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INTRODUCTION 
The Health and Safety (H&S) Policy is set out in three parts: 

 

Part 3 describes how Parkgate House intends to implement the Policy and gives the general 
arrangements for the following: - 
 
3.1 Employee consultation, internal Health and Safety 

auditing  
3.2 Employee Risk Assessments & Manual and 

Mechanical handling 
3.3 First Aid, including First Aid Policy and 

Accident/dangerous occurrence reporting (RIDDOR) 
First Aid Kit Contents List / Concussion Fact Sheet 

3.4 Fire Safety Policy 
3.5 Display screen equipment 
3.6 Occupational health services and work-related stress 
3.7 Home and Lone working, including Home Working 

Policy and Lone and Out-of-Hours Working Policy 
3.8 New and expectant mothers 
3.9 School Site Security Policy 
3.10 Contractor & Supplier Management and Hot Work 

Permits 
3.11 Electrical wiring and equipment maintenance 
3.12 Guidance notes 
3.13 Control of hazardous substances 
3.14 Slips, trips and falls 
3.15 Asbestos Management 
3.16 Information and training on H&S 
3.17 Information given to students on H&S 
3.18 Sports and Physical Activities by students and staff 
3.19 
3.20 
3.21 
3.22 

Security and welfare of students 
Information to visitors 
Protection from violence and harassment 
Monitoring and Review 

 
This H&S Policy is reviewed annually and revised, where necessary, to ensure that it continues to 
meet the needs of the staff and students of Parkgate House and that it reflects current legislation, 
guidance and information. 

  
Part 1 General statement of intent. This outlines the overall 

philosophy in relation to the management of Health and 
Safety within Parkgate House. 
 

Part 2 Outlines the line of responsibility for Health and Safety 
management within Parkgate House and identifies key roles 
within that structure. 
 

Part 3 
 
 
 
 
 
 
 

The Health and Safety Policy contains five standalone Policies: 
a) School Site Security Policy 
b) Educational Visits Policy (see separate document) 
c) Home Working Policy 
d) Out of Hours Working Policy 
e) First Aid Policy 
f) Fire Safety Policy 
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PART 1 

PARKGATE HOUSE HEALTH AND SAFETY POLICY STATEMENT 
Parkgate House intends to comply with all H&S legislation. Parkgate House will, so far as is 
reasonably practicable, safeguard the health, safety and welfare of its employees, students, visitors 
and others affected by our activities and operations. Health and Safety responsibilities derive from 
the Health and Safety at Work etc. Act 1974 and associated regulations.  Health and Safety 
legislation is enforced by the Health and Safety Executive (HSE).  This policy complies with the 
guidelines set out in Health & Safety: Responsibilities and Powers (DCSF 0803/2001). 
We aim to:- 
 
 

1. Provide adequate control of the health and safety risks arising from our work activities 
to prevent accidents and cases of work-related ill health. 

2. Provide and maintain safe plant and equipment. 
3. Establish and maintain a safe and healthy environment throughout the school. 
4. Develop and maintain safe working procedures among staff and students through 

information, consultation and training. 
5. Make arrangements for ensuring safety and absence of risks to health in connection with 

use, handling, storage and transport of articles and substances. 
6. Provide sufficient information, instruction and supervision to enable all people using the 

premises to avoid hazards and contribute positively to their own health and safety at 
work. 

7. Ensure that locations, procedures and jobs are risk assessed on an annual basis and 
effective action, including staff training where appropriate, is taken to correct or control 
any hazards.  

8. Ensure that all staff report any old/new hazard they become aware of to the Health and 
Safety Committee. 

9. Design effective procedures for use in case of fire and other emergencies and for 
evacuating the school. 

10. Give guidelines for procedures to be followed in case of accidents. 
11. Review and revise this policy as necessary at regular intervals. 
12. Ensure adequate resources are available for the management of health and safety 

issues. 

PART 2 

RESPONSIBILITIES FOR HEALTH AND SAFETY MANAGEMENT 

Responsibilities of the Principal 
1. Overall responsibility for Health and Safety procedures within the School. 
2. Reports to the management team of Parkgate House School on Health and Safety 

matters. 
3. Appoints external auditors for H&S for compliance when appropriate. 
4. Consults with the school’s Health and Safety Officer of Parkgate House, who, with the 

assistance from time to time of expert consultants, acts as the administrator for Health & 
Safety at the school. 

