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Part 1: Health and Safety Policy Statement of Intent                              

 
This is the Health and Safety Policy Statement of St Joseph’s Specialist Trust, which 
comprises of St Joseph’s specialist school, college, registered children’s home, and 
supported living houses, together “St Joseph’s”. 
 
St Joseph’s recognises its responsibilities as ‘the Employer’ as specified in the Health and 
Safety at Work etc. Act 1974 and in all subsequent legislation and directives, which are 
relevant to the work of St Joseph’s.   
 
St Joseph’s will seek to ensure, as far as reasonably practicable, the health and safety of 
employees, young people, tenants, and others directly affected by the activities of St 
Joseph’s. 
 
St Joseph’s will fulfil its duties by: 
 
• Providing adequate control of the health and safety risks arising from our activities  
• Consulting with our employees on matters affecting their health and safety  
• Providing and maintaining safe premises, plant, and equipment  
• Providing adequate supervision, information, instruction, and training  
• Committing to provide adequate resources to health and safety   
• Working to prevent accidents and cases of work related ill health 
• Maintaining safe and healthy working conditions  
• Committing to set health and safety objectives to drive continual improvement  
• Reviewing and revising this policy as necessary at regular intervals and at least annually  
 
The promotion of health and safety is a team effort, and each member of St Joseph’s is 
part of the team that is to be responsible for achieving a safe environment. Through 
responsibilities, delegated from the Board of Trustees and Governors, the Executive 
Principal leads this team, supported by the Senior Management Team (SLT).  
 
It is intended that this policy, and the teamwork it promotes, should enable St Joseph’s to 
work in partnership to achieve a safe environment where risks to the health and safety of 
our employees, young people, tenants, and others are reduced to a minimum and 
safeguarding is maintained. 
 
 

Signed:      Date: April 2021 

Annie Sutton  
Executive Principal        
 
 
 
 
 



Part 2: Organisational health and safety responsibilities 

 

 
This section of the policy details how St Joseph’s will manage health and safety. Effective health and safety comes from the top, and senior staff have 

both collective and individual responsibility for health and safety. 

 

Health and safety management structure: 

 

 



Part 3: Health and safety arrangments  

This section of the policy explains St Joseph’s health and safety arrangements.  

These arrangements are currently in the process of review and revision 
(01/04/2021) 

3.1  Accident/Incident Recording/Reporting 

3.1.1 Students/ Tenants 

All accidents to students/ tenants involving injury are to be recorded. In addition any 
reportable incident will be reported to RIDDOR. Reportable incidents include any 
fatality, any major injury, which is a break/fracture of any bone with the exception of a 
toe or finger and any injury where the individualis taken direct from site to hospital, 
whether by ambulance, member of staff or relative, and receives treatment. The 
injury must result from a failure in work practices or equipment or the condition of 
premises but not as a result of the normal rough and tumble of sports activities for 
example. For further details on notification and reporting of injuries and dangerous 
occurrences refer to www.hse.gov.uk/riddor. The responsible person for reporting 
accidents to RIDDOR is the Facilities and H&S Support Administrator. 

3.1.2 Staff 

All accidents to staff are to be recorded and this will be done by completing one of 
the Accident Books which are located as follows: one in the school surgery, one 
available for Care staff, one with the Director of Therapies and one with the Head of 
Inclusion. Accidents are reported to RIDDOR as required (see above). For accidents 
arising from student related incidents, an electronic incident form (Sleuth) must be 
completed together with the accident form. 

3.1.3 Visitors 

All accidents to visitors are to be recorded in the accident book. 

3.1.4 Near Miss Incidents 

A near miss incident is an incident with the potential to have caused injury to a 
person or damage to property. All significant accidents or incidents that are 
considered to be dangerous or near-miss situations are to be reported to the 
Executive Principal and the H&S Co-ordinator. An investigation will be initiated in 
order to identify the cause and measures which can be taken to prevent a 
reoccurrence. The findings should be notified to the Governors’ H&S Committee. 

3.1.5 Student Incidents 

The school has comprehensive and extensive student incident procedures and 
recording systems including electronic recording and analysis capabilities.  See 
Inclusion Support Policy (Behaviour Management) for details. 

3.2 Asbestos 

The St Joseph’sAsbestos Management Plan (AMP) and Register/Survey is kept by 
the Director of Estates and Facilities and any major work planned and any work 
involving access to roof voids, demolition or drilling into ceilings/floors/walls must be 
approved in advance to ensure asbestos is not likely to be disturbed. Any substantial 
refurbishment work is preceded by a Refurbishment and Demolition survey. 

 

http://www.hse.gov.uk/riddor


 

3.3 Contractors on Site 

There are two distinct types of contractors who will have access to site. These will be 
service contractors who regularly work on the site and building contractors who work 
on an ‘as and when’ basis. 

3.3.1 Service Contractors 

Service contractors have regular access to site as specified by a contract e.g. to 
service boilers, check fire extinguishers etc. Their personnel will follow their own safe 
systems of work but their working methods will need to meet our own requirements 
and take into account how they will impact upon staff, students and other visitors on 
site. 

