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HEALTH AND SAFETY POLICY  
 
 
Policy agreed on date: 19.11.2021 
Policy published (including on a website):19.11.2021  
Next review date: July 2022 
 
Purpose 
 
This policy is to set down the guidelines for Health and Safety in the school. It ensures that 
there is a consistency of approach amongst staff and that the school fulfills its legal 
responsibilities and duties under the Health and Safety at Work etc. Act 1974. 
 
Rationale 
Calder House School fully recognises its responsibilities for the health, safety, and well-being 
of all those who, as users of our building, are members of our school community. 
 
The Health and Safety at Work etc. Act 1974 places a duty on employers to safeguard so far 
as is reasonably practicable, the health, safety, and welfare of their employees and the 
health and safety of persons not employed but who may be affected by the work activities 
such as pupils and visitors. 
 
The employer or, in the case of Calder House School as an independent school, the 
proprietor, is accountable for the health and safety of school staff and pupils. The day-to-
day running of the school is delegated to the Head of School, Managing Director, and Health 
and Safety Officer. They are responsible for ensuring that risks are managed effectively. This 
includes health and safety matters. 
 
Audience 
 
This document is intended for all Calder House employees. It is also for the Calder House 
School Governors, any school inspectors/advisors, and parents.  
 
This policy can be accessed: 
 

1. On the school website- CHS_Health_and_Safety_Policy.pdf 
(calderhouseschool.co.uk) 
 

2. A hard copy is available in the Head of School’s Office 
 
Guiding Principles 
 
Calder House School fully recognises its responsibilities under the Health and Safety at Work 
Act, 1974, for providing a safe and healthy workplace and working environment for all its 
employees, pupils, visitors, and other persons who may be affected by its activities. 
 

http://www.calderhouseschool.co.uk/assets/uploads/CHS_Health_and_Safety_Policy.pdf
http://www.calderhouseschool.co.uk/assets/uploads/CHS_Health_and_Safety_Policy.pdf
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The Head of School with the oversight of the School Governors will take all reasonable steps 
to ensure that the Health and Safety Policy is implemented and that published Codes of 
Practice and Guidance Notes are followed and monitored throughout the school. 
 
It is essential for the success of the Health and Safety policy that all employees recognise 
their responsibilities under Section 7 of the Act in co-operating with management on Health 
and Safety issues and taking care of themselves and other persons whilst at work. 
 
Health and Safety at Work etc. Act 1974 (legislation.gov.uk) 
 
ROLES AND RESPONSIBILITIES 
  
The responsibility for the day-to-day implementation and monitoring of the Health and 
Safety Policy lies with the Head of School.  
 
However, Calder House School recognises that some of these duties may be successfully 
allocated to other members of staff, under guidance from the Head of School. 
 
Responsibilities 
 
At Calder House School the following persons have specific responsibilities. 
 
The Proprietor and the Board of Directors  
 
The Proprietor ensures that the school premises and the accommodation and facilities 
provided therein are maintained to a standard such that, so far as is reasonably practicable, 
the health, safety, and welfare of pupils are ensured. 
 The Education (Independent School Standards) Regulations 2014 (legislation.gov.uk) 
 
The Governors 
 
The Governing Body has oversight of the policy and procedures in which Calder House 
School operates. They will support Calder House School to fulfill their legal requirements 
and in doing so will have received and understood the school's Health and Safety Policy. Will 
have received any reports on health and safety resulting from inspection, audit or 
monitoring carried out by the school. Will be kept up to date with any new legislation, 
regulation, or provision appertaining to school health and safety. 
 
 
The Head of School  
 
The overall responsibilities for all school, health, and safety organisation rest with the Head 
of School who shall: 
 

 Set up arrangements in the school to cover all health and safety legal requirements. 

 Produce a written statement (this document) of those arrangements and to the 
attention of all staff. 

https://www.legislation.gov.uk/uksi/2014/3283/schedule/paragraph/25
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 Be available to any member of staff to discuss health and safety problems not solved 
at a lower level or through the established arrangements. 

 Be available to any Trade Union appointed safety representatives and co-operate 
with them as far as is reasonable in their efforts to carry out their functions.  To 
receive written reports from any such safety representatives and respond in writing 
within a reasonable time. 

 Establish a suitable health surveillance programme, reporting a problem (Spotted 
Form).  