5. Acts as point of contact with the local environmental health authority, fire authority, HSE 
etc. 

6. Reviews or modifies Parkgate House’s Health and Safety policy in the light of the latest 
statutory legislation and other developments in health, safety and welfare matters. 
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7. Ensures that staff, students and visitors receive all relevant and appropriate health and 
safety documentation including the certificate of Employers Liability Compulsory 
Insurance, the HSE Health and Safety Law Poster and the Health and Safety Policy 

8. Appoints the School’s Health and Safety Officer, acts as his/her line manager and 
ensures that he/she has a continuous programme of relevant training. 

9. Ensures that the School has appropriately trained first aiders on site at all times that the 
School is open. 

10. Ensures that the School has appropriately trained fire marshals on site at all times that 
the School is open. 

11. Ensures that an appropriate composition of the School’s Health and Safety Committee 
is maintained, that it meets regularly, reports to the Principal, informs and trains staff 
and listens and responds to their health and safety concerns. 

12. Ensures that adequate resources are allocated to health and safety and welfare. 
13. Ensures that a general Health and Safety review is conducted by the H&S officer on an 

annual basis, that risk assessments, including fire risk assessments, are updated 
regularly, and that all equipment checks are performed at the appropriate time 
intervals, recorded and the necessary actions properly logged. 

14. Specific responsibility for ensuring that the appropriate number of full-School 
evacuation drills are carried out. 

15. Make themselves familiar with the requirements of the Health and Safety at Work Act 
1974, together with any other health and safety legislation, codes of practice and 
guidance etc which are relevant to the work of the school. 

16. Ensure that an effective and enforceable policy for the provision of health and safety 
throughout the school has been drawn up. 

17. Ensure this policy is regularly reviewed (at least annually) and amended as necessary. 
18. Ensure that it is being correctly implemented and that it remains effective. 
19. Establish that measures are in place for the effective communication of any significant 

changes to health and safety procedures. 
20. Ensure that adequate funding for health and safety is available. 

 

Responsibilities of the Health and Safety Officer 
1. Primary responsibility for implementation of H&S policy at the level of workplace safety. 
2. Takes the minutes of H&S Committee meetings, circulates to staff, and tables staff 

concerns at H&S Committee. 
3. Communicates health and safety concerns to the Principal outside the forum of H&S 

committee meetings. Tables staff concerns at H&S Committee meetings. 
4. Conducts annual School H&S reviews. 
5. Updates risk assessment documentation. 
6. Undertakes risk assessments, including staff-wide risk assessments. 
7. Ensures that accident books, fire escape notices and other centralised information 

resources and logs are kept up to date and kept in the correct locations. 
8. Ensures that first-aid kits are maintained and kept in the appropriate locations. 
9. Ensures that hazardous substances, particularly cleaning substances are properly 

controlled in the building and locked away when necessary. 
10. Primary responsibility for equipment checks, including fire fighting equipment and 

emergency lighting, electrical tests (including PAT and fixed installation), water 
temperature and quality (including legionella), asbestos management, fire alarm testing. 

11. Primary responsibility for equipment, control of contractors (including H&S information 
to contractors and hot work permits). 

12. Primary responsibility for all pest control, including appointment and liaison with 
contractor. 
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13. Ongoing daily checks for developing hazards such as blocked fire escapes, build-up of 
rubbish, slippery steps and taking of immediate and appropriate remedial action where 
necessary. 

 
Note on combination of roles: 
It is Parkgate House policy that the Principal of the School should not, except in emergency 
circumstances, such as covering staff absence, act also as the School HSO.  
 

Responsibilities of staff in general 
1. Being familiar and confirming familiarity with the School’s general Health and Safety 

mechanisms, including mechanisms for communicating H&S concerns. 
2. Taking reasonable care of their own health and safety and setting a good example to 

students and co-workers by following safe working procedures. 
3. Being available for participation in H&S training as from time to time organised by the 

School. 
4. Knowing and using the general emergency procedures in respect of accidents and fire. 
5. Knowing and implementing the safety precautions to be adopted in their own 

classrooms/areas, including any prohibitions on eating, drinking and chewing gum, 
acting as fire marshals in their own areas and being responsible for escorting their own 
classes of students to the assembly points in the event of fire evacuation. 

