that any academy closing due to snow or ice is communicated prior to an agreed 

time to all students via social media (Facebook, Twitter, etc), radio or other means. 

 

• Ensure all staff are made aware of the academy closing by text service or other agreed 

means of communication. 
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Training Policy 

 

Introduction 

 

It is recognised that good quality; timely training is vital to the protection of the health and 

safety of employees.  Training needs of employees should be assessed, and training should 

be provided by a competent person.  Training should be focused on the needs of the employee 

and the company.  Training is important in helping the company comply with health and safety 

legislation. 

 

It is the policy of The Acedemy to: 

 

• Appoint the Principal or senior manager of the academy to oversee the effectiveness of 

this policy. 

 

• Identify the health and safety training needs of employees. 

 

• Provide suitable and sufficient health and safety training to employees who will have this 

information logged on to the IHASCO system. 

 

• Arrange for health and safety training to be delivered by a competent person or persons. 

 

• Maintain suitable and sufficient records of the health and safety training provided. 

 

• Employee training will include, but is not limited to:  

 

o Induction training for new employees. 

o Refresher training for existing employees. 

o Fire safety and emergency procedures training. 

o Introductory training to the company’s health and safety policy, etc. 

o COSHH awareness training. 

o Machinery safety training. 

o Job-specific training, as required. 

o Training required by specific pieces of legislation. 

 

• Provide suitable health and safety awareness training for Principals and managers. 
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Training (Induction) Policy 

 

Introduction 

 

It is recognised that good quality; timely training is vital to the protection of the health and 

safety of employees, including induction training.  Training is important in helping the company 

comply with health and safety legislation. 

 

It is the policy of The Academy to:  

 

• Appoint The Principal or senior manager to oversee the effectiveness of this policy. 

 

• Provide suitable and sufficient health and safety induction training for employees. 

 

• Arrange for health and safety induction training to be delivered by a competent person or 

persons. 

 

• Maintain suitable and sufficient records of the health and safety induction training provided. 

 

• Induction training will include (as appropriate), but is not limited to: 

 

o A guided tour of the premises. 

o Fire safety and other relevant emergency procedures. 

o An introduction to the location and contents of the Health and Safety Policy. 

o Relevant method statements and risk assessments. 

o Use of personal protective equipment. 

o Welfare arrangements. 

o Specific site safety issues. 
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Health & Safety Training Needs Record 
 

Job title: Name: 

Manager: Date: 

Training requirements for job Relevant previous training 

 

 

 

 

 

 

 

 

Identified training need Target date Completion 

date 

Employee’s 

signature 

Employer’s 

signature 

Fire Awareness - iHasco     

Slips, Trips, Falls - iHasco     

Manual Handling - iHasco     
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Employee Health & Safety Training Record 
 

Job title: Name: 

Manager: Date: 

 

Date Training course title Trainer Employee’s 

signature 
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Employee Health & Safety Induction Training Record 
 

Job title: Name: 

Manager: Date: 

 

Induction training item Induction trainer Employee’s signature Date 

An introduction to the management and 

supervisory team. 
   

A guided tour of the premises, identifying 

facilities and routes. 
   

Introduction to the site fire safety and other 

relevant emergency procedures. 
   

An introduction to the Health and Safety 

Policy, including the location of policy and 

relevant information. 

   

An introduction to the company approach 

to method statements and risk 

assessments. 

   

Information relating to the provision and 

use of personal protective equipment. 
   

Welfare arrangements. 

 
   

Details of any specific site safety issues.    

    

 

To be completed by the Employee: 

 

Basic Health Questionnaire Section 

Have you ever suffered from hearing problems 

(such as tinnitus or noise-induced hearing loss)? If 

so, please give details. 

This would be covered by HR  

Have you ever suffered from skin problems (such 

as dermatitis)?  

If so, please give details. 

This would be covered by HR  

Have you ever suffered from respiratory 

problems?  

If so, please give details. 

This would be covered by HR  

Have you ever suffered from vibration-related 

problems?  

If so, please give details. 

This would be covered by HR  

 

Further details may be required.  



 

66 
Derby Moor Academy Health & Safety Policy 

 

Toolbox Talk Record 
 

Subject: 

 

Trainer(s): 

Location: 

 

Date: 

Bullet list of items covered (or refer to attached documents): 

 

 

 

 

 

 

 

 

 

 

Employee’s Name Employee’s Signature 
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Training (Site Induction) Policy 

 

Introduction 

 

It is recognised that good quality, timely site induction instruction and training is vital to the 

protection of the health and safety of our employees and of others working on sites, including 

those that are under our control. 

 

It is the policy of The Academy to: 

 

• Appoint The Principal or senior manager to oversee the effectiveness of this policy. 

 

• Instil the need for appropriate site induction training in our employees. 

 

• Provide site induction training in sites and areas of sites that are under our control. 

 

• Keep suitable records of the site induction undertaken by our employees and of that given 

to others. 

 

• Site induction training will include (as appropriate), but is not limited to: 

 

o A guided tour of the premises. 

o Fire safety and other relevant emergency procedures. 

o First aid arrangements. 

o Discussions of relevant method statements and risk assessments. 

o Use of personal protective equipment. 

o Welfare arrangements. 

o Smoking restrictions and areas. 

o Specific site safety issues, such as: 

 

▪ Housekeeping. 

▪ Asbestos. 

▪ Flammable and hazardous substances. 

▪ Moving vehicles. 

▪ Work at heights. 
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Traffic Management Policy 

 

Introduction 

 

The risks associated with traffic movements when working on the highway are recognised.  

The need for expert, contracted advice and assistance are also recognised. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or senior manager to oversee the effectiveness of this policy. 

 

• Appoint a competent contractor to plan and organise traffic management. 

 

• Monitor the actions of the appointed contractor (see Control of Contractors (Sub-

Contractors Policy)). 

 

• Where appropriate, to work in accordance with the provisions of the Approved Code of 

Practice of the New Roads and Street Works Act 1991 or of Chapter 8 of the Traffic Signs 

Manual (as may be appropriate). 