 Ensure that a system is established for the reporting, recording, and investigating of 
accidents and that all reasonable steps are taken to prevent recurrences.  

 Ensure that certain work-related injuries to a member of staff or a child must, by 
law, be recorded and reported. Health and safety: responsibilities and duties for 
schools - GOV.UK (www.gov.uk) (Part 12) The employer or proprietor is responsible 
for this, but staff may be asked to prepare the report. HSE explain when, how, 
where, and when to report incidents in their education information sheet (linked 
below) 
Incident reporting in schools (accidents, diseases, and dangerous occurrences) EDIS1 
(hse.gov.uk) 

 

 Regularly review:  i)  the provision of first aid in school. 
     ii) the emergency regulations. 
 

 Regularly review the dissemination of safety information concerning the school. 

 Recommend necessary changes and improvements in welfare facilities to comply 
with the Workplace Health, Safety and Welfare Regulations, 1992. 
Have the right workplace facilities - Overview - HSE 

 High-Level Concerns relating to health the safety will be discussed with the School 
Governors. This will be included in the Head of School’s Report.  

 Appoint a school Health and Safety Officer from amongst the senior management 
staff. 

 Ensure that all staff has received the appropriate training for the responsibilities they 
carry out. 

 If required, to co-operate with the LA-appointed person (Health and Safety Officer) 
under Regulation 6 of the Management of Health and Safety Regulations, 1992. 

 
The School Health And Safety Officer  (Michael Syms – Assistant Head of School)  
 
The officer undertakes the following duties: 

 Co-ordinate the whole school programme of Health and Safety by ensuring full 
consultation and participation of all staff, through appropriate meetings and 
consultation. 

 Carry out inspections of the school at least once a year and inform the Head of 
School of any problems/deficiencies and ensure that the appropriate action has been 
taken. 

https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools#recording-and-reporting-injuries-and-accidents
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools#recording-and-reporting-injuries-and-accidents
https://www.hse.gov.uk/pubns/edis1.pdf
https://www.hse.gov.uk/pubns/edis1.pdf
https://www.hse.gov.uk/simple-health-safety/workplace-facilities/index.htm#article
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 Set up and administer the system for reporting, recording, and investigating 
accidents and take all reasonable steps to prevent recurrences.  Report when 
necessary to the LA./appropriate office. 

 Disseminate safety information within the school.  

 Ensure that new employees are briefed about safety arrangements and are given a 
copy of the school's Health and Safety Policy (this document) and the opportunity to 
read it. 

 Ensure that effective arrangements are in force to facilitate the ready evacuation of 
the buildings in case of fire or other emergency and that fire-fighting equipment is 
available and maintained. 

 Arrange for contractors and visitors to be informed of any hazards on site of which 
they may be unaware of the emergency procedures. 

 Ensure temporary employees are given sufficient information, training, and 
supervision to enable them to be safe and without health risks. 

 If needed, to co-operate with the LA's appointed Health and Safety Officer in 
carrying out and updating risk assessments, such as swimming RA.  

 Ensure that health surveillance for staff is provided when appropriate. 
 
 
 
 
Employees 
 

 Have a general responsibility for the application of the school's Health and Safety 
policy to their department or area of work and are directly responsible to the Head 
for the application of safety measures and procedures within that department/area 
of work. 

 Shall, where necessary, establish and maintain safe working procedures including 
arrangements of ensuring, as far as reasonably practicable, safety and absences of 
risk to health in connection with the use, handling, storage, and transport of articles 
and substances (eg chemicals, boiling water, guillotines). 

 Shall deal with any Health and Safety problems referred to them by a member of 
staff and refer to the Head of School or Health and Safety Officer if they cannot 
resolve any of these problems. 

 Shall carry out a regular safety inspection of the activities for which they are 
responsible and, where necessary, submit a report to the school Health and Safety 
Officer with a copy to the Head of School. 

 Shall ensure a far as is reasonably practicable the provision of sufficient information, 
instruction, training, and supervision to enable other employees and pupils to avoid 
hazards and contribute positively to their safety and health at work. 

 Shall, where appropriate, seek advice and guidance of the relevant Adviser or Officer 
of the LA. 

 Shall propose to the Head of School or school Health and safety Officer any 
requirements for safety equipment and welfare facilities. 