6. Using and not wilfully misusing, neglecting or interfering with equipment for their own 
and others’ safety. 

7. Co-operating with other members of staff in implementing and improving health and 
safety procedures. 

 

Responsibilities of front office staff 
1. Monitor entry of anyone coming into the building via auditory checks, visual checks and 

electronic door entry. 
2. Maintain a log of visitors, issue passes and check their exit. Identify to visitors the 

essential H&S issues and check that they have left in the event of a fire evacuation. 
 

Responsibilities of contractors 
1. Signing the visitors’ book upon admission to the building and wearing of visitors’ 

badges 
2. Co-operating with the School’s health and safety rules and procedures as detailed to 

them by the Building Maintenance Manager or any other member of staff assigned 
responsibility for contractors, including for example relevant risk assessments, hot work 
permits and asbestos management procedures rules on smoking, eating and drinking. 

 

Responsibilities of students 
1. Being familiar with and confirming familiarity with and observing all the safety rules of 

the School. 
2. Exercising personal responsibility for the safety of self and classmates. 
3. Co-operating fully with staff and with staff requests in the field of Health and Safety, 

including emergency procedures and drills. 
4. Using and not wilfully misusing, neglecting or interfering with equipment for their own 

and others’ safety. 
5. Reporting any health and safety concerns to a member of staff. 
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Responsibilities of visitors 
1. Co-operating fully with staff and with staff requests in the field of health and safety, 

including emergency procedures, drills and training. 
2. Taking reasonable care for their own health and safety. 
3. Reporting any health and safety concerns to a member of staff. 
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PART 3 

HEALTH AND SAFETY POLICIES AND ARRANGEMENTS 
 

3.1. Employee consultation and internal health and safety auditing 
 
3.1.1. Health and Safety Committee 
  
Committee members 2024-2025 
 
The composition of the committee is intended to include all aspects of the School community: 
   
Catherine Shanley 
Claire Morgan 
Malcolm McKinlay 

Principal 
Deputy Head 
Headmaster 

Mariana Olveira Office Manager & School H&S Officer 
   
Committee Meeting Dates for 2024- 2025 
 
Autumn Term Admin Week   
Spring Term Admin Week  
Summer Term Admin Week  
    
    
Further Consultation 
 
The composition of the committee and their meeting dates, agenda and minutes are made available 
to all staff. Health and Safety is a standing agenda item on the Full Staff Meeting agenda that meets 
weekly. Any member of the School may contact the H&S Officer regarding any matter of concern 
associated with H&S at any time. Any member of staff may request to become a member of the 
H&S committee by writing to the Principal. 
 
  
Role of the Committee 
 
The Committee is not a policy making body but is a consultative and advisory 
group set up to: 
 

• Provide information to employees on Health and Safety matters. 
• Discuss proposed Health and Safety arrangements and initiatives of Parkgate House. 
• Provide feedback to employees on consequences of implementation of any such proposals, 

including staff training. 
• Report and discuss employee views on health, safety and welfare issues, including new areas 

of concern and potential risks that employees have identified. 
• Undertake internal health and safety checks and discuss findings. 
• Review and discuss risk assessments. 
• Review accidents/near misses/dangerous occurrences. 

 
 
Agenda 
 
The agenda varies according to the particular issues raised for discussion but has a standing agenda: 
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1. Matters Arising 
2. Fire Drill. Testing and Compliance 
3. First Aid review and review of the Accident book 
4. Near misses/dangerous occurrences since last meeting. 
5. Any new internal health and safety audits/reports. 
6. Employee and Parent Health and Safety concerns. 
7. Potential risks 
8. Assessments and Declarations 
9. Contagious Diseases Schedule 
10. Policy and risk assessment reviews 
11. Building works 
12. Training 
13. Single Central Record 

 

3.2. Risk Assessments 
 
3.2.1. Introduction 
The school carries out on an ongoing basis an examination of its activities to identify hazards 
(anything with the potential to cause harm to persons or property) and measure and evaluate risks 
(the likelihood of harm caused by the hazards) to employees, students and others who may be 
affected by the school's operation. This is done by the conduct of appropriate risk assessments 
which should identify, prioritise and implement control measures necessary to reduce the risk to the 
level required by law. The risk assessment process presents an opportunity to raise the profile of 
health and safety and to promote a greater awareness of hazards at work and a better appreciation 
of the need for control measures. 
Many of the school's risk assessments are written by the HSO but in a number of cases their 
completion will be delegated to other members of staff who are more directly involved with the 
activities being assessed (see below).  
 