 

• Assess the risks arising from traffic management and to implement suitable control 

measures. 

 

• Ensure that employees under our control are aware of the risk associated with traffic 

movements and of the control measures to be used to avoid or reduce these risks. 
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Visitors’ Policy 
 
Introduction 

 

It is recognised that visitors to the premises may be at greater risk due to their lack of familiarity 

with the plant, equipment and premises.  We accept our duty of care towards all visitors and 

encourage employees to have regard to the health and safety of visitors at all time. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or senior manager to oversee the effectiveness of this policy. 

 

• Ensure, as far as is reasonably practicable, the health and safety of all visitors to our 

premises. 

 

• Ensure visitors are aware of our rules and procedures, as they relate to visitors.  Rules for 

visitors are displayed in the reception area. 

 

• Accompany visitors wherever possible or, if unaccompanied, warn them of any danger 

areas or foreseeable risks. 

 

• Accompany visitors to the fire assembly point in the event of an evacuation of the 

premises. 

 

• Control the access of visitors, including contractors, to ensure the health, safety and 

security of our staff. 

 

• Record all accidents and injuries to visitors in the Accident Book and carry out a suitable 

investigation into the incident. 
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Water Hygiene Policy 
 
Introduction 

 

Water hygiene is one aspect of running our business.  The provision of safe water at the 

appropriate temperature is recognised.  The health risks from Legionella are understood within 

the organisation. 

 

It is the policy of The Academy to: 

 

• Appoint a Director or senior manager to oversee the effectiveness of this policy. 

• Arrange for a Water Hygiene Risk Assessment to be carried out by a competent person 

for each of our premises. 

• Implement the recommendations of the Water Hygiene Risk Assessment. 

• Monitor and record water temperatures regularly. 

• Flush infrequently used outlets on a regular basis and to keep suitable records. 

• Arrange cleaning and disinfection of water storage tanks, as appropriate. 

• Provide suitable and sufficient training to relevant staff for all water hygiene to be managed 

effectively. 
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Legionella Checklist 
 

 Y/N 

1.  System design  

Does our system comply with the Water Supply (Water Fittings) Regulations 1999? Yes 

Are all materials for pipework acceptable for use in water systems? Yes 

Are all water fittings acceptable for use in water systems? Yes 

Are the jointing materials compatible for use in water systems? Yes 

Is backflow to the mains prevented? Yes 

Are insect screens fitted to the overflow? Yes 

Are insect screens fitted to any vent pipes? Yes 

Is there adequate access to allow for cleaning and disinfection of the system? Yes 

Is there sufficient access to allow for drainage of the system? Yes 

Do we have a plan for the water system? Yes 

If so, is it up to date? Yes 

Do we have operating and maintenance procedures for the system? Yes 

If so, are they up to date? Yes 

2.  Coldwater system  

Are the cold water tanks situated in a cool place? Yes 

Are they insulated to avoid water temperatures getting above 200C (or freezing)? Yes 

Are the tanks the correct size to ensure at least one volume throughput per day? Yes 

Are the tanks fitted with suitable tight-fitting covers? Yes 

Are the tanks free of vermin? Yes 

Are the tanks free of sludge and sediment? Yes 

Is the water surface clean and shiny? Yes 

Are the cold water distribution pipes insulated (especially from any heat pipes) to 

prevent more than a 20C rise in distribution? 

Yes 

Can these pipes be inspected to check the integrity of the insulation? Yes 

Is the water temperature below 20C at the sentinel taps (nearest and furthest from 

the storage tank) after being run for two minutes? 

Yes 

3.  Hot water system  

Are the storage capacity and recovery rate of the water heater (calorifier) correct in 

order to ensure no drop in supply temperature? 

Yes 

Can it deliver water at a minimum temperature of 600C? Yes 

Is the return temperature to the calorifier at 500C or above? Yes 
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Is hot water delivered to the sentinel taps (first and last for a re-circulating system; 

nearest and furthest for non-re-circulating) at 500C within one minute? 

Yes 

Is a drain value fitted to the calorifier to achieve effective drainage at least annually? Yes 

Are hot water pipes insulated (especially if next to cold pipes)? Yes 

 

4.  General  

Is scale control required in hard water areas? Yes 

Are measures in place to minimise the risk of scalding? Yes 

Are thermostatic mixing valves required? Yes 

If so, are they fitted as close as possible to the point of use? Yes 

If there are any showers, are they used at least once a week? Yes 

Are the shower heads and hoses cleaned and descaled at least quarterly? Yes 

Are all water outlets required or regularly used? Yes 

If not, can any redundant pipework be removed? Yes 

Are any outlets not in regular use flushed for several minutes at least weekly? Yes 

Are records of any monitoring kept? Yes 

Are maintenance and servicing records kept? Yes 

5.  Management responsibilities Yes 

Have we designated day-to-day responsibility for maintaining our water systems to 

one named manager? 

Yes 

Have we briefed this individual as to the exact nature of their responsibilities? Yes 

Where necessary, have we provided them with the necessary training? Yes 

 

This checklist has been completed to the best of my knowledge. 

 

 

Signed: Anthony Cocker                                Date: 25/08/2022 

 

Note: A copy of this assessment should be retained for at least three years.                
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Legionella Testing Record Sheet 
 

Date Outlet Flushed Cold Temperature Hot Temperature Satisfactory Action 
Required 

Signed Off (signature 
and date) 
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Work at Height Policy 
 
Introduction 

 

The dangers associated with work at height are recognised.  Work at height is still the major 

cause of death within the workplace.  Work at height is defined as any work from which a fall 

may cause injury and can include modest heights.  Where reasonably practicable, work at 

height will be avoided, but where it cannot be avoided effects will be made to ensure that the 

work is carried out safely, so far as is reasonably practicable. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or a senior manager to oversee the effectiveness of this policy. 

 

• Avoid work at height where reasonably practicable. 

 

• Carry out a risk assessment for all work at height activities. 

 

• Ensure that any work at height is suitably planned and supervised by a competent person. 

 

• Ensure that all those involved in work at height are competent to do so. 