3.3.2 Building Contractors 

These are contractors who attend site to undertake building works, which can vary 
from simply replacing a broken window to remodelling a room or building a new 
block. Procedures for small scale works are covered in the contractor’s method 
statements and the St Joseph’s  risk assessment for minor building works and 
repairs. Term time building works carry more risks than work in the school holidays 
hence major building works are scheduled for the school holidays whenever possible 
when the site is quieter and therefore H&S risks are less. These projects are often 
subject to the requirements of the Construction Design and Management Regulations 
and carry their own project based risk assessments and method statements which 
are agreed at the pre start meeting. 

3.3.3 Contractor Competence 

In order to ensure that contractors use safe systems of work and are adequately 
insured, St Joseph’s has developed a contractor competence questionnaire which 
may be used for new contractors and issued once to existing contractors for 
completion together with the request for copies of method statements and risk 
assessments. Once on site contractors receive a short H&S induction from the 
Director of Estates and Facilities which includes the completion of an Authorisation to 
Work. 

3.4 Consultation with Employees 

St Joseph’scomplies with the H&S (Consultation with Employees) Regulations 1996 
by having an H&S Working Party which meets every term. The Trade Union 
Accredited Safety Representative is a member of the Working Party 

3.5 Competency 

All staff appointed are considered to be competent to perform the tasks they are 
given. Specifically with regards to Health and Safety competency is viewed as one of 
the key elements of risk management. 

3.6 E-Safety 

St Joseph’s has a policy for E-safety as follows: 

Internet and Electronic Media acceptable use policy 

This policy confirms that there is a whole operation approach to E-safety and details 
the ways ICT can and cannot be used by the networks users. 

 



 

 

3.7 First Aid 

The number of trained first aiders at St Joseph’s exceeds the basic minimum number 
required. A list of staff who hold a first aid at work certificate is found on the H&S 
notice board, and on St Joseph’s ’s intranet page. The school also has a surgery unit. 
All accidents must be recorded in one of the accident books on site.  

Staff dealing with injuries involving bleeding must wear appropriate protective 
clothing. Disposable gloves are in each first aid box and disposal aprons are 
available if required. 

First aid boxes are kept at various locations on site and in the school vehicles and 
only contain approved materials. The first aid boxes are regularly checked by a 
designated First Aider. 

3.8 Bodily Fluids & Clinical Waste Procedures 

St Joseph’s has procedures for bodily fluids and clinical waste and staff are trained in 
these procedures. See Cleaning Procedures - Bodily Fluids and Vomit. 

3.9 Infectious Diseases 

St Joseph’s follows the national guidance produced by the Health Protection Agency, 
which is summarised on their poster, ‘Guidance on infection Control in Schools and 
other Child Care Settings’. 

See also the following policies and risk assessments; 

1. Blood-borne viruses policy including Hepatitis B 

2. Pandemic occurrence – preparation and planning 

3.10 Medical Needs 

3.11 St Joseph’s deals with various student/ tenant medical needs as outlined in 
the individual risk assessment and Medication Policy. General Maintenance and 
Grounds Arrangements 

All equipment on site will be maintained in efficient working order to ensure that it is 
safe to use. Without detracting from the generality of the above the following 
maintenance arrangements have been made: 

3.11.1 Electrical Installation 

The fixed electrical installation is tested by qualified electrical contractors every 5 
years as required by the Electricity at Work Legislation 1989. Following this check a 
certificate is issued to confirm the electrical installation is safe. 

3.11.2 Fire Alarm System & Extinguishers 

The fire alarm system is regularly serviced and fire extinguishers are subject to an 
annual check and certification by an independent contractor. Fire Marshalls and Care 
staff assist with regularly checking extinguishers in their zones and the maintenance 
team are also notified by staff if any fire extinguishers have been moved or tampered 
with. 

3.11.3 Portable Electrical Equipment 



 

Portable electrical equipment is to be visually checked by staff before use and if any 
defects are noted the item is to be put out of use. In addition the portable electrical 
equipment is subject to a regular check in line with guidance on the checking of 
electrical equipment. Portable Appliance Testing (PAT) is done in–house by 
competent members of the maintenance team. 

3.11.4 Gas Installations 

All gas appliances/boilers are checked and certificated on an annual basis 

3.11.5 Good Housekeeping 

Tidiness, cleanliness and efficiency are essential factors in the promotion of health 
and safety. Accidents can be prevented by following the guidelines listed below: 

 Keep corridors and passageways unobstructed 

 Ensure items on shelves and in store areas are neatly stacked and not 
overloaded. Ensure the safe use of steps to reach high shelves 

 Keep floors clean 

 Do not obstruct emergency exists 

 Combustible items are kept away from sources of ignition 

3.11.6 Grounds  

St Joseph’s has a number of outdoor facilities within the grounds including 
playgrounds, wildlife area, outdoor learning zones and horticultural area. All areas 
are regularly maintained and play areas and play equipment regularly checked. The 
potential for slips, trips and falls is mitigated, as far as reasonably possible, by 
preventative maintenance and early identification of any trip hazards for which 
corrective action can be taken. During the winter months measures are taken to keep 
access to the site open at all times and to keep walkways clear of snow and ice and 
safe to use.  