Name Risk assessment responsibility 
Cardonet Support Services (IT Technicians) VDU and workstations 
Assigned Group Leader and School Secretary Educational visits 
Head of Sport Sporting activities 
HoDs Departmental Assessments 

 
Risk assessment templates and exemplars are available on the Shared Teacher Drive and, where 
practicable, these documents should be used in order to promote a common approach to the risk 
assessment process. 
 
Parkgate House has a wide range of risk assessments, including ones for: 

• different categories of job 
• lone working 
• new and/or expectant mothers 
• classrooms, studios and laboratories 
• curricular and extra-curricular activities 
• educational visits 
• substances hazardous to health 
• fire safety 
• manual handling 
• display screen and work station equipment 
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Copies of all risk assessments must be kept by the HSO and distributed to relevant staff as 
appropriate. All current risk assessments are available on the Shared Teacher Drive. All staff are 
required to read all the school risk assessments at the beginning of the Autumn Term. 
All risk assessments are reviewed annually in the Spring Term or upon a significant change in 
circumstances or following an accident/incident. 
 
In addition, to continuous ad-hoc risk assessing, the school is committed to carrying out a whole 
school annual risk assessment review, during the Spring Term.  
 

3.2.2. List of typical workplace hazards:   
    
1. Physical Hazards 3. Hazardous Substances 
1.1 Mechanical equipment 3.1 Cleaning products 
1.2 Electrical - fixed, portable 3.2 Photocopier/printer toner 
1.3 Gas - natural, bottled 3.3 Flammable materials/liquids 
1.4 Mobile plant   
1.5 Vehicle movement 4. Hazardous Situations or Circumstances 
1.6 Material and/or object movement 4.1 Personal securities or stress 
1.7 Work equipment -non-mechanical 4.2 Violence 
1.8 Access equipment 4.3 Verbal abuse 
1.9 Falling objects 4.4 Repetitive operations 
1.10 Slips, trips and falls 4.5 Awkward posture 
1.11 Unsafe buildings 4.6 Standing for prolonged periods 
1.12 Unsafe external areas 4.7 Repetitive movements of the upper limbs 
1.13 Sharp objects 4.8 Lone working 
1.14 Sharp edges 4.9 Sports Activities 
1.15 Manual handling   
1.16 Uneven/obstructed floor   
1.17 Trailing cables   
1.18 Confined space   
1.19 Uneven/obstructed ground   
    
2. Physical Agents   
2.1 Working in confined spaces   
2.2 Working at height   
2.3 Adverse temperature   
2.4 Unsuitable lighting   
2.5 Inadequate ventilation   
2.6 Adverse weather conditions   
2.7 Fire and/or explosion   
2.8 Noise   

 
  
3.2.3 Manual and mechanical handling 
 
a. Manual handling 
 
At present, over a quarter of all accidents reported nationally each year are associated with injuries 
caused during lifting and handling operations at work. The Manual Handling Operations Regulations 
1992 are designed to reduce this total. The legislation primarily affects employees, not pupils, but 
pupils should never be required to undertake manual handling operations likely to cause injury.  
 



 
 
 

12 
 

Parkgate House, in accordance with the Manual Handling Operations Regulations 1992, intends to 
protect its employees against the risk of injury from manual handling tasks, those tasks which involve 
human, rather than mechanical effort to move a load (including lifting, putting down, pushing, 
pulling or carrying). 
 
Parkgate House endeavours to eliminate any manual handling tasks identified as having a significant 
risk from the workplace. However, where it is not reasonably practicable to do this, the tasks are 
assessed and the risks are reduced by implementing safe working procedures and providing 
information to employees on safe handling methods through staff training during their induction to 
the school and whole school refresher training every three years, during the Autumn Term inset 
days. 
 
The assessment of manual handling tasks 
 
A risk assessment of manual handling takes into account: 

• The task; 
• The load; 
• The working environment; 
• Individual capability/personal factors. 

 
Employees’ responsibilities 
 
All employees must: 

• Inform the Principal if they have any existing condition or pre-disposition to injury, e.g. if 
pregnant or if they have suffered a previous back injury; 

• Follow any safe working procedure put in place by Parkgate House to reduce the risk of 
       injury during manual handling. 
• Not attempt manual handling tasks unless they have received training in the 

correct manual handling procedures. 
 
