
 

The Cornwallis Academy  03/10/2007 

CORNWALLIS ACADEMY OCCUPATIONAL HEALTH AND SAFETY POLICY 

Adopted by NLL Academies 01 September 2007 

 

STATEMENT OF INTENT 

The Governing Body of The Academy will: 

 promote the highest possible standards of Health and Safety for all persons using the Academy site and 
who may be affected by the work of the Academy  

 fully discharge its various legal responsibilities under the Health and Safety at Work Act of 1974 and the 
various associated regulations and under the Education Reform Act of 1988 and the 1992 Regulations  

 respond to the requirement of any new Health and Safety legislation provide and maintain a safe and 
healthy working environment, equipment and conditions for all its employees, pupils and visitors, and 
undertake to provide such information, training and supervision as is appropriate for this  

 as is necessary call on specialist advice to ensure that the policy is being fully discharged 

 liaise effectively with appointed Safety Representatives 
 

MANAGEMENT 

The overall management of the Health and Safety Policy is the responsibility of the Head of The Academy. The 
actual discharge of that responsibility and the actual day to day practical management is currently delegated to 
one of the Deputy Headteachers (DHT). 

The DHT will: 

 advise the Head on responsibilities and duties 

 undertake appropriate delegation from the Head 

 report to the Building and Grounds Governor committee 

 seek advice from a trained Health and Safety Officer or other specialist advice on ventilation, electrical 
supply, etc 

 regularly review the H&S policy 

 manage the day to day implementation of the H&S policy on behalf of the Head of The Academy 

 promote high standards of H&S with all members of staff 

 respond appropriately to H&S situations which may arise 

 carry out spot inspections to any area of the Academy 

 consult with staff 

 consult with the agreed H&S representatives 
 

and will ensure as far as possible that: 

 the implementation of H&S legislation, regulations and codes of practice are audited  

 safety standards and safe working systems for equipment and processes are implemented  

 safety appliances, equipment and protective clothing are available and used  

 appropriate action is taken to ensure compliance with required H&S standards including the stopping of 
work, use of dangerous machinery or dangerous practices  

 all accidents and actions are recorded on the appropriate form(s)  

 where necessary all accidents are investigated to establish cause and prevention and results recorded  
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 employees take reasonable care for the H&S of him/herself and other persons pupils or visitors etc - who 
may be affected by his/her acts or omissions  

 all staff know of their duty to comply with Academy and legal H&S regulations and practice all staff are 
properly briefed on H&S, including infectious diseases and COSHH and appropriate documentation is 
available  

 records, reports etc are maintained and which will be available for inspection  

 regular reports are made to the Governors on the situation of H&S and accidents within the Academy  

 all maintenance work agreed with the Head under the heading of H&S is carried out 

 there is a central record of information on H&S issues 
 

TEAM AND SECTION LEADERS 

Under the present management structure of the Academy staff are associated in Departments. It is therefore the 
responsibilities of Heads of Department to promote high standards of H&S within their own areas and to 
co-operate fully with the DHT in this.  

Heads of Department are responsible for: 

 including H&S as a standing and minuted item on the agenda in Departmental meetings promoting good 
H&S practice within their area 

 undertaking annual risk assessments under delegation from the DHT 

 the general safety within rooms designated as their working areas 

 reporting all maintenance required under H&S to the DHT or Site Officer as appropriate 

 where appropriate due to additional risk, namely Science, Design, PE and the Site Team, providing their 
own written internal H&S policies. A copy of these will be held centrally 

 ensuring the H&S of pupils and visitors within their areas at all times  

 identifying training needs seeking advice from the DHT 

 seeking professional advice on H&S where relevant to their section 

 taking immediate preventative action where genuine danger to H&S is seen and informing the DHT of this 
 

The Site Officer in particular is responsible for the H&S oversight of all rooms and areas not directly "owned" by a 
member of staff, e.g. toilets, boiler house, etc. 

FULL STAFF RESPONSIBILITIES 

All staff: 

 have a clear responsibility to carry out their duties in such a way as to ensure the H&S of both themselves, 
the pupils and other site users and visitors (Section 7, HASAW 1974) 

 must know and use the correct procedures for accident and illness for children 

 must know the Emergency Evacuation procedures and apply them rigorously whenever the alarm bell 
rings 

 have general responsibility for the care of all children on the Academy site. Staff must therefore NOT 
ignore a situation where pupil behaviour may cause risk to others, eg bringing matches or other 
dangerous items into the Academy, fighting, etc 

 will be alert to potential risks generally as well as in their area. Staff are to report any such hazard in 
writing to the DHT, Site Officer or Safety Representative, and should follow up their action. If the cost of 
improvement is felt to outweigh the apparent risk, the Governors are responsible for assessing if and 
when remedial work should be carried out 

 when working in areas with their own specific hazards, be completely familiar with these and their 
control, and with the proper working practices 
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Failure on the part of any member of staff to act when a hazard is observed is illegal. 