3.12 Risk Assessments 

Risk is the potential for harm to an individual, group of individuals or to an 
organisation arising from a situation, or set of circumstances or behaviours. The 
gravity of the risk will vary according to the seriousness of the potential harm. The 
assessment and management of those risks is necessary for the protection and 
wellbeing of students/ tenants, employees, volunteers, visitors and contractors. 

St Joseph’s risk assessment process is ongoing and dynamic. It is based on: 

1. generic information, whether in the form of model risk assessments, model 
procedures or national standards, which are then checked to ensure they are 
appropriate to St Joseph’s or amended to make them site specific 

2. Individual and unique assessment specific to St Joseph’s and its students/ 
tenants 

St Joseph’s risk assessments cover: 

 trips, outings and activities including Activity Week 

 Facilities, maintenance and building work 

 Students/ tenants and challenging behaviour 



 

 Area specific e.g. DT Food room, pottery and workshop, playgrounds, 
swimming pool  

 Employee risk management when working with challenging behaviour 

 Work experience 

3.13 Computer Workstation Assessments 

Any member of staff who is a ‘user’ as defined by the Display Screen Equipment 
(DSE) regulations 1992, which lays down specific requirements for workstations 
incorporating computers etc., must complete a ‘user audit’ where they work: a ‘user’ 
being someone who is habitually employed to work on a computer. Such staff are 
also entitled to a free eye test, claim forms being available from the HR Department 
and payment towards a basic set of glasses specifically for the use of computer 
screens. 

See Eye Care Policy. 

3.14 Fire 

Safety from the risk of fire for students/ tenants, staff and visitors is paramount. St 
Joseph’s Fire Safety Policy covers procedures, actions, systems and responsibilities 
which are in place to minimise the risk of fire and ensure safe evacuation in the event 
of fire. All staff receive fire action and evacuation instruction as part of their induction 
on joining St Joseph’s . St Joseph’s has a number of trained Fire Marshalls within the 
Education, Care, Therapy, Admin and Facilities departments and on the supported 
living sites to assist in evacuations. 

A fire risk assessment is undertaken in line with the requirements of the Regulatory 
Reform (Fire Safety) Order 2005 and this identifies the physical fire precautions in 
place, the measures to prevent fires starting and the measures to ensure everyone 
can escape from the building in the event of a fire. Fire evacuation notices, including 
symbolled notices for students/ tenants, are prominently placed around the buildings. 

See Fire Safety Policy. 

3.15 Hazardous Substances 

When using harmful substances, whether they be material or chemical, all staff must 
ensure that adequate precautions are taken to prevent injury to health. 

The requirement to assess hazardous substances either in use or created by St 
Joseph’s operations is a requirement of the Control of Substances Hazardous to 
Health (COSHH) Regulations 2002. Hazardous substances are those identified as 
corrosive, irritant, toxic, harmful and any with a Workplace Exposure Limit (WEL), 
which will include dusts, e.g. pottery, wood etc. 

Hazardous chemicals brought into use must be assessed using a COSHH 
assessment form and stored safely. Safety data sheets should be obtained. The 
records of the risk assessments carried out are kept in specific COSHH assessment 
files in the Facilities department for those relating to maintenance, grounds and 
cleaning or in the relevant Areas/Departments/ for the Educational areas. 

3.16 Manual Handling 

Manual handling legislation requires that any manual handling operation that is likely 
to cause a significant injury needs to be assessed. All staff receive training in manual 



 

handling on joining St Joseph’s. All staff will undertake an element of manual 
handling but any frequent operations and any involving even occasional movement of 
awkward or heavy items, are covered under the manual handling risk assessment. 

All staff must ask themselves the question when considering undertaking any manual 
handling operation can I move the objects where I need to safely and without risks to 
health? Where staff feel the answer is no, or they are unsure, they must not attempt 
the operation until they have obtained assistance. 

Staff who undertake a significant amount of manual handling will receive updated 
training every 3 years. All new staff receive manual handling training as part of their 
induction process. 

3.17 Manual Handling – Lifting & Supporting Students/ Tenants 

St Joseph’s is primarily a provision for children and adults with learning disabilities 
rather than for children and adukts with physical difficulties so staff do not have a 
significant involvement in lifting or supporting students. However, St Joseph’s has 
trained a small team of staff to cover instances where physical lifting may be required 
e.g. if a student/ tenant has to be assisted into a wheelchair for ease of movement.  
All hoists that were once in operation, have now been decommissioned and stored 
as St Joseph’s currently has no permanent wheel chair users.  

3.18 Noise 

The noise at work legislation 2006 identifies specific noise levels at which specified 
action is required and also a general duty to reduce noise levels. In general noise 
assessments in schools have identified areas with a high level of machinery as 
potentially exceeding the noise levels as well as Music. The Senior Leaders for those 
Areas/Departments should therefore undertake noise assessments and introduce 
noise reduction measures as appropriate. 