 Shall draw to the attention of the Head of School or school Health and Safety Officer 
any recommendations for health surveillance. 
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Third-Party, Contractors, and Volunteers 
 
The Health and Safety at Work Act, 1974 and the Management of Health and Safety at Work 
Regulations, 1992 require every employee whilst at work to take reasonable care for the 
Health and Safety of themselves and of any other persons who may be affected by their acts 
or omissions at work. 
 
All persons working on the school site are expected: 
 

 To know the special safety measures and arrangements to be adopted in their 

working areas and ensure they are applied. 

 To inform the Head of School or the school Health and Safety Officer of any training 

they feel they need to carry out their responsibilities. 

 To use and not wilfully misuse, neglect, or interfere with things provided for their 

safety and/or the safety of others. 

 To co-operate with other employees in promoting improved safety measures in their 

school. 

 To co-operate with the appointed safety representatives and the enforcement 

officer of the Health and Safety Executive or Public Health Authority. 

 
 
Teachers and Non-Teaching Staff 
 
The safety of pupils in classrooms is the responsibility of class teachers; teachers have 
traditionally carried responsibility for the safety of pupils when they are in charge.   
 
Class teachers are expected: 
 

 To exercise effective supervision of the pupils and to know the emergency 

procedures in respect of fire, bomb scare, and first aid and to carry them out. 

 To know the special safety measures to be adopted in their teaching areas and to 

ensure that they are applied. 

 To give clear instructions and warnings as often as necessary. 

 To follow safe working procedures personally. 

 To enforce the use of protective clothing, goods, special safe working procedures. 

 To make recommendations to the Head of School, e.g. on safety equipment and 

additions or improvements to equipment or machinery. 

 Regularly check all equipment, protective clothing furniture, and their environment 

(heating, lighting, etc) and report any defects to the school's  Health and Safety 

Officer. 
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The Pupils 
 
The pupils are expected: 

 To exercise personal responsibility for the safety of self and other pupils. 

 To observe standards of dress consistent with safety and/or hygiene (this includes 

the 'jewellery' school rules). 

 To observe all safety rules of the school and, in particular, the instructions of 

teaching staff given in an emergency. 

 To use and not wilfully misuse, neglect, or interfere with things provided for their 

safety. 

Visitors 
 
Regular visitors and other users of the premises should observe the safety rules of the 
school.  In particular adult volunteers helping out in school should be made aware of health 
and safety arrangements applicable to them by the teacher to whom they are assigned.  
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Reporting Accidents 
 

Calder House School recognises its responsibility under ‘The Reporting of Injuries, Diseases 
and Dangerous Occurrences Regulations (RIDDOR), 1995’, which requires employers to 
report fatalities, major accidents, dangerous occurrences, and certain diseases.  
 
Incident reporting in schools (accidents, diseases, and dangerous occurrences) EDIS1 

(hse.gov.uk) 
 
The definition of an accident/incident has been widened to include acts of violence, with 
verbal (which have the potential to escalate, thereby endangering a person's health and 
safety) or physical, where an actual physical assault takes place.  
 
 
Calder House School has a duty to record: 
 
 (i) any accident to any person occurring on school premises; 
 
 (ii) any accident to a member of staff at any location whilst on school business: 
 
 (iii) any accident to a pupil during school time; 
 
 (iv) any incident of verbal/physical assault. 
 
 
Calder House School recognises its responsibility to keep and maintain an accident book.   
 
Calder House School will record all accidents that involve any employees and visitors in a 
paper-based accident book.  
 
Accidents involving pupils whether on or off the school site, will be recorded electronically 
using CPOMs.  
 
Every time an accident happens, Calder House School will record:  
 

 Full name, address, and occupation of injured person (employees and visitors only) 
 Full name and Class (pupils only) 
 Date and time of the accident (all) 
 Place where the accident happened (all) 
 Cause and nature of injury (all) 
 First Aid applied and follow up (pupils only) 
 Name, address, and occupation of the person recording the accident, if other than 

the injured person (employees and visitors only). 
 

Calder House School will keep the records for 3 years after the accident.  

https://www.hse.gov.uk/pubns/edis1.pdf
https://www.hse.gov.uk/pubns/edis1.pdf
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This is outlined in The Social Security (Claims and Payments) Regulations 1979 (see 
paragraph 25.3 and schedule 4).  
 