 

• Introduce suitable control measures where work at height cannot be avoided to reduce the 

risk associated with the work at height to as low a level as is reasonably practicable and 

that suitable and sufficient measures to prevent falls are implemented. 

 

• Ensure that where appropriate, suitable access equipment (such as ladders, stepladders, 

podiums, tower scaffolds, scaffolds, scissor lifts, cherry pickers, etc) is provided. 

 

o Access equipment is checked and/or erected by a competent person. 

o Access equipment that is left in position for a long time is rechecked at intervals. 

 

• Ensure that any access equipment is suitable for the task and is in, and remains in good 

condition. 

 

• Ensure that suitable measures are in place to prevent injury from falling objects. 

 

• Mitigate the effects of falls from height as far as is reasonably practicable. 

 

• Monitor work at height activities to ensure that control measures are implemented 

correctly. 
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Ladder Safety Procedures 
 

To ensure that:  

Before you use a ladder, you have considered if the work could be carried out by a safer 

method, but have concluded that it is not viable. 

Yes/No 

The ladder is significantly strong and strong enough for its intended use. Yes/No 

There are at least three rungs extending beyond a roof’s edge. Yes/No 

The ladder is secured at the top, wherever practicable. Yes/No 

The ladder is positioned so that the base will not slip outwards (‘one out, four up’ rule). Yes/No 

The base of the ladder is placed on a firm, level and dry surface. Yes/No 

If the ladder needs to be placed on grass, that it has a large wooden board placed underneath 

it to prevent it from slipping. 

Yes/No 

The bottom of the ladder has been secured by stabilisers or ties, to a stable, fixed object. Yes/No 

If this is not possible, that there is another person around to “foot” the ladder. Yes/No 

When in use, the ladder rests against a solid surface (not guttering or similar). Yes/No 

You always keep your body facing the ladder at all times, in the middle of the ladder. Yes/No 

You use a shoulder bag, a belt holster or belt hooks for carrying tools up and down. Yes/No 

If the ladder has been loaned, that it has been checked on return as safe for further use. Yes/No 

If the ladder is placed in front of a door, that the door remains locked or guarded. Yes/No 

  

Do Not Ever: 

Use a ladder in strong wind. 

Use a ladder in heavy rain. 

Use a ladder near any power lines. 

Overreach when using a ladder. 

Have more than one person on a ladder at any one time. 

Try to carry a long ladder on your own.  Always get assistance. 

 

Corrective action Proposed completion 

date 

Actual completion date 
Sign off 
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Work Equipment & Machinery Policy 
 

Introduction 

 

The dangers associated with the provision and use of work equipment is recognised.  There 

are risks of harm both to those using work equipment and also to those around them (co-

workers, contractors, visitors, etc).  Work equipment must be maintained in good condition 

and must be inspected regularly. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or senior manager to oversee the effectiveness of this policy. 

 

• Provide work equipment that is safe, and that is suitable for the tasks to be undertaken. 

 

• Ensure that all work equipment is maintained, inspected, tested and subject to thorough 

examination as and when required by specific legislation. 

 

• Ensure that suitable records are maintained of maintenance, inspection, test and statutory 

examination of work equipment. 

 

• Carry out regular, recorded inspections of all machinery guarding and other safety devices. 

 

• Complete specific assessments of the risks arising from work equipment, as required by 

the Provision and Use of Work Equipment Regulations. 

 

• Implement and enforce such control measures as determined by the assessments of risk. 

 

• Provide information, instruction, training and supervision, where appropriate, to relevant 

employees. 

 

• Ensure that all work equipment is CE marked as appropriate and that suitable and 

sufficient documentation is obtained from the manufacturers and suppliers. 

 

• Prevent or control access to the dangerous parts of machinery and other work equipment. 

 

• Ensure that all controls, including emergency controls, conform to the requirements of the 

Provision and Use of Work Equipment Regulations. 

 

• Provide suitable means of isolating the work equipment from electricity (and other sources 

of energy) where appropriate. 
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Equipment Safety Checklist 
 

 Y/N 

Safety features  

Are all dangerous parts of machinery guarded? Yes/No 

Are all machine guards in good working order? Yes/No 

Have all operators been instructed on the importance of not disabling any machinery 

guarding? 

Yes/No 

Is it difficult to disable or override the guarding mechanism? Yes/No 

Is it impossible to start the machine by re-setting the safety device? Yes/No 

Is there an emergency stop button? Yes/No 

Is this easily accessible to the operator in the event of an emergency? Yes/No 

Can all controls be operated easily? Yes/No 

If the power is isolated, can the moving parts stop without the operator coming into contact 

with them? 

Yes/No 

Can the equipment be isolated from power to prevent accidental reconnection by? 

• Locking it off. 

• Removing a plug from a socket which is easily visible to the equipment user. 

Yes/No 

Are any staff likely to be located in a position that puts their safety at risk when the 

equipment is activated? 

Yes/No 

If the power fails, does the start device need to be activated to restart the equipment? Yes/No 

  

Hazard management  

If applicable, are existing systems of work adequate to protect against: Yes/No 

• Items being ejected. Yes/No 

• Items falling from the equipment. Yes/No 

• Collapse. Yes/No 

• Explosion. Yes/No 

• Fire. Yes/No 

• Overturning. Yes/No 

Are lighting levels sufficient for operators to work safely? Yes/No 

Where necessary, is the equipment made stable, e.g. by clamping? Yes/No 

Are operators protected against temperature extremes, e.g. by insulation? Yes/No 

If local exhaust ventilation (LEV) is installed, is it tested as necessary, e.g. at least once 

every 14 months? 

Yes/No 
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Are sufficient records kept? Yes/No 

If the equipment is pressurised, do we have a written scheme of examination as required by 

the Pressure Systems Safety Regulations 2000? 

Yes/No 

  

Information and training  

Have all staff been issued with written instructions for safe use of the equipment? Yes/No 

Have all operators received training in safer use of the equipment? Yes/No 

Do we have records to demonstrate this? Yes/No 

Are there measures in place to ensure that the training has been understood? Yes/No 

Is the equipment used in accordance with the manufacturer’s instructions? Yes/No 

  

Safe Use  

Is the equipment only used in an appropriate environment? Yes/No 

Is adequate ventilation provided? Yes/No 

Where necessary, are there appropriate warning signs, e.g. noise warnings, restrictions on 

use, etc? 