Manual handling training is provided as part of the school’s induction training schedule for new staff 
and whole school refresher training every three years, during the Autumn Tern inset days.  
 
b. Mechanical handling 
 
At the time of writing no mechanical handling is carried out by any Parkgate House employee. 
Appropriate risk assessments will have to be carried out should that position change in the future. 
Risk assessments are to be carried out on the work of any external agents contracted to undertake 
mechanical handling at Parkgate House, usually by those external agents themselves. 

3.3. First Aid Policy  

(including accident/dangerous occurrence reporting) 
 
3.3.1. Background 
 
This policy has been authorised by Parkgate House’s Senior Leadership Team. Its status is 
mandatory. It is available to parents and students and to all members of School staff and can be 
made available in large print or other accessible format if required. 
 
The arrangements within this policy (for example the number of First Aiders, Appointed Persons and 
first aid boxes and contents of first aid boxes) are based on the results of a suitable and sufficient 
risk assessment carried out by the School in regards to all staff, students and visitors. 
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3.3.2. Definitions 
 
‘First Aid’ means the treatment of minor injuries which do not need treatment by a medical 
practitioner or nurse as well as treatment of more serious injuries prior to assistance from a medical 
practitioner or nurse for the purpose of preserving life and minimising the consequences of injury or 
illness. For the avoidance of doubt, ‘First Aid’ does not include giving any tablets or medicines, the 
only exception being giving aspirin in accordance with accepted first aid practice to treat a 
suspected heart attack or administering an asthma inhaler or Epipen solely in accordance with this 
document. 
 
‘First Aiders’ are members of staff who have completed a Health and Safety Executive (HSE) 
approved First Aid course and hold a valid certificate of competence in First Aid at Work (FAW) or 
Emergency First Aid at Work (EFAW) or Sports First Aid. 
 
‘First Aid Guidance’ is the First Aid at Work: Health and Safety (First Aid) Regulations 1981: 
approved code of practice and guidance (Health and Safety Executive, 2nd edition, 2009). 
 
‘Appointed Persons’ are members of staff who are not qualified First Aiders who are responsible for 
looking after the first aid equipment and facilities and calling the emergency services if required. 
Appointed Persons should not administer first aid. 
 
‘Staff’ (in this policy) means any person employed by the School, volunteers and self-employed 
people working on the premises. 
 
The Designated Medical Room is located on the basement floor in the Nursery. It is used for the 
provision of medical treatment, including First Aid, when required. The Medical Room is furnished 
with a camp bed, hot and cold running water, access to a WC and has essential First Aid equipment. 
 
 
3.3.3. Aims of this policy 
 

• To ensure that the School has adequate, safe and effective First Aid provision in order for 
every student, member of staff and visitor to be well looked after in the event of any illness, 
accident or injury, no matter how major or minor. 

• To ensure that all staff and students are aware of the procedures in the event of any illness, 
accident or injury. 

• Nothing in this policy should affect the ability of any person to contact the emergency 
services in the event of a medical emergency. For the avoidance of doubt, members of staff 
should dial 999 for the emergency services in the event of a medical emergency before 
implementing the terms of this policy and make clear arrangements for liaison with 
ambulance services on the School site. 

 
 
3.3.4. Who is responsible? 
 
The Principal, as the employer, has overall responsibility for ensuring that the School has adequate 
and appropriate First Aid equipment, facilities and First Aid personnel. When assessing the 
provision, account will be taken on the following factors: 
 

• Numbers of students, staff and visitors on site  
• Layout and location of buildings  
• Specific hazards  
• Special needs  
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• Hours of work  
• Out-of-hours and off-site arrangements  
• Arrangements to provide adequate numbers of First Aiders, to provide cover in the absence 

of First Aiders, and adequate training  
• First aid equipment needed  
• Location of First Aid equipment and Notices  

 
The Health and Safety Officer is responsible for: 

• Ensuring that all staff are aware of, and have access to, this policy. 
• Collating important medical information for each student and ensuring the forms and 

information are accessible to staff as necessary. 
• Ensuring that there is adequate and appropriate First Aid equipment, facilities and 

appropriately qualified First Aid personnel available to the school.  
• Ensuring at least one First Aider is on site throughout the school day when students are 

present. 
• Conducting an annual audit of the school’s First Aid needs to ensure that the school’s First 

Aid provision is adequate. 
• Maintaining records of accident reports. 
• Ensuring, where appropriate, that RIDDOR reports are made. 
• Organising appropriate training for First Aiders and maintaining a record of all First Aid 

training.  
• Ensuring First Aid cover is available during normal school hours.  
• Organising provision and replenishment of First Aid equipment. 