Grounds and maintenance staff have ear defenders available for use when required. 

3.19 Security 

St Joseph’s security measures are taken to safeguard the students and to keep the 
building and its contents secure. 

See the Security Policy for Buildings and Premises. 

3.20 Water Hygiene 

A risk assessment done by a specialist water hygiene company has been completed 
on the hot and cold water systems and measures are in place to manage the risk of 
legionella and general water quality. 

3.21 Workplace 

In order to maintain the workplace, buildings and grounds to a high standard and in 
compliance with building regulations, expert advice is sought from chartered 
surveyors and/or architects when carrying out refurbishment works and to identify 
defects and suggest the correct course of corrective and preventative action. 

The Trustees’ H&S Committee also undertakes regular inspections, 6 times a year on 
a rotational zone basis, to proactively identify any health and safety concerns around 
the site and the workplace. 

 



 

3.22 Work At Height 

Work at height legislation 2005 identifies work at height as any work where someone 
or something can fall a distance likely to cause injury. This will include putting up 
displays if not able to stand on the ground to do so, accessing high level storage if 
not able to reach and any work where access equipment is needed, e.g. step 
ladders, ladders and scaffolds. Administration, Education, Therapy and Care or 
supported living staff wishing to access something that requires the use of steps 
should request the necessary equipment from the maintenance team. The catering 
team has low level steps permanently available. The maintenance and grounds 
teams have various items of equipment available according to the task and are 
aware of how to assess the task, of the working at height risk assessment and safe 
working methods. Step ladders, ladders, mini towers etc. are regularly inspected for 
defects and safety. Working at height training is arranged for maintenance and 
grounds staff.  

3.23 Safeguarding 

St Joseph’s has  separate policies dealing with the safeguarding of children and 
young people and of adukts and designated officers have been appointed. All staff 
need to be aware of the policy and receive safeguarding training. 

See Safeguarding including Child Protection Policy and Safeguarding Adults Policy 

3.24 School Trips 

All staff must follow the procedures outlined in the school trips policy. 

See Community Visits/Outdoor Education and Guidelines Policy 

3.25 Transport 

St Joseph’s operates five minibuses and three cars for Educational, Medical and 
Care use. The procedures covering these vehicles and any staff vehicles are outlined 
in the Transport Policy for Minibuses and School Vehicles. 

The majority of St Joseph’s students arrive and go home by taxi provided by the 
Local Authorities.  

A number of tenants have their own Motability vehicles. 

3.26 Staff Induction & Training 

Induction and training is an important part of keeping staff safe and competent in 
their roles. All staff are given induction in Health and Safety and complete their job 
specific induction over a period of time. All staff receive Team Teach and positive 
behaviour management training at induction. 

Challenging behaviour is inherent to a setting such as ours. There are no easy 
solutions or short cuts to preventing or reducing its frequency or effect. The purpose 
of the St Joseph’s policy ‘Employee Risk Management when Working with 
Challenging Behaviour’ is to inform and communicate to staff the planned systematic 
approach St Joseph’s has to manage and lessen the risk and give staff the 
confidence and competence to deal with it. 

3.27 Wellbeing 

The wellbeing of staff is seen as an integral part of St Joseph’s H&S responsibilities. 
The Trustees and the Executive Principal have statutory obligations under a duty of 



 

care but also wish to promote an ethos of mutual respect and support across the staff 
team as a whole.  

All staff have the right to a reasonable work life balance and to expect appropriate 
support or intervention when they experience health or personal difficulties. Staff are 
encouraged to raise any concerns with their line manager but also have access to a 
confidential counselling service (Employee Assistance Program). Sickness absence 
or health concerns will be dealt with under St Joseph’s ’s absence management 
policy under which staff may be referred to St Joseph’s Occupational Health Service 
provider. 

The Trustees endorse the principles set out in the HSE’s Management Standards as 
a framework to support staff wellbeing. 

See Wellbeing and Stress Management Policy  

3.28 Lone Working  

An assessment has been carried out for lone working both off site and on site. “Lone 
Working” is inclusive of:  

 Those working at their main place of work where:  
o Only one person is working on the premises  

o People work separately from each other e.g. in different locations  

o People work outside normal office hours  
 

 Those working away from their fixed base where:  
o One worker is visiting another agency’s premises or meeting venue  

o One worker is making a home visit to an individual/family  

o One worker is working from his or her own home.  
 
 See Lone Working Policy  

3.29 Emergency Procedures 

Emergency procedures are outlined in the following policies: 

 Fire safety policy 

 Disaster recovery policy 

 Pandemic occurrence policy 

 Extreme weather procedures  

 Lockdown policy  

 Missing child policy 

This policy was reviewed by the Care, Health and Safety Committee. 

 

Signed: 

Chair of Trustees................................................. Date.......................... 

Executive Principal................................................................. Date.......................... 

 

 



 

 

Appendix 1  

Smoking at Work Policy 

 

This Policy relates to the employees of St Joseph’s Specialist Trust comprising a specialist 
school, college, registered children’s home and supported living houses, together “St 
Joseph’s”.  
 