Procedures for Employees and Visitors 
  
Any accidents involving employees and/or visitors will be recorded in Calder House School 
Accident Book.  
 
(i) Details of minor injuries/assaults to be entered in the accident book. 
  
(ii) Fatalities, major injuries, and dangerous occurrences (see below) to be notified 
immediately to the Health and Safety Executive (HSE) under RIDDOR.  A completed accident 
report form should be dispatched to RIDDOR as soon as possible after. 
 
Procedures for Pupils 
Any accidents involving our pupils at Calder House School will be recorded on the CPOMs 
system. This information will be kept securely online.  
 
(i) Accident (non headward injury) or Accident (Head Injury) form to complete on 
CPOMs. Where this is not easily available a paper-based incident form is to be completed 
and uploaded to CPOMs as soon as possible.   
 
(ii) Fatalities, major injuries, and dangerous occurrences (see below) to be notified 
immediately to the Health and Safety Executive (HSE) under RIDDOR. 
 
Notifiable Major Injuries 
 
A notifiable injury is defined as: 
 
 (a) The death of any person as a result of an accident arising out of, or in 
connection with, work. 
 
 (b) Any fracture, other than to the fingers, thumbs, or toes. 
 
 (c) Any amputation. 
 
 (d) Dislocation of the shoulder, hip, knee, or spine. 
 
 (e) Loss of sight (either permanent or temporary). 
 
(f) Any injury resulting from electric shock or electrical burn (including burns caused by 
arcing) leading to unconsciousness or requiring resuscitation or admittance to hospital for 
more than 24 hours. 
 
(g) Loss of consciousness resulting from lack of oxygen or exposure to a harmful 
substance or biological agent. 
 

http://www.legislation.gov.uk/uksi/1979/628/sld/made
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(h) Either acute illness requiring medical treatment or loss of consciousness as a result 
of the absorption of any substance by inhalation, ingestion, or through the skin. 
 
(i) Acute illness which requires medical treatment where there is reason to believe that 
this resulted from exposure to a biological agent or its toxins or an infected material. 
 
 (j) Any other injury 
 

 leading to hypothermia, heat-induced illness or unconsciousness; 

 requiring resuscitation; or 

 requiring admittance to hospital for more than 24 hours. 

(k) An accident as a result of which an employee is incapacitated for work for more than 
three consecutive days, not counting the day of the accident but including any days which 
would not have been working days. 
 
(l) The death of an employee if this occurs sometime after a reportable accident, but 
within one year of the initial injury. 
 
Near Miss Incidents 
 
For any near-miss incident, which is an incident with the potential to have caused injury to a 
person or damage to property, a record is to be completed.  
 
Any near-miss incidents with the potential to cause injury and harm relating to pupils are 
logged on CPOMs  
Report a Welfare Concern – Near Miss 
 
Any near-miss incidents with the potential to cause injury and harm relating to visitors 
and/or employees are logged in the Near Miss Incident File in the Head of School Office.  
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First Aid Policy and Procedure  
(to include Mental Health First Aid and Wellbeing)  

 
The Health and Safety (First Aid) Regulations, 1981 cover all employees, teaching and non-
teaching in our school.   
 
Calder House School recognises its responsibilities under the Independent School Standards 
to ensure that first aid is administered in a timely and competent manner by drawing up an 
effective implementation of a written first aid policy. 
 
The Education (Independent School Standards) Regulations 2014 (legislation.gov.uk) 
 
It also recognises its responsibility to ensure that under the Health and Safety at Work Act 
1974 (HSWA), it has made appropriate arrangements for first aid, based on a risk 
assessment of the school, and should cover:  
 

 numbers of first aiders/appointed persons; 

 numbers and locations of first-aid containers;  

 arrangements for off-site activities/trips;  

 out of school hours’ arrangements eg lettings, parents evenings. 

Further details see guidance_on_first_aid_for_schools.pdf (publishing.service.gov.uk) 
 
Following a full risk assessment, the school has ensured that:  
 
Numbers of first aiders/appointed persons:  
 
All teaching and non-teaching staff complete a combined Paediatric First Aid and Emergency 
First Aid at Work course. All staff undertook a two-day first aid course in September 2019. 
Where staff is appointed during a non–training year, they attend the next rotation of 
training on a three-year cycle.  
 