Yes/No 

Are the start and stop controls clearly marked and visible? Yes/No 

  

Maintenance  

Where necessary, is there a system of planned preventative maintenance in place? Yes/No 

Have clear instructions been given to those responsible for carrying it out? Yes/No 

Is this documented? Yes/No 

 

 

Corrective action Proposed completion date Actual completion date Sign off 
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Machine Inspection Record 
 

Machine Description: 

 

Month/Year: 

 
 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 

Controls 
 

                

Emergency 
stops 

                

Guards 
 

                

Safety 
devices 

                

Extraction 
 

                

General 
 

                

 
 

                

 

 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31  

Controls 
 

                

Emergency 
stops 

                

Guards 
 

                

Safety 
devices 

                

Extraction 
 

                

General 
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Workshop Safety Policy 
 
Introduction 

 

It is recognised that there are many potential dangers associated with woodworking and 

metalworking workshops.  Many of these dangers are considered elsewhere in this policy, 

such as moving vehicles, etc. 

 

It is the policy of The Academy to: 

 

• Appoint the Principal or senior manager to oversee the effectiveness of this policy. 

 

• Restrict access to the workshop area until authorised persons unlock. 

 

• Ensure adequate lighting and ventilation in the workshop areas. 

 

• Ensure that suitable arrangements have been made to segregate students from moving 

vehicles, including delivery vehicles. 

 

• Provide suitable high visibility clothing to relevant workers and to ensure that it is worn as 

appropriate. 

 

• Ensure that all machinery supplied is in good condition and is maintained and serviced in 

accordance with the manufacturers’ (or other similar) recommendations. 

 

• Ensure that all machinery guards, and other safety devices, are checked and inspected by 

a competent person at regular intervals, with suitable records maintained. 

 

• Provide suitable PPE for those working in the warehouse, including overalls, warm 

clothing, high visibility clothing, safety footwear, gloves, etc. 
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Workshop Weekly Inspection Record 
 

Month/Year: 

Date:      

      

Access/Egress      

Condition of floors      

Walkways (safe pedestrian 

access/egress) 

     

General Housekeeping      

Rubbish      

Slipping and tripping hazards 

adequately controlled 

     

      

Noise      

Noise levels acceptable      

Ear protection is worn as 

required 

     

Notices displayed      

      

Personal Protective 

Equipment (PPE) 

     

Appropriate PPE available      

PPE is worn as required      

      

Machinery      

Daily machinery checklist 

being completed 

     

Extraction systems       

Areas around the machines 

are clean and clear 

     

      

Forklift trucks      

Daily checklists completed      

Use of forklift truck 

adequately controlled 

     

General condition      

      

Battery charging station      

Barriers      

Eyewash (available/date)      

Eye protection (available)      

      

General      

Temperature      

Lighting      

Welfare facilities      
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Abbreviations 

 



 

83 
Derby Moor Academy Health & Safety Policy 

Abbreviations 
 

ACoP Approved Code of Practice 

COSHH Control of Substances Hazardous to Health 

DSE Display Screen Equipment 

DSEAR Dangerous Substances and Explosive Atmospheres 

PPE Personal Protective Equipment 

PUWER Provision and Use of Work Equipment 

RIDDOR Reporting of Injuries, Diseases and Dangerous Occurrences 

SOP Safe Operating Procedure 

SWP Safe Working Procedures 
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Inspection Records
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Slips and trips Checklist – Walkways and Work Areas 
 

 Y/N 

Are your walkways kept clear? Yes/No 

Are the floorings level and free of trip hazards? Yes/No 

Are the floors and walkways clear of obstructions? Yes/No 

Are any very large or awkward-shaped objects stored in a way, so they are not 

dangerous to those passing by? 

Yes/No 

Are holes in the floor surface repaired or otherwise made safe? Yes/No 

Are there any barriers or safety signs to cordon off unsafe areas? Yes/No 

Is there safe clearance got walking in aisles where motorised or mechanical 

handling equipment is operated? 

Yes/No 

Are there any spillages? Yes/No 

Is there a system in place to ensure that all spillages are reported? Yes/No 

Is there a system in place to ensure that all spillages are cleared up immediately? Yes/No 

Are wet surfaces covered with non-slip materials? Yes/No 

If necessary, are non-slip safety shoes provided? Yes/No 

Are the floors clean? Yes/No 

Are the floors cleaned significantly, regularly? Yes/No 

Are materials or equipment stored in such a way that sharp objects do not 

interfere with the walkway? 

Yes/No 

Are changes of direction or elevation really identifiable? Yes/No 

 
 

Corrective action Proposed 

completion date 

Actual completion 

date 
Sign off 
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Site Safety Audit 

 

Principal Contractor:     Date: 

 

Site Contacts: 

 

Auditor: 

 

Site:  

 

Ref Item Y/N Comments 

    

1 Site, Presentation, Security & 

Welfare 

  

 Site security arrangements (public)   

 Site security arrangements 

(contractors) 

  

 Signage   

 Canteen facilities   

 Toilet facilities    

 Drying room facilities   

 Drinking water available   

 First aid arrangements   

 Site tidiness/storage of materials   

 Suitable arrangements for waste   

    

2 Housekeeping   

 Access & egress   

 Local waste collection (bins)   

 Main waste collection   

 Trip hazards controlled   

 Sharp hazards controlled   

 Monitored   
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Ref Item Y/N Comments 

    

3 Access Equipment   

 Suitable   

 Maintained and checked   

 Inspected   

 Ladders tied/footed   

    

4 PPE   

 Hard hats   

 Safety footwear   

 Eye protection   

 Gloves   

 Hi-vis vests   

 Dust masks   

 Enforced   

 Signage   

    

5 Electricity   

 All tools 110 volts or lower   

 Inventory of portable tools   

 Inspection and test of portable tools   

 Records of inspection and test   

 Distribution boards protected   

 Trailing cables controlled adequately   

    