 
The Lead First Aider is responsible for: 

• Advising on appropriate levels of First Aid provision. 
• Maintaining accurate records of First Aid treatments. 
• Liaising with the Health and Safety Committee on First Aid issues. 

 
Qualified First Aiders are responsible for:  

• Responding promptly to calls for assistance.  
• Providing First Aid support within their level of competence.  
• Summoning medical help as necessary. 
• Recording details of treatment given. 

 
All teaching and pastoral staff are required to be: 

• Familiar with and comply with the contents of this policy. 
• Aware of who to contact in the event of any illness, accident or injury. 
• Familiar with the school's medical register which provides details of students with particular 

medical conditions and how to respond accordingly if a First Aid situation arises.  
 
 
First Aiders 
 
The First Aiders will undergo update training at least every three years and copies of their 
certificates are kept in their personnel files. A list of staff who have completed a HSE approved First 
Aid course and hold a valid certificate of competence in Paediatric First Aid, First Aid at Work (FAW) 
or Emergency First Aid at Work (EFAW) can be found on every floor of the school building 
(including Resource Room, Kitchen, Nursery Kitchen).  
 
 
3.3.5. First aid boxes 
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First aid boxes are marked with a white cross on a green background and are stocked in accordance 
with the suggested guidelines in paragraph 36 of the First Aid Guidance. For more information 
please see http://www.hse.gov.uk/first aid/legislation.htm 
 
First aid boxes are located at these positions around the School site and are as near to hand 
washing facilities as is practicable: 
 
The School Office, the kitchen, the Nursery, Medical Room, Reception toilets, Coach House toilet, 
main building top floor classroom. 
 
The first aid boxes are only to be used in an emergency when unable to get to the School Office. If 
first aid boxes are used, they should be taken to the Office Manager who will ensure that the first 
aid box is properly re-stocked. 
 
All requirements for the first aid kits are supplied and checked by the Office Manager along with the 
Health and Safety Officer. 
 
Off-site activities 
First aid boxes for any off-site activities are kept in the School Office. 
 
 
3.3.6. Off-site activities and visits 
 
First Aid kits are to be taken on all off-site activities and visits. Kits suitable for use on day trips and 
those involving overnight stays are available from the School Office. Accompanying staff also carry 
the following details for each student:  
 

• Contact details for parents/guardians  
• Details of any medical conditions  
• Details of medication being currently taken  
• Details of conditions such as asthma and severe allergy which require specific equipment 

(such as inhalers and EpiPens) to be carried  
• Details of other allergies  
• Details of dietary requirements  
• Any other relevant information of help to a health professional in case of emergency  

 
It is the responsibility of the Group Leader to check the medical conditions of the students involved 
in an educational visit and to collect the appropriate First Aid kits. For students with medical 
conditions guidance as to necessary precautions and emergency procedures will be incorporated 
into the risk assessment for the visit. The Principal has the right to exclude a student from a 
residential visit on medical grounds. 
 
 
3.3.7. Information on pupils 
 
Parents are requested to provide written or electronic consent for the administration of First Aid 
and medical treatment before students are admitted to the School. Parents are also requested to 
complete the Medicine Record Sheet in the School Office if they require the office to administer 
prescription medicine during the school day. 
 
The Registrar will be responsible for reviewing students’ confidential medical records and providing 
essential medical information regarding allergies, recent accidents or illnesses, or other medical 
conditions which may affect a student’s functioning at the School to the Principal, Health & Safety 
Officer, class teachers and First Aiders on a “need to know” basis. This information should be kept 
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confidential but may be disclosed to the relevant professionals if it is necessary to safeguard or 
promote the welfare of a student or other members of the School community. 
 
 
3.3.8. Procedures for pupils with medical conditions such as asthma, epilepsy, diabetes etc 
 
For students who need to use asthma inhalers, epipens, injections etc, the information held by the 
Registrar and Health & Safety Officer will include a record of students who need to have access to 
asthma inhalers, epipens, injections or similar and this information should be circulated to teachers 
and First Aiders. It is Parkgate House policy for students to have responsibility for keeping such 
equipment with them. In some cases, the equipment will be kept, suitably labelled, in the School 
Office, if parents have requested this arrangement in writing. In any case, members of staff should 
not administer any medication. Medical information posters of pupils with severe medical conditions 
(including photo of child) can be found in the School Kitchen and are email distributed to all staff at 
the beginning of each term. Although members of staff may not administer non-prescribed 
medication to students, there will be instances where it may be necessary to administer an inhaler. 
This will be necessary where it is clear that a student’s life would be at risk without the 
administration of such an item. As a general rule, a student should not be injected with an EpiPen by 
a person who has not received training from a healthcare professional. It is recognised, however, 
that in a dire emergency, it is better to give the injection than not. Should a student be in 
anaphylactic shock, a First Aider or a member of staff may use the student’s EpiPen. 
 