A list of trained First Aiders is displayed in all classrooms.  
 
Calder House School has a designated appointed person. Calder House School recognises 
that the appointed person takes charge when someone is injured or becomes ill; looks after 
the first-aid equipment eg restocking the first-aid container; ensures that an ambulance or 
other professional medical help is summoned when appropriate.  
 
Calder House’s appointed person is: Evelyne Coulston  
 
Numbers and Locations of First-Aid containers  
 
First Aid containers are located in the Medical Room.  

https://www.legislation.gov.uk/uksi/2014/3283/schedule/paragraph/13
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/306370/guidance_on_first_aid_for_schools.pdf
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The appointed person ensures that the Medical Room is fully stocked with all the necessary 
equipment to administer first aid.  
 
In addition to the stocks held in the medical room, there are also two First Aid containers for 
use on and off-site.  
 
The First Aid containers contain:   
  
•  Guidance booklet – Wiltshire First Aid Training – What to do in an emergency 

 Recording notebook – to record minor accidents off-site at the time (to be 

replicated to CPOMs on return to school.  

sterile dressings of various sizes, medium, large, and extra-large 

•  Individually wrapped adhesive dressings 
•  Eye pads 
•  Triangular bandages 
•  Safety pins 
• Sterile water or saline in sealed disposable containers, for use where mains 

tap water is not readily available 
•  Disposable plastic gloves and aprons 
•  Scissors where there is a possibility that clothing might have to be cut away 
  
First Aid materials should all be kept in a dustproof, damp-proof container which is used 
exclusively and specifically for the purposes of First Aid in the workplace.  The container 
should be labelled in accordance with the current regulations. 
 
N.B. Medication should never be held in a First Aid box. 
 
First Aid Administration and Reporting Accidents 
 
 
Pupils   

 

 Pupils requiring first aid treatment in school should be treated in situ 

unless they are safely able to attend the medical room. 

 First Aid must only be administered by fully trained First Aiders.  

 Where first aid is administered by a trained member of staff they must 

inform the appointed person by CPOMs (if this is unavailable by email and 

recorded on CPOMs as soon as practically possible).  

 The appointed person informs parents by email of any injury or accident 

and notifies them of any first aid administered.  

 The email is logged on CPOMs and alerted to all staff members.  
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Staff  
 

 Staff requiring first aid treatment in school should be treated in situ 

unless they are safely able to attend the medical room. 

 First Aid must only be administered by fully trained First Aiders 

 Accidents and First Aid involving staff must be recorded in the Accident 

Book held in the First Aid Room. 

 The record is removed from the accident book and stored securely in the 

Head of School’s office.  

 
Head Injuries (for pupils, staff, and visitors).  
 

 Any person on site who receives a head injury of any kind should be dealt 
with, immediately, by a First Aider and should report their findings to a 
member of the Senior Management team then recorded on to CPOMs.  

 In all cases where there has been a bump to the head parents will be 
informed as soon as possible. 

 Parents will be sent by email (with a copy in the child’s book bag) a copy of 
the NHS advice about caring for a person with a head injury. 

 
 
Mental Health First Aid  
 
As part of Calder House’s ongoing responsibility to recognise and respond to Mental Health 
challenges, we have been proactive in identifying pupils for whom mental health has been a 
cause for concern.  
 
In responding to pupils’ overall wellbeing there are a series of mechanisms in place to 
identify pupils with poor mental health. This extends to, but is not limited to:  
 

- Pupils causing concern weekly at a staff meeting 

- Round table meetings – half termly 

- High-level staff/pupil ratio 

- Meet and Greet at the beginning of each day 

- Daily tutor time 

- End of day supervision 

- Listening Ear 

- Emotional resilience subskills 

- 1:1 ELSA support sessions (4 trained members of staff) 

- Parental communication files for ALL pupils 

- CPOMs – report a welfare concern, child contact records (including ELSA and Listening Ear).  

All records are shared and a comprehensive, but bespoke follow-up is recorded to ensure 

pupils’ ongoing and changing needs are met.  
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Wellbeing  
 
The well-being of employees is seen as an integral part of the school’s Health and Safety 
responsibilities. 
 
The Head of School has statutory obligations under a duty of care but also wishes to 
promote an ethos of mutual respect and support across the workforce.  
 