6 Lighting   

 Adequate   

 Lighting system tested and inspected   

 Cables routed appropriately    

 Adequate emergency lighting   
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Ref Item Y/N Comments 

    

7 Hazardous/Flammable Substances   

 Inventory    

 Datasheets   

 COSHH assessments   

 DSEAR assessments   

 Appropriate PPE   

 Suitable storage arrangements   

 Suitable warning signs   

    

8 Machinery   

 Suitable for the work   

 Suitably guarded   

 Operatives trained   

 Inspected by a competent person   

    

9 Manual Handling   

 Handling aids provided   

 Appropriate PPE   

 Adequate space   

    

10 Fire/Emergency Procedures   

 Adequate fire alarm   

 Suitable assembly points   

 Adequate fire extinguishers   

 Emergency/evacuation plans   

 Provision of first aid   

 Suitable first aid kit   

 Accident record book   

    

11 Documentation   

 Health and Safety Plan   

 Risk Assessments   
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Ref Item Y/N Comments 

 Method Statement   

 Adherence to method statement   

    

12 Training    

 Site induction   

 Fire/emergency procedures   

 COSHH   

 Manual Handling   

 Use and maintenance of PPE   

 Use of access equipment   

 Toolbox talks   

 Suitable records of training   

    

13 Other Issues   

 Adequate segregation of work 

activities 

  

 Regular site meetings   
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Corrective action Proposed completion date Actual completion date Sign off 
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Reviewed: September 2019  

Ratified by governors:  

Next review due: to be determined by the Principal (annually for cascade and contacts) 
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The Governing Body of Derby Moor Academy adopted this policy in XXXXX.  Revisions to the 

policy were agreed and adopted on XXXXX when governors also delegated responsibility for 

future review to the Principal. 

1. Introduction: 

Whilst we cannot prepare for every eventuality, there are steps we have taken in order to 

manage responses to any given incident. 

 

Therefore, we have: 
 

• Identified a Critical Incident Team (CIT) who, collectively or individually, could take a 

lead in an emergency.  Key roles to those involved have been identified. 

 

• Ensured basic information, contact lists, communication, procedures etc, are in 

places, known to all key staff and kept up-to-date (including references to changes in 

legislation, Local Authority guidelines etc). 

 

• Ensured that Governors, all key staff in the school community etc, are aware of the 

plans developed. 

 

• Ensured timescales for review, updating etc, are securely in place. 

 

• A list of any students out from school on visits or placements on any day should be 

kept in the school office. 

 

The Local Authority has undertaken to maintain such a sequence for itself and will assist 

schools, where possible, in their planning. 

2. Definitions 

A ‘Critical Incident’ can be defined as: 

 

‘An event or sequence of events affecting students and/or staff which created significant 

personal distress to a level which potentially overwhelms normal responses, procedures 

and coping strategies and which is likely to have serious emotional and organizational 

consequences’.  (Adapted from Norfolk Education Service) 

 

Additionally, a Critical Incident may: 

 

• Happen inside or outside school. 

• Involve severe injury or deaths to students, staff, parents or members of the local 

community. 
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• Involve no physical injury but emotional trauma. 

• Involve one student, one member of staff, or, at the other end of the scale, hundreds. 

• Involve the school site being used as REST CENTRE by the Local Authority in the 

event of a local disaster or community critical incident. 

A Critical Incident will almost inevitably disrupt school functioning. 

 

Critical Incidents will be categorized into two levels, Level 1 and Level 2. 

 

The following Level 1 incidents could be seen as high priority in that they would require a 

detailed action plan including all or most of the elements summarized on page 5. 

2.1 Level 1: High Priority 

 
These incidents require an Action Plan to be put immediately into operation. 

Past examples: 

• The shooting in Dunblane Primary School. 

• The stabbing to death of Nicki Conroy in a Middlesbrough classroom. 

• The Hagley School minibus crash. 

• The machete attack on nursery students and staff in Wolverhampton. 

• The school canoeing trip deaths off Lands End. 

• The murder of Philip Lawrence, Head Teacher, outside his school in London. 

• Community critical incidents such as Lockerbie, Hungerford or Hillsborough or 

following a civil disturbance including acts of terror. 

The following Level 2 incidents may be seen as lower priority but may nevertheless 

severely disrupt school organization and functioning may result in severe distress to 

students and/or staff and may require some elements of the action plan such as the 

involvement of support agencies. 

2.2 Level 2: Medium Priority 

 
These incidents require the Principal to plan as appropriate. 

Examples may include: 

• The death of a student or adult on the school premises. 

• A road traffic accident involving a student or member of staff. 

• A fire at the school or at home where there is loss of life or serious injury. 
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• A serious accident in a school laboratory. 

• The murder or severe injury of a student, parent or member of staff outside 

school. 

• The death of a student following an accident or illness outside school. 

3. Role of Support Agencies 

In any major critical incident, the involvement of the emergency services is crucial and 

their role of paramount importance.  Police, fire, ambulance and coastguard have priority 

over all other outside agencies. 

 

In the event of a major incident occurring which affects a proportion of the city including 

the school (e.g. an air crash), the city’s Emergency Planning Department will co-ordinate 

responses, in conjunction with the emergency services.  Derby Moor is a designated REST 

CENTRE; the Principal will be informed of such a response directly by the Local Authority 

(LA). 

 

Derby LA has its own ‘Critical Incident Team’ which is trained to deal with such incidents.  

Their key roles are to: 

 

• Co-ordinate the input of the education services to schools following a critical incident  

(The school should contact this officer as soon as possible following a critical incident). 

• Be responsible for revising the Department’s policy and procedures for responding to 

critical incidents. 

• Inform all services of their respective roles in helping schools following critical incidents. 

• Ensure all support services receive appropriate training and that this is regularly 

updated. 

• Be responsible for informing schools about disruption to normal services from support 

services while these are responding to a critical incident. 