All staff are to report immediately any spillages, broken glass, dangerous furniture, etc. These must be reported 
to the Site Officer whose team is required to clear these as a high priority. Do not leave broken furniture out in 
the corridor! 

TRAINING 

All staff are to have the training relevant to their teaching role. Where a section leader needs the additional 
training, he/she is responsible for requesting that training via the Staff Development Profile Sheets. 

Where necessary, advice on the need for training should be sought from the Academy's H&S consultant. All staff 
should be trained on basic life saving skills. 

INDUCTION  

 all new and temporary members of staff will be given thee Academy's Health and Safety policy, accident 
and emergency procedures. For temporary staff this should be carried out within the first 2 weeks of 
beginning employment  

 all new pupils should be taught emergency procedures on their first day in the Academy, or certainly 
before the end of their first week 

 

PUPIL RESPONSIBILITIES 

All pupils are expected to behave in a manner which will help to ensure the health and safety of all people on the 
site. 

Pupils will therefore be expected to: 

 show responsibility towards their own safety and other pupils 

 dress appropriately for the Academy day and specific lessons e.g. wear aprons or laboratory coats or eye 
protection 

 follow at once any direction from a member of staff 
 

and, in particular, pupils should: 

 walk (not run), especially in classrooms, corridors and other movement areas talk(not shout), so that 
instructions can be heard  

 not climb on desks or chairs  

 sit properly on chairs, not lean back  

 not open windows or lean out of them not climb out of windows  

 avoid wearing dangling jewellery or chains  

 not spit  

 restrain long hair safely during practical lessons  

 queue quietly, neither pushing nor shoving whilst waiting, etc 
 

 

RISK ASSESSMENTS 
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Formal risk assessments will be carried out annually within PE, Science, Design and Caretaking. The DHT will 
delegate these to the relevant Head of Faculty but will be responsible for auditing the outcomes.  

Casual risk assessments will be carried out as needed and during the weekly tour of the building. Any items will be 
recorded on the casual risk assessment form as in the appendix. Risk Assessments are carried out for all staff who 
become pregnant. Records of all risk assessments are held by the DHT. 

ELECTRICAL TESTING ARRANGEMENTS 

The Site Officer is responsible for ensuring that electrical testing is carried out 

 As required by the Electrical Regulations (1989) all equipment will be recorded centrally by the office and 
inspected for electrical safety. The inspections will be carried out by the Site Team. Equipment checked 
will be labelled with the date of inspection. It is the responsibility of the inspector to maintain records of 
the safety inspections which have been carried out. All new equipment must be tested prior to use by an 
inspector. Codes of Practice - D4, D5, H2  

 Staff are to avoid the use of multiple socket adapters at all times, and of extension leads in kitchens, 
laboratories or movement areas. 

 Fuses and circuit breakers are important safety devices. Replacement of fuses and rewiring of plugs is to 
be carried out only by a competent member of staff, preferably one of the Site Team or technical staff. 
Only the correct replacement fuse can be used. A second fuse blow requires the equipment to be checked 
by a qualified repairman before re-using. 

 Long trailing leads, particularly if crossing access routes are to be avoided. Otherwise they must be 
secured by permanent means or by gaffer tape temporarily. 

 All staff using portable electrical equipment are required to check visually each time the condition of the 
plug and wiring. If any apparent damage or suspicious marks on these is seen, the equipment is to be 
taken out of use until checked by the Site Team. The Site Team will also formally inspect fixed electrical 
appliances on a five year basis. However, all such equipment should be checked visually when used for 
faults in switches, wiring or other malfunctions. Section leaders are to keep records of all fixed equipment 
and test  

Visits should fulfil the following criteria:  

 All visits should be a relevant and integrated part of the curriculum.  

 Visits should promote the personal, social and academic development of the students involved. 

 Materials used for visits should be structured, differentiated and of direct benefit and relevance to the 
curriculum of the students involved. 

 Visits must follow the procedures set out in the staff handbook. 

 All planned visits must be agreed with the Deputy responsible for visits and placed in the Academy 
calendar well in advanced of the trip. 

 Colleagues involved in an AcŀŘŜƳȅ ǘǊƛǇ ƴŜŜŘ ǘƻ ƎƛǾŜ ŀǘ ƭŜŀǎǘ ǘǿƻ ǿŜŜƪǎΩ ƴƻǘƛŎŜ ƻŦ ŀōǎŜƴŎŜΦ 

 A list of names must be circulated to all teachers well in advance of the trip. 

 All trips need to adhere to LEA regulations on Academy trips. 

 Colleagues need to ensure that students are aware of the fact that no refunds will be made for trips not 
attended. 

 