All employees have the right to a reasonable work-life balance and to expect appropriate 
support or intervention when they experience health or personal difficulties.  
 
Employees are encouraged to raise any concerns with the Head of School or a designated 
Wellbeing Governor.  
 
Sickness absence or health concerns will be dealt with under the school’s absence policy.  
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Policy for Risk Assessments  
 
Onsite Risk Assessment  
 
Calder House School will write, review, and maintain risk assessments for the site and for 
any operational procedures required to maintain a safe working environment.  
 
Arrangements for off-site activities and Educational Visits:  
 
Calder House School places high value on the place and purpose of Educational Visits.  We 
recognise the considerable contribution that such visits can bring to children and young 
people in terms of their social and personal development and their confidence in managing 
the safety and well-being of themselves and others outside the confines of the school. 
Additionally, it is recognised that Educational Visits (including field study visits) offers 
significant opportunities to build upon and enrich work undertaken within the taught 
curriculum. The safety of pupils and staff is always the overriding priority of any policy 
relating to Educational Visits.     
 
Risk Assessment 
A risk assessment will be written each time the school plan an event that contains any risk 
(no matter how small).  
 
A risk assessment looks at how the use of a substance(s) can give rise to harm and the steps 
required to reduce that harm.  
 
The duty to carry out such assessments will normally rest with the School Health & Safety 
Officer or Head of School though the task may be delegated to another person.   
 
All risk assessments are written and shared with the appropriate parties one week before 
the event.  
 
Ratios 
The staffing required to run the visit safely needs to be identified through the risk 
assessment rather than by a simple numerical calculation of ratios. It is important to have a 
high enough ratio of adult supervisors to pupils for any visit. The factors to take into 
consideration include: 

 gender, age, and ability of group; 

 pupils with special educational or medical needs; 

 nature of activities; 

 experience of adults in off-site supervision;  

 duration and nature of the journey; 

 requirements of the organisation/location to be visited; 

 competence and behaviour of pupils; 

 First aid cover. 
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Fire Safety Policy and Procedure  
 
Introduction 
 
Calder House School fully recognises its responsibilities under the ‘Regulatory Reform (Fire 
Safety) Order 2005’. This order came into place on 1st October 2006. The complete alarm 
system and fire detection at Calder House School are annually inspected by Bath & West 
Fire & Safety Ltd. Reports of all testing are recorded in the Health & Safety File in school.  
 
Regular fire drills and walk-through inspections are carried out to ensure that fire 
prevention procedures are met.  
 
Fire Risk Assessment 
 
A fire risk assessment has been completed to comply with the requirements of the 
Regulatory Reform (Fire Safety) Order and this has identified the physical fire precautions in 
place, the measures to prevent fires from starting, and the measures to ensure everyone 
can escape from the building in the event of a fire. The fire risk assessment is reviewed 
annually. Fire orders based on the outcomes have been produced and these are displayed. 
 
Fire Drills 
 
A schedule of fire drills is established, one drill per half term.   The Head of School holds the 
responsibility for organising the fire drills and keeps a record of the drill.  The time and 
details of the fire drill are recorded by the Head of School. 
 
 
Fire Fighting Equipment 
 
It is clearly explained to all staff that firefighting equipment should be used only when they 
are confident in their ability to douse a small blaze.  In most cases, they should leave the 
area immediately by the nearest escape route. All equipment is annually inspected by Bath 
& West Fire & Safety Ltd.  
 
Location of fire extinguishers with dates of inspection by a specialist company is kept 
centrally – see Mr. Jason Page. Firefighting equipment including extinguishers and blankets 
are also checked for: 
 
 (i) Correct location (as advised by the B & W Fire Authority). 
 (ii) Free of vandalism. 
 (iii) Free from obstruction. 
 
 
 
 
Fire Alarm System 

http://www.legislation.gov.uk/uksi/2005/1541/contents/made
http://www.legislation.gov.uk/uksi/2005/1541/contents/made
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The fire alarm system is tested at a pre-determined time every week via a different alarm 
point on each occasion by Mr. Edward Agombar. 
 
This ensures that in addition to checking the system as a whole all alarm call points are 
checked regularly.  Any sounding of the alarm outside of the agreed time should be treated 
as an evacuation.  Any visitors or contractors should be informed of tests. 
 
Fire Doors 
 
Fire doors play an essential role in prohibiting the spread of smoke and fire. Fire doors will 
not be wedged open in school. 
 