4. Roles and Responses: Critical Incident Team (CIT) 

Distress occurs both to individuals involved in any traumatic incidents and to those 

involved in a helping capacity, whether school staff or outside agencies.  For the best 

humanitarian reasons people often rush to situations where they feel they are needed, but 

working within an traumatic situation is not easy and should be treated with caution.  

Ideally, it should be carried out by those who are personally robust enough to cope with 

the pressures and who have received further training.  Access to professional colleagues 

for ‘debriefing’ purposes is essential if further ‘casualties’ are to be avoided.  The Principal 

and managers of support services will take responsibility for ensuring this is provided.  All  
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teaching staff should not be expected to work within a traumatic situation without training; 

rather they should be given the choice and further options as the critical incident plan is 

formulated. 

 

The Principal will ensure that a Critical Incident Plan is put into operation, including: 

 

• The Chair of Governors to be notified. 

• Other staff are informed that the action plan is being carried out. 

• Contacting involved parents. 

• Informing other parents by letter. 

• Liaising with support agencies. 

• Handling enquires. 

• Liaising with LA Press Office. 

• Talking to the media, if necessary. 

• Organizing meetings with other staff. 

• Ensuring safety and security of school building. 

• Establishing priorities for counselling. 

• Creating a management system for recording who has been seen and in what order. 

It may well be that normal management structures are not appropriate during this process.  

Competence, reliability and availability may determine membership rather than school 

structure or status. 
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4.1 Managing a Critical Incident 

 
 
 

 
 
 
 
 
 
 
 
 

 
 

                            
                             
                                   
                  
 
 
 
 
 
 
      
 
 
 
        
 
        
            
   
      
 
 

 
  

Initial Contact Person or 

person receiving initial 

information. 

Principal or designate 

decide on status of incident 

if appropriate. 

Assemble members of the 

CIT (as appropriate) in 

Principal’s office. 

Principal to brief Team and 

to trigger responses. 

Team to undertake specific 

individual roles as described 

below 

Communication of information follows the 

attached Critical Incident Cascade to 

establish contact with the Principal or 

designate. Beyond that point of contact, the 

extent and content of communication is 

controlled by Principal or designate. 
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4.2 Critical Incident Team Membership – Brief Role Description (contact numbers 

supplied to group membership) 
 

Team Member Role 

‘Initial Contact Person’ 

(first available/most 

senior staff member on 

site or the available 

member of staff 

nominated by SDO) 

If necessary alert emergency services or confirm that this has 

been done. 

Receives and gathers information and communicates this to 

the Principal. 

 

Initiates the Critical Incident log and records details such as 

times, nature of event and names of those involved. 

Principal (SDO) If necessary, alert emergency services or confirm that this has 

been done. 

Begin cascade to assemble the CIT (and when required the 

whole staffing establishment) by contacting the SLT Team. 

 

Allocates the continuation of the Critical Incident log to a 

member of the Senior Leadership Team. 

 

Decide status of incident. 

Trigger contacts LA, Support Services and Chair of Governors. 

Brief CIT. 

General coordinator of response, liaise Emergency Services, 

LA, Governors and Support Agencies. 

 

Receive and pass on information as and when received: prepare 

factual press statement including reassurance of actions being 

taken by school and avoiding speculation. 

Vice-Principal (CBH) Support Principal and acts as a ‘back-up’ in case of absence. 

 

Responsible for school organization, assemblies, letters home 

and internal communications within school. 

Vice Principal (TMC) Manage school staff – timetable, cover and rooming 

arrangements. 

 

Liaise and communicate with students and parents. 

Marketing 

Coordinator (LST) 

 

Liaise with press. 

Be available to take enquiries from press. 

Organize Press Conference if appropriate. 

Update Press as and when necessary. 
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Human Resources 

(JBU) 

Access school records for contact details and co-ordinate 

staffing arrangements. 

Arrange staffing for reception as required (additional staffing is 
likely to be required). 

Assistant Vice 

Principals  (IHA, 

APO, JSC, CWR, 

SMN) & Year 

Managers (AHO, 

IDH, AMO, KOC, 

LFE)  

Provide support as directed by SDO, CBH and TMO. 

 

Record those parents contacted, including time of message and 

person spoken to. 

Receive parents on arrival at school. 

Head of Service: 

Premises and 

Contracts (AWA) 

Manages facilities on the school site. 

Contact all facilities, buildings, services on site, liaise with 

caretakers, shift supervisors, office staff, telephone lines etc. 

 

Contact other services if required, e.g. catering/extra office 

staff/transport. 

Prepare a Reception/Community Room if required as a base 

including telephone access if appropriate. 

Provide access to school site (include signage) and co-ordinate 

car parking. 

Liaise with their agencies (Adult Education/Sports Centre etc). 

Manage Health & Safety issues on site. 

Provide heating/lighting where appropriate. 

Receptionist Telephone links. 

5. Handling the reaction of people affected 

People can react very differently to a Critical Incident: some will readily give vent to 

their feelings, whilst others find it more difficult.  A student’s ages and development 

will, of course, affect their understanding and feelings.  The nature of the incident itself 

has a major bearing on the feelings.  The most common reactions include denial, 

distress, guilt, anger and helplessness. 

 

There are, however, some common needs that should be recognized and addressed: 

5.1 Action within hours 

 

• Inform all staff, give guidance on how to support and talk to children. 

• Confront the ‘truth’ and take care with the form of words in announcements. 

• Outline the measures in place to provide help for distressed children. 
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• Provide information for families on the kind of help available. 

5.2 Explicit acknowledgement of the incident 

 

• Acknowledge the emotional state of staff, students, allow time and space. 

• Some staff may not wish or be able to directly support children. 

• The burden may fall disproportionately on a small number. 

• Establish boundaries – avoid ‘milling’.  Designate areas for parents, supporters, 

the Press, etc. 

• Acknowledge the incident may be a trigger to children who are emotionally 

vulnerable. 

• Be sensitive to the effect on staff and students. 

5.3 Opportunity to talk through or otherwise express personal reactions 

 

• While attempting to ensure continuity and normality, staff should encourage 

children to talk about their feelings and be prepared to listen to them. 