 
1.  Aim 
 
To create a smoke-free setting and comply with current legislation 
 
2.  Objectives 
 
To provide a smoke-free environment, a consistent message regarding smoking and to 
protect non-smokers from the adverse health effects of smoking in the workplace. The 
definition of smoking includes all tobacco and vape/ e-cigarette products for the purposes 
of this policy 
 
3.  General statement 
 
In order to comply with the legal requirement to have a smoke-free workplace, (from 1st 
July 2007) the St Joseph’s Amlets Lane premises, internal and external including the 
driveways and approaches (together the “site”) are ‘no smoking’ at all times including 
during social events. The supported living sites are also “no smoking”. 
 
4.  Visitors 
 
This policy extends to all visitors including parents, taxi drivers, contractors, community 
gardeners and volunteers on site and third parties using or attending any part of the site 
for events not associated with St Joseph’s. 
 
5.  Vehicles 
 
Smoking is not allowed in any St Joseph’s vehicles nor in any vehicles used for St 
Joseph’s business during the times for which they are used for that business. 
 
6. Smoking off site  
 
Smoking is not allowed off site whilst staff are with the students/ tenants.  Staff away from 
the St Joseph’s site on Activity Week, residential trips or for a prolonged period of time 
should agree a smoking break and designated area away from students/ tenants with the 
senior member of staff responsible for the activity. 
 
7.  Smoking 
 
Amlets Lane site staff who do not work on a shift rota may smoke in the designated 
smoking area marked on the plan at Annexe 1 during their half hour unpaid rest break. 
Staff who work on a shift rota basis may smoke in the designated smoking area 



 

during their agreed breaks. Staff may not smoke anywhere else on site at any other 
time.  
Staff should not remain in the designated smoking area for longer than is 
necessary. 
 
Cigarette butts and smoking debris must be placed in the receptacle provided. This 
must be emptied into the bin every Friday by someone using the designated 
smoking area. Staff must ensure that cigarettes are properly extinguished. 
 
 
8.  Breach of policy 
 
A breach of this policy including staff smoking at times other than during their unpaid half 
hour break will result in disciplinary action under the St Joseph’s Disciplinary and 
Capability Policy.  Where the smoking creates a health and safety risk or health hazard 
such behaviour may constitute gross misconduct and will be dealt with under the terms of 
St Joseph’s under the St Joseph’s Disciplinary and Capability Policy.  Non-compliance by 
students will be dealt with under St Joseph’s Behaviour Management Policy 
 
9.  Assistance for smokers 
 
We recognise that there may be members of staff who would like to give up smoking, but 
need help in doing so.  If this is the case, then help via the NHS can be found at: 
 
NHS smoking helpline 0800 169 0169 (free call) 
Text the words GIVE UP with your full postcode to 88088 for your local support group 
Visit the NHS dedicated website at www.gosmokefree.co.uk  
 
Around the clock free and confidential assistance is available from the St Joseph’s 
employee assistance program: 
 
Tel:   0800 731 8631  
Website:  surrey.helpeap.com    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.gosmokefree.co.uk/


 

ANNEXE 1 
 
Plan of Site showing designated smoking area 
 

 

 
 

 

 

 

Smoking  



 

ANNEXE 2 
 
Social distancing provision for Coronavirus pandemic 
 
A maximum of 4 staff members may use the designated smoking area at any one time. 
Staff may not smoke outside the designated smoking area or in the vicinity of the 
designated smoking area. 
 
Staff must not take furniture into the designated smoking area. 
 
Staff must socially distance whilst in the designated smoking area. 
Staff must wash their hands thoroughly before and after smoking. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 2 

 

Lone Working Policy 
 
Under the Health and Safety at Work Act 1974 employers have a legal and moral 
responsibility to effectively manage the risks associated with individual members of staff 
working on their own.  Also to ensure that employees receive such information, induction, 
training and supervision as is necessary.  Employees have responsibilities to take 
reasonable care of themselves and other people affected by their work. 
 
Under the Management of Health and Safety at Work Regulations 1992 (updated 1999) 
employees are also responsible to inform their employers of any situation or condition, 
which they consider a serious danger and any shortcomings in the employer’s health and 
safety arrangements. 
 
This policy applies to all situations involving lone working both off site and on site. “Lone 
Working” is inclusive of: 
Those working at their main place of work where: 

 Only one person is working on the premises 

 People work separately from each other e.g. in different locations 

 People work outside normal office hours 
 
Those working away from their fixed base where: 
 

 One worker is visiting another agency’s premises or meeting venue 

 One worker is making a home visit to an individual/family 

 One worker is working from his or her own home. 
 
Aims of the Policy 
 
The aim of the policy is to: - 
 

 Increase staff awareness of safety issues relating to lone working 

 Ensure that the risk of lone working is assessed regularly and that safe systems 
and methods of work are put in place to reduce the risk as far as is reasonably 
practicable 

 Ensure that the necessary support and training is available to all staff providing 
practical advice on safety when working alone 

 Encourage full reporting and recording of all incidents, including near misses, 
relating to lone working. 
 