 
3.3.9. Procedure in the event of illness 
 
If a student is unwell during lessons then they should consult the member of staff in charge who will 
assess the situation and, as appropriate, refer them to one of the First Aiders who will decide on the 
next course of action and provide the First Aid as required. The student’s Head of Department will 
be informed of the situation and about what course of action has been taken by the First Aider. Staff 
may visit a First Aider as and when necessary, but appropriate cover must be arranged. 
 
 
3.3.10. Procedure in the event of an accident or injury 
 
If an accident occurs, then the member of staff in charge should be consulted. That person will 
assess the situation and decide on the next course of action, which may involve calling immediately 
for an ambulance. If necessary, Appointed Persons or First Aiders can be called for. However minor 
the injury, the Health & Safety Officer should always be informed, if not called for. 
 
In the event that the First Aider does not consider that they can adequately deal with the presenting 
condition by the administration of First Aid, then they should arrange for the injured person to 
access appropriate medical treatment without delay, by telephoning for an ambulance. By this 
point, parents or next of kin, in the case of staff, should have been contacted. 
 
If an ambulance is called then the First Aider in charge should make arrangements for the 
ambulance crew to have easy access to the accident site. Arrangements should be made to ensure 
that any student is accompanied in the ambulance, or followed to hospital, by a member of staff if it 
is not possible to contact the parents in time. 
 
If a spillage of blood or other bodily fluids occurs, others should be kept away from the spillage area 
and the Health & Safety Officer must be informed. She will then arrange for the proper 
containment, clear up and cleansing of the spillage site, in conjunction with the School Secretary.  
 
 
3.3.11. Procedure in the event of contact with blood or other bodily fluids 
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The First Aider should take the following precautions to avoid risk of infection: 

• cover any cuts and grazes on their own skin with a waterproof dressing; 
• wear suitable disposable gloves when dealing with blood or other bodily fluids; 
• use suitable eye protection and a disposable apron where splashing may occur; 
• use devices such as face shields, where appropriate, when giving mouth to mouth 

resuscitation; 
• wash hands after every procedure. 

 
If the First Aider suspects that they or any other person may have been contaminated with blood 
and other bodily fluids which are not their own, the following actions should be taken without delay: 

• wash splashes off skin with soap and running water; 
• wash splashes out of eyes with tap water or an eye wash bottle; 
• wash splashes out of nose or mouth with tap water, taking care not to swallow the water; 
• record details of the contamination; 
• report the incident to the Health & Safety Officer and take medical advice if appropriate. 

 
Hygiene procedures for dealing with the spillage of blood and other body fluids 
If a spillage of blood or other body fluids occurs, others should be kept away from the spillage area 
and the Lead First Aider must be informed. S/he will then arrange for the proper containment, clear 
up and cleansing of the spillage site, in conjunction with the School Secretary. The School Secretary 
and Lead First Aider have a stock of specialist biohazard spillage kits. In the absence of the Lead 
First Aider, another First Aider must be called.  
 
Staff dealing with spills are to ensure that they:  

• Wear a plastic disposable apron and disposable gloves.  
• Use the biohazard spillage kits provided by the school (not just a cloth or mop).  
• Always dispose of personal protective equipment and contaminated waste in a sealed 

(yellow) disposable bag. 
• Immediately after every clean up, hands (including arms to the elbow) must be washed with 

warm water and soap.  
• Wash down with disinfectant all surfaces that may have become contaminated.  

 
 
3.3.12. First Aid for off-site sports activities 
 
There are 3 bags which can be used by staff when accompanying students off-site for sports 
activities. 
 
Away fixtures: A medical bag should be taken with the travelling team. If an incident occurs medical 
treatment should be sought from the visited school’s First Aid staff. If necessary, the student should 
be taken to the nearest casualty department by a member of staff. Any incident of treatment must 
be reported to the Health & Safety Officer on return to the School. 
 