• Groups of children may be offered support from outside professionals who can 

debrief them to help them understand their reactions, and developing coping 

strategies.  Parental permission should be sought in this instance. 

• Staff closely associated with the children involved should be offered 

opportunities for debriefing and counselling. 

• Exceptionally, some children and staff may need therapeutic help for a 

considerable time, or at some time after the event. 

5.4 Those providing support need support 

 

• Be aware of the possible delayed reactions for those actively involved in 

responding to a critical incident.  Staff who are coordinating the school’s 

response should be supported and schedules for relief periods. 

• Teachers are vital in supporting students through a critical incident, but 

teachers facing this, need and deserve information guidance and emotional 

support themselves. 

• The needs of the Principal and senior staff have not always been fully 

acknowledged.  The strain of leading a school through a critical incident can 

obscure the Principal’s personal feelings. 

5.5 Formal and informal recognition and rituals 

 

• Arrangements may be made to express sympathy to the families directly 

affected by the incident. 
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• Injured children can be visited in hospital. 

• Children can be encouraged to send cards and letters. 

• Plan to attend a funeral, if welcome.  (School closure is possible at the 

discretion of the Governors.) 

• Discuss the desirability of holding special assemblies and memorial services. 

• Anniversaries are key time and the school should ensure such times are 

planned for and handled with sensitivity and support. 

5.6 Continuing or quickly re-establishing normal routines 

 

• Every attempt should be made to provide as much continuity as possible for 

children. 

• Maintain the normal school day so that children are unsettled as little as 

possible. 

• Parents can be invaluable (e.g. as classroom assistants) in enabling the school 

day to run smoothly. 

5.7 Return to school by students and staff directly affected 

 

• Some may not be attending school after an incident and will need assistance 

on re-entry. 

• Some may have been injured or distressed and will need significant support to 

reintegrate back into school. 

6. Review and Training 

6.1  Review 

 
The Critical Incident Cascade will be reviewed annually for September with all 

staff, in conjunction with the support services as necessary, taking into account 

of any direct experiences of critical incidents.  The LA will endeavor to provide 

feedback to schools based upon accumulated experiences across the city as a 

whole. 

 

The policy will be reviewed on a two year cycle of if required by events or 

changes to legislation. 

5.2 Training 

 
The school will consider appropriate training for staff who have expressed a 

wish to be involved in this type of work, such training could include full First Aid 

courses, aspects of bereavement, group debriefing etc. 
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Appendix 1:  Useful Contacts 

 
Contact Name Telephone/Fax 

 

 

People Services Dirctorate 

 

 

 

 632723   642731 

 

642734 

 

Press Office 

 

 

Duty Officer 

 

 643500 

07812 300168  

 

Strategic Director of People 

Service (incorporating 

Children & Young People’s 

Services) 

 

 

Andy Smith 

 

 

01332 643556 

 

Psychological Service 

 

 

Richard Lakin  

Team Manager 

 

 

01332 641379 

 

Local ‘Casualty’ Dept. 

 

Royal Derby Hospital 

Accident & Emergency 

Reception 

 

01332 783111 

 

Education Welfare Services 

 

 

Jonathan Howie 

 

01332 642254 

 

Derby City Children & Young 

People’s Service 

 

 

Duty Officer 

 

01332 641172 

 

School Governors 

 

 

Graham Pyman 

 

See School Contact Cards 

 

Leadership Group 

 

  

See School Contact Cards 

 

Derby Moor Academy 

 

  

01332 772706 
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Appendix 2:  Critical Incident Log 

 
Staff Initial      Time Information received _________________ 
 
Date       
 
What has happened? 
 
 
 
Where and when? 
 
 
 
Name and contact number of adult at incident site 
 
 
 
Extent of injuries, numbers and names 
 
 
 
Location of injured, name and contact of adult present 
 
 
 
Location of uninjured, name and contact of adult present 
 
 
 
Is help required from School? 
 
 
Who else has been informed? 
e.g. 
 
Police:     Time:    Station: 
 
Any other service? 
 
 
What has been said? 
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Appendix 3: Lock Down Procedure 

 

An audible alert over the PA system is the indicator for all students and staff to either 

remain in the building or to make their way to the nearest classroom as there is a 

threatening situation. 

On hearing the signal 

• All students and staff outside the buildings must move quickly and quietly to the nearest 

safe classroom/room.  The Pavilion can be used. 

• All students and staff are to remain in these rooms until advised to leave by a senior 

member of staff. 

• Most senior member of staff notifies the Inclusion unit that we are in lockdown by phone. 

 

Communication 

• No radio communication should be used at any point, with the exception that in the 

instance the reception staff are unable to use the alert system, the first member of staff 

who discovers the situation should either phone or radio the ICT staff requesting them to 

manually trigger the audible alert. 

 

Action 

• When all students and staff are inside a safe classroom/room, doors should be locked, 

lights turned off and where blinds are in place, blinds drawn. 

• All students and staff should be seated on the floor and out of sight where possible. 

• Staff should encourage students to remain calm. 

 

All Clear 

• Students and staff are to remain in rooms until an announcement via the PA system has 

been made which will clearly state that, ‘Lockdown is now clear.  Students and staff can 

proceed to normal routine.’  Staff should ensure that all students proceed in a calm 

manner. 

 

Reception responsibilities 

• Sound the signal.  Proceed to nearest safe room. 

 

Senior staff responsibilities 

• Most senior member of staff available notifies police and takes instructions from police. 

• Most senior member of staff gives all clear once emergency has been resolved, including 

the Inclusion unit. 

 

Follow up action 

• Inform parents. 

• Make appropriate support arrangements for staff and students. 