It is not intended to raise unnecessarily anxiety but to provide an appropriate framework 
for managing risk and avoiding conflict. 
 
Responsibilities for Line Managers : 
 

 Ensuring that all staff are familiar with the policy and practice guidance and 
understand the requirements at induction stage. 

 Ensuring that risk assessments are undertaken as necessary and reviewed at 
regular intervals. 



 

 Ensuring procedures and safe systems of work are designed to eliminate or reduce 
the risks associated with working alone. 

 Ensuring that staff have access to appropriate information, instruction and training, 
updating and refreshing this training as necessary. 

 Ensuring there is an effective system of reporting, investigating and recording 
incidents and near misses. 

 Ensuring that appropriate support is given to staff involved in any incident or near 
miss. 

 Providing equipment to enable staff to work safely alone. 
 
Responsibilities for Employees include: 
 

 Ensuring they have read and understood the policy and practice guidance and are 
satisfied with safety measures put in place. 

 Taking reasonable precautions to ensure their own safety i.e. checking directions 
for their destination, ensuring car is road worthy, ensuring items such as laptops, 
mobile phones are carried discreetly and avoiding poorly lit or deserted areas. 

 Following guidance and procedures designed for safe working. 

 Taking personal responsibility for sharing information regarding their whereabouts. 

 Reporting all incidents that may affect the health and safety of themselves or others 
and asking for guidance as appropriate. 

 Taking part in training designed to meet the requirements of the policy. 

 Reporting any dangers or potential dangers they identify or any concerns they might 
have in respect of working alone. 
 
1) Working Alone Off Site  

 
Lone Working/Personal Safety Awareness Practice Guidance 
 
Check list for newly appointed staff, e.g. Family Link Worker, any staff member who 
may undertake home visits/meeting off site and potentially alone 
 

 Copy of car insurance kept on file – to cover business use if necessary. 

 Copy of policy and risk assessment available on intranet.   

 Check available dates for Lone Worker/Personal Safety training for FLWs in 
your area and secure place as a matter of priority (courses normally run by 
Surrey CC). Renew the training as recommended but after 3 years as a 
maximum  

 Confirm DBS current  
 

Before setting out 
 

 Always make an appointment by letter or telephone – never cold call. 

 Gather as much information as possible about the family and location you are 
visiting before attending appointment. 

 Consider either joint working or public area for appointment if information is limited. 
 

 A generic FLW/Home visits risk assessment is available on the intranet.  Email 
details of each visit before leaving site to the relevant person as designated in the 
risk assessment.  



 

Details of visit:   contact name and address of destination, mobile number of FLW/staff 
member who will be at the meeting, what time the FLW/staff member will be expected at 
the destination, what time the FLW/staff member will expected to leave the destination, 
what time the FLW/staff member is expected back at school, car registration and 
description of clothes worn, reminder of identified phrase if help is needed 
 

 Paper or electronic diary to be kept up to date daily 

 Check mobile phone is in working order, charged and with credit. 

 ID badge on person (consider vulnerability if worn around the neck) 

 Clarify “code word or phrase” agreed (if this is part of your lone working system) 

 Only carry what you need whilst working and do not draw attention to yourself by 
overtly displaying valuables. 

 Plan your route, if driving check you have sufficient petrol for the journey 

 Give thought to clothes and footwear – avoid any that may hinder your movements 
in an emergency 

 Give thought to appropriate dress when visiting areas and families and be sensitive 
to circumstances and culture. 

 
Your appointment – on arrival 
 

 Where possible always attempt to park your car facing the way you intend to drive 
out. 

 Assess the area – are you happy to continue?  Never enter any location you have 
assessed as unsafe. 

 Call in to relevant person at school to alert staff of your arrival 

 If your itinerary changes call in and make the relevant staff aware 

 Separate car keys from your other belongings 

 Only take in with you the minimum amount of material belongings required 

 Once you have knocked on the door or rang the doorbell stand clear of the doorway 
and be aware of personal space.  Looking through letterboxes is confrontational 
and invades the families’ personal space. 

 Be mindful of any indication of alcohol or substance misuse from anyone present.  
Do not continue appointment if either factor has been identified. 

 If any animal present makes you uncomfortable, ask respectfully if they can be 
placed in a separate room.  If this is not acknowledged reschedule your 
appointment for a different venue. 

 If anyone present is inappropriately dressed do not continue with your appointment.  
Leave the building until the situation has been rectified.  Again if this is not possible 
reschedule your appointment for an alternative venue. 

 Always be the last to enter the building and situate yourself closest to the exit, 
making a mental note of alternative exit routes. 

 Throughout your visit be aware of signs or signals that could indicate a potential 
problem.  Your personal safety is paramount and your ongoing (dynamic) 
assessment of the situation is crucial. 

 
Your appointment – on leaving 
 

 Call in to relevant person alert staff that your visit has now finished. 

 If writing up notes in your car, do not park remotely and always lock your doors. 
 



 

On your return 
 

 Review your risk assessment and make additional notes if you feel this is 
necessary. 