Any faults of fire doors will be reported to the proprietor for immediate correction or 
replacement.  
 
Fire Precaution Checklist 
  
 

Daily  Check exit doors and emergency routes are free from 
obstruction – all employees. 

Weekly Test fire alarm via different alarm call points. 
 

Monthly (a) Check smoke/fire detectors are free from damage/dirt. 
(b) Ensure fire extinguishers are incorrect location and that 
their tamper devices have not been disturbed. 
(c) Check fire signs are in situ. 

Termly Fire drill/evacuation (recorded by the Head of School) 

Six monthly Check battery systems for emergency lighting. 

Annual  Check: fire extinguishers, service fire alarm system, (this is 
carried out by service engineers) 
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Electrical Safety Policy and Procedure  
 
Electrical Safety 
 
Calder House School fully recognises its responsibilities under the Electricity at Work 
Regulations (1989) impose duties on employers, employees, and self-employed persons to 
ensure that: 
(i) Electrical systems are constructed and maintained to be safe; 
(ii) Electrical equipment is capable of isolation; 
(iii) Work is carried out on or near a live conductor only under specified conditions; 
(iv) No person is engaged in any work activity involving electricity unless they possess 
adequate technical knowledge or experience or are under adequate supervision as 
appropriate. 
 
Following the introduction of the regulations, the Health & Safety Executive issued a revised 
edition of Guidance Note GS23 Electrical Safety in Schools.  The advice given includes the 
following points: 
 
• The fixed electrical circuits, etc within the school are inspected and tested every five 
years by a competent person. 
• Any additions or changes to the school's wiring must be inspected and tested by a 
competent person before power is applied.  
• The electrical circuits associated with teaching areas, offices, and the hall are 
inspected annually.  
• Home-made or modified equipment should be inspected and tested by a competent 
person before use. 
• Any hand-held equipment that has an exposed metal case should be inspected and 
tested by a competent person each year. 
  
Electrical testing, where the need for such has been identified, is carried out by a competent 
person.  This may be a technician, who has been trained in the use of adequate test 
equipment, or a suitably qualified electrical contractor. Testing can also be carried out by 
the Authority; see Mr. Jason Page for further details.  
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COSHH Policy and Procedure  
 
 
Control of Substances Hazardous to Health Regulation 1988 (COSHH) 
 
Calder House School fully recognises its responsibilities under the COSHH Regulations came 
into force on 1 October 1989, with full implementation from January 1990.  They require 
employers to assess the risks to the health of employees posed by the use of toxic, harmful 
and irritant, and corrosive substances.  These include many substances in use in DT, Art, and 
Science Departments.  More detailed information is contained in the booklet entitled 
'COSHH: Guidance for Schools' (ISBN 011 885511 5) which has been distributed to all 
schools.   
 
Calder House School fully recognises its responsibilities under the Management of Health 
and Safety at Work Regulations (1992) require an employer to: 
 
- Assess the risks to employees' health and safety, and to anyone else who may be affected 
by their work activity (eg members of the public, pupils); 
 
 - Identify from the assessment the necessary preventative and protective measures;  
 
 - Record the significant findings of the assessment; 
 
 - Make arrangements to put into practice any safety measures recommended by the 
assessment; 
 
 These general rules complement others relating to specific health and safety 
matters. 
   
Health and Safety Communication 
 
A successful Health and Safety Policy relies heavily on effective communication channels to 
convey information concerning health, safety, and welfare to all members of staff, 
governing body, safety representatives, and visitors. 
 
Calder House School has identified the following forums as being the most appropriate to 
both disseminate and receive matters on health and safety:- 
 
Head of School – Mrs. Julie Delahay (Urgent) 
Managing Director – Mr. Jason Page (Urgent)  
Staff Meetings (non-urgent) 
Spotted Form as email (non-urgent)  
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Emergency Contacts 
 
  Managing Director       Health and Safety Governor 
  Mr Jason Page         Mr Ray Barker 
  Tel No.  01225 743 566                              Tel No.  07768 500684  
                                   
   
  Head of School                                 Proprietor (Owner of Calder House School) 
  Mrs Julie Delahay                                       Mr and Mrs Agombar  
                           Tel No. 01225 743 566                                Tel No.  01225 743 566  
 
 
  