• Evaluate response to emergency and update procedure where necessary. 
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Appendix 4:  Critical Incident Staff Cascade   

 

  

  

   

 

 

 

 

 

 

 

 

 

 

 

 

Head of Service: 
Premises 

AWA (SDO) 
 

Assistant 
Principal      ABR 

(VST) 
 
 
 

➢ Head of Maths: 

Maths (JPR) 

↓ 
LDs in Maths  
(ABL & SRI) 

↓ 
Maths and Business 

Teaching Teams 
 
➢ Assistant  

Principal: 

Community 

(ZSH) 

         ↓ 
LD/ KS3/TiC in English  

(ESM, SHA & CGE) 
↓ 

English Teaching 
Team 

 
 
 

➢ Head of Service: 
Premises (AWA) 

↓ Site, Marketing, 
Finance, IT & Out of 
Hours staff 
↓ Ivy House (Kenny 
Mann) 
 
➢ Office Manager 

(MPA) 
↓Clerical Support Team 

(inc; Attendance, 
Primary First Aider, 

Reception, 
Reprographics, School 
Counsellor & Student 

Services teams) 
➢ Senior Midday 

Supervisor (TWA) 
↓Midday Supervisors 
 
➢ Flexible Learning 

Co-ordinator 

(TBC) 

 
➢ Human Resources 

Team 

 

The cascade is activated by the Principal (SDO).  Reserves are indicated by italic type, if the first call person is unavailable.  The first call person should always contact 
their reserve first to ensure that they are aware of events.  
Team leaders need to ensure that they have a communication tree in place for all staff in their Area.  PGCE students should be contacted by their mentors. 
Please listen to Radio Derby for information. 

➢ Faculty Leader: 

Science (UBA) 

↓ 

LDs in Science (RBA, 

RHU, TBE) 

↓ 

   Science      Teaching 

Team 

↓ 
Senior Science 
Technician (VFA) 

↓ 
Science Technician 
Team 

 

➢ Senior Teacher: 

Human 

Development 

(JMU) 

          ↓ 
LDs in Human 
Development (PEA, 
CEZ) 
          ↓ 
Human Development 
Teaching Team 
 

              
 

 
Pastoral Teams 

Years 9-11 
 

Assistant 
Principal      AMA 

(IDH) 
 

Pastoral Teams Year 
7&8 

 
➢ Faculty Leader: 

Art, Design & 

Technology 

     (VBU) 
↓ 

Second in Charge: Art & 
DT 

 

KDE 
↓ 

Art, Design & Technology 
Teaching Team 

↓ 
Technology Technician 

Team 
 

➢ Faculty Leader: 

MFL (YGU) 

↓ 
MFL Teaching 

Team 
 

➢ Faculty Leader: 

Computing & ICT 

(MAK) 

           ↓ 
Computing & ICT 
Teaching Team 

 
 
 

➢ Assistant SENCO 

(HBU/VST) 

 ↓ 

Teaching/Classroo

m 

Assistants, Nurture 
(HPA)  
↓ 
Inclusion (AWO) 
↓ Inclusion team 

 
 
 

➢ Faculty Leader: 

PE & Expressive 

Arts (JMN) 

↓ 

LDs in PE & 

Expressive Arts 

(SMU, RWY) 

↓ 

PE & Expressive 

Arts Teaching 

Team 

 
➢ Teaching + 

Learning 

Supervisors 

 
➢ Assessment & 

Exam Team 

 

Principal 
SDO (CBH & KWI) 

Vice Principal 
CBH (SDO) 

 

Vice Principal 
KWI (SDO) 

 

Assistant  
Principal 

IHA (AMA/ZSH) 
 

Assistant  Principal 

CWR (APO) 
Assistant  
Principal 

JSC (AMA) 
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Appendix 5: Equality Impact Assessment Policy Checklist 
 Equality Impact Assessment of DMA Policy 

Title of Policy POLICY NAME: Critical Incident Policy & Cascade 

PART 1 Positive Impact – reducing inequalities 
Statutory duty/equality 
legislation: Equality Impact 
Assessment undertaken or is 
satisfied. 
D = Disability, GA = Gender 
reassignment, P = Pregnancy & 
Maternity, R = Race, R/B = 
Religion or Belief, S = Sex, SO = 
Sexual Orientation,  
A = Age, M/CP = Marriage and 
Civil Partnerships 

How is the policy likely to have a significant positive impact on equality by reducing inequalities that already exist?  
Adherence by all staff to the policy ensures that the school is able to react to a critical incident and ensure that all groups are equally 
supported and their rights are protected.  
 

 
Could the policy have a significant negative impact on equality in relation to each of the following groups or characteristics?  
None 
 

 
Characteristics 

Indicate areas of likely impact 

✓ 

Promote equal 
opportunities 

Get rid of 
discrimination 

Get rid of 
harassment 

Promote good 
community relations 

Promote 
positive 
attitudes 

Promote/ protect 
human rights 

D ✓     ✓ 

GA ✓     ✓ 

P ✓     ✓ 

R ✓     ✓ 

R/B ✓     ✓ 

S ✓     ✓ 

SO ✓     ✓ 

A ✓     ✓ 

M/CP ✓     ✓ 

Equality Impact 
Assessment of DMA 

Policy 

Records 

Name of person 
responsible for policy 

S. Doyle 

Date of EIA of Policy September 2021 

A = Age, M/CP = Marriage and Civil Partnerships –applies in respect of employment framework policies 
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Equality Impact 
Assessment of DMA 

Policy 

Evidence 

PART 2  
 
Statutory duty/equality 
legislation: Equality Impact 
Assessment undertaken or is 
satisfied. 
 
D = Disability, GA = Gender 
reassignment, P = Pregnancy & 
Maternity, R = Race, R/B = 
Religion or Belief, S = Sex, SO = 
Sexual Orientation,  
A = Age, M/CP = Marriage and 
Civil Partnerships 

What is the evidence for your answers above? (list any quantitative and qualitative) 

Dissemination of the policy and cascade recorded through minutes. 

Recording of a critical incident to logged on a ‘Critical Incident Log’. 
 

 

Equality Impact 
Assessment of DMA 

Policy 

Conclusion 

PART 3  

Summary of findings  

 

Equality Impact 
Assessment of DMA 

Policy 

Next steps 

PART 4    

Category Actions Target Date Person responsible 

Next Steps – Action Plan    

Practical changes 
required to reduce 

adverse impact 

   

Monitoring and evaluation 
and Review (publish 

revised policy) 

The policy reviewed by the Governing Body. Autumn 2020 S. Doyle 

 