 Any serious concerns discuss with your Line Manager and if agreed take separate 
action i.e. complete incident report form, attach warning note to an individual’s file 
and share any relevant information in the appropriate way. 

 When completing incident report forms make sure you include all relevant details 
linked to the incident i.e. time, date, location, surroundings, people present, reason 
for visit, other extenuating circumstances.  Try to keep factual and limit opinion-
based content.  Always write report in black pen and complete by signing and 
dating. 

 
   
If a member of staff does not report in as expected, an agreed plan of action should be put 
into operation. 
 
The following response to be initiated: 
 

 Phone colleague’s mobile. 

 Call colleague at home (up to date personal information is vital). 

 Contact appointments in reverse order 

 Contact line manager/Executive Principal  

 Call police 
 
Any individual nominated to deal with the response should be fully aware of their role 
and responsibilities. 

 
 
Working Alone On Site  

 
Staff on the Amlets lane site may find themselves, from time to time, working in an area of 
the school on their own particularly during the holidays. Maintenance staff regularly work 
on their own on a Saturday morning.  
Any member of staff working outside normal school hours should try to ensure that at least 
one other colleague/member of staff is also on site. As the school now operates 52 weeks 
of the year, there should always be Care staff on site.  If you arrive at school outside of 
normal hours, find another colleague in the building and let them know you are on site.  
When you are about to leave the building, let them know you are going. 
 
If you work alone on site you should take these precautions: 
 

 Do not work at height on a ladder or steps. 

 Do not go into lofts or any other space in which you might become trapped. 

 Do not do any tasks involving hazardous tools or materials. 

 Avoid working outside of main areas. 

 Lock the doors and close the windows to prevent intruders if you feel unsafe. 

 Know the location of your nearest fire exit and how to open it in an emergency. 

 Know the location of the nearest first aid kit. 

 Ensure that you have suitable means of communicating with colleagues in the event 
of an emergency.  You must always carry a radio and may require to have a mobile 



 

phone on you.  For staff working directly with young people this must be a school 
provided mobile phone. 

 Certain outside areas (e.g. kitchen garden) are without a direct electricity supply so, 
if working after dark, carry a torch if you feel you need to traverse these areas. Park 
your car close to where there is an external light.  Move it there whilst there are still 
others on site if you are planning to work late. 

 When leaving, limit the amount you are carrying to have one hand free. 

 When you leave ensure that all doors and gates are shut and locked if required. 

 As the school now operates 52 weeks of the year, the burglar alarm is rarely 
activated and dead locks rarely used.   

 Ensure someone knows where you are and your estimated time of arrival home. 

 If you arrive at school and find any sign of intruders or vandals, do not challenge 
them.  Instead, call the police. 

 Do not work alone if you know you have a medical condition that might cause you to 
become incapacitated or unconscious. 

 When working alone, do not attempt any tasks which have been identified as 
medium or high risk, or which common sense tells you are potentially hazardous 
given your own level of expertise and the nature of the task. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Appendix 3 
 

 

Eye Care Policy 
 

Eye Care - Code of practice on the use of display screen equipment 

 

Introduction 

This Code of Practice has been written to provide staff with relevant information and guidance to 
ensure they are aware of the risks associated with the use of personal computers as well as to 
comply with the requirements of the Health and Safety (Display Screen Equipment) Regulations 
1992. 

All “Users” of display screen equipment within the School are affected by the Code of Practice and 
for the purposes of this document are defined as anyone who habitually uses display screen 
equipment as a significant part of normal working practice.  
 
If you satisfy all or most of the following criteria, you are deemed to be a “User” of Display Screen 
Equipment:  

 carrying out the work depends on the use of DSE; 

 there is no discretion as to the use of DSE; 

 significant training and particular skills are required in the use of DSE; 

 there is continuous or near-continuous use of DSE for spells of an hour or more at a time; 

 use is more or less daily; 

 there is a quick transfer of information to or from the screen and; 

 a high level of attention and concentration is required. 
 

The Code of Practice does not apply to infrequent operators of DSE, however where practicable 
and appropriate the School would like to see good practice for these casual operators. 

Workstation Assessments 

It is the responsibility of all Heads of Departments to ensure that work with computers undertaken 
by staff is managed to avoid health risks identifiable through workstation assessments.  All staff 
who are deemed users shall therefore ensure they complete a workstation checklist/risk 
assessment on commencing employment or at any point that they begin to feel discomfort, usually 
as a result of a change in workstation set-up or working arrangements. 

The school instructs each DSE user, as defined in the policy, to complete a Work Station Risk 
Assessment form referring to accompanying DSE workstation guidance.  The risk assessment 
identifies any changes or adjustments that need to be made.  Assistance with undertaking the risk 
assessment is available to colleagues from department managers and the Health and Safety 
Officer. 

 

 

 



 

Our Workstations will be self assessed by staff with information and training 
available: 

In order for the workstation risk assessment process to be effective, it is deemed good practice to 
review the assessments at the following intervals: 

 After 2 years providing the user has experienced no problems in terms of personal comfort 
or any risk to their health and safety; 

 In the event that the user begins to feel discomfort as a result of the workstation set-up or 
the set-up poses a health and safety risk; 

 There is a change in the work process or method undertaken by the user; 

 There is a new member of staff who is deemed a user or an existing staff member has 
become a user due to a change in job type or responsibilities; or 

 There is a change in location or office. 
 
For each user, a current workstation assessment must be retained.  If a new assessment is 
required as a result of one of the above-listed intervals, the new assessment will replace the 
existing one. 
 
It is the responsibility of each Assessor to store workstation assessments centrally and monitor 
their completion.  This allows for the process to be monitored more closely and therefore 
assessments are more likely to be updated. 
 

Eye Sight 
 
Where a school employee is a DSE user for a substantial amount of their job role or, where they 
are about to take up such work, you will be entitled to a free eye test.  See the Eye Test 
Procedure and Request Form for more information and to request a school funded eye test. 
 
Where, under these procedures, lenses are specifically prescribed to give correct focus of vision 
when operating the DSE at the normal operating distance and are not required / used for any other 
purpose, the School will pay £50 towards the cost of these spectacles, lenses, frames and tints to 
lenses if necessary.  Where the cost of VDU prescribed spectacles exceeds the £50 limit payable 
by the School, the user concerned will have to fund the difference themselves.  
 
You must gain a valid certificate from your optician stating that you require spectacles 
specifically and only for VDU. 
 
It should be noted that if the optician determines that spectacles are required by the user 
for normal day-to-day use, the costs of these will not be covered by the School and the DSE 
user must make their own arrangements for the supply of these and will be responsible for 
the full cost. 
 
The above provisions apply to DSE users only. Where it is not clear whether or not a DSE operator 
is regarded as a user, contact Personnel. 
 
Pregnant Staff Operating DSE 
 

Further to research undertaken by the Health and Safety Executive into reproduction hazards for 
women operating DSE, there is no reason to advise pregnant women against DSE related work.  In 
accordance with the Management of Health and Safety at Work regulations 1999, the School must 
undertake a risk assessment on the pregnant worker’s behalf as soon as they are notified of the 
pregnancy and at appropriate intervals.  

  

 

 



 

 

 

EYE-TEST PROCEDURE 
 
This procedure must be followed to receive a School funded eye-test. 
 
1.  Eye-tests are granted on the basis of meeting criteria as stated in the Code of Practice on the 

Use of Display Screen Equipment. 
 
2.  An eye–test request form must be completed and authorised by the line manager (please see 

below for form). 
 
3.  The request form must be returned to the Personnel Department. 
 
4.  Only once your eye-test has been authorised by the Personnel Department you may proceed 

with having your eye test. 
 
5.  You may only receive a School funded eye-test every 2 years unless otherwise stated by the 

optician. 
 
6.  Please note the School will only reimburse to the maximum of £25.00 for an eye test. Should 

an individual fail to follow the correct procedure, payment of receipts will not be honoured. 
 
The following criteria must be met in order to qualify for part-payment towards spectacles 
(maximum £50.00): 
 
The spectacles must be prescribed by the optician solely for Visual Display Unit (VDU) use, not for 
another function or general use. 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

MEMORANDUM 
 

 

From: Line Manager 
 
 
To: Personnel Department 
 
 
Date: 
 
 
Subject: Eye-Test Request 
 
 
I certify that the following member of staff is a significant display screen user and requires an eye-
test in accordance with the Health and Safety (Display Screen) Regulations 1992. 
 
 
Name: ___________________________________________________________ 
 
 
Job Title: _________________________________________________________ 
 
 
School/Department:  
_______________________________________________________________ 
 
 
Line Managers are reminded that it is a requirement of the DSE Regulations that a workstation 
assessment with respect to the user is carried out. Assessment forms and guidance are available 
on the H&S section of the School’s intranet.  
 
 
Signed (Line Manager):  
 
__________________________________________________________________ 
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August 2003 Created Carol Davey v1 

April 2004  Carol Davey v1.2 

September 2005  Carol Davey v1.3 
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March 2012 Total rewrite Carol Davey v1.6 
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Amendments made to sections: 1.1, 1.2, 1.5, 7 and 26 

Carol Davey v1.7 

June 2013 Removal of reference to Personnel and H&S Officer 
Inclusion of section on Contractor Competence 

Carol Davey V1.8 

June 2014 Minor changes 
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Carol Davey V1.9 

June 2015 Inclusion of Long Barn and minor changes Carol Davey V1.10 
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Appendix 1 - Terms of Reference to simplify the policy. 
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learners 

Carol Davey V1.11 

June 2017 Changed learner to student, Principal to Executive 
Principal. Minor changes to location of accident books 

Carol Davey V1.12 

July 2018 Minor changes  Carol Davey V.1.13 

January 2019 Minor change to Trust Alan Day V1.14 
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Addition of section on Lone Working  

Carol Davey V1.15 

September 2020 Addition to section 2.10 Employees Elizabeth 
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V1.16 

January 2021 Merged: Smoking at Work Policy, Lone Working Policy 
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