 
3.3.13. Reporting to Parents 
 
In the event of accident or injury, parents must be informed as soon as practicable. The priority is to 
ensure that appropriate treatment is sought and administered. If contacting a parent would interfere 
with the timely administration of treatment, then the contact must be undertaken after treatment. 
However, the member of staff in charge at the time may request that another member of staff 
contacts the parent/guardian whilst treatment is administered. In all cases, parents will be contacted 
by using the telephone numbers recorded in registration documents and stored on the school’s 
School Manager Database. Please note that any injury to a child’s head (including injuries to the 
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mouth and teeth), however minor, must be reported to parents by telephone immediately 
(regardless of whether or not the casualty is displaying symptoms). It is the responsibility of the 
School Secretary to contact parents. 
 
3.3.14. Reporting and Record Keeping 
 
All injuries, accidents, illnesses and dangerous occurrences (unless very minor in the view of the 
attending First Aider) that occur on or off the school premises must be recorded in the school's 
Accident and Illness Online Form. Entries should record the following information: 

• Date, time and place of incident  
• Name of and address of casualty  
• Details of the injury/illness  
• Treatment and/or advice given  
• Name and signature of First Aider or person dealing with the incident  

Records should be stored for at least 3 years or if the person injured is a minor (under 18), until they 
are 21. Accident report forms are online, and the link can be found on the File section in Microsoft 
Teams. When an accident is reported to the Office, the Office Manager or the School Secretary will 
email the staff member who witnessed the accident detailing the action the Office has taken 
(provide plaster/ice pack or call parents for example) and requesting to fill up the Accident Report 
Form. 
 
Accident/dangerous occurrence reporting (RIDDOR) 
The School is legally required under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (SI 1995/3163) (RIDDOR) to report the following to the HSE (most easily done by 
calling the Incident Contact Centre (ICC) on 0845 300 99 23) 
 
Accidents involving staff 
 

• work-related accidents resulting in death or a specified injury (including as a result of 
physical violence) must be reported immediately (major injury examples:  crush injuries to 
the head or torso; amputation; loss of sight; fracture other than to fingers, toes or thumbs). 
Full details of the eight categories of specified injuries identified in the 2013 regulations can 
be found at: www.hse.gov.uk/riddor/reportable-incidents.htm. 

• work-related accidents which prevent the injured person from continuing with his/her 
normal work for more than seven days (not counting the day of the accident but including 
weekends and rest days) must be reported within 15 days. 

• cases of work-related diseases that a doctor notifies the School of (for example: certain 
poisonings; lung diseases; infections such as tuberculosis or hepatitis; occupational cancer) 

• certain dangerous occurrences (near misses - reportable examples: bursting of closed pipes; 
electrical short circuit causing fire; accidental release of any substance that may cause injury 
to health). 

 
Accidents involving students or visitors 
 
accidents where the person is killed or is taken from the site of the accident to hospital and where 
the accident arises out of or in connection with: 

• any School activity (on or off the premises) 
• the way a School activity has been organise or managed (e.g.  the supervision of a field trip) 
• equipment, machinery or substances 
• the design or condition of the premises. 

 
There is no need to report incidents where people are taken to hospital purely as a precaution when 
no injury is apparent. 
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For more information on how and what to report to the HSE, please see http:// 
www.hse.gov.uk/riddor/index.htm. 
 
Occupational diseases 
The school is required to notify the HSE of diagnoses of certain occupational diseases, where they 
are likely to have been causes or made worse by their work. These diseases include: carpal tunnel 
syndrome, severe cramp of hand or forearm, occupational dermatitis, occupational asthma, 
tendonitis or tenosynovitis of the hand or forearm, occupational cancers and any disease attributed 
to an occupational exposure to a biological agent. 
 
Notifiable diseases 
If anyone at the school is known or suspected to be suffering from a disease which is classified as a 
notifiable disease, and/or in the opinion of a registered medical practitioner has an infection and/or 
is contaminated in a manner which could present significant harm to human health (as set out in the 
Health Protection (Notification) Regulations 2010), the school will ensure that a report is made to 
the proper officer at the relevant local authority. More information can be found at www.hpa.org.uk. 
 
Near misses or damage incident 
All incidents resulting in damage to property, plant, equipment etc together with near misses should 
be reported as soon as possible to the School Secretary and Office Manager. The Facilities Manager 
will conduct an investigation, particularly if the incident could have caused personal injury, and he 
will report his findings to the Principal. A determination will then be made as to whether the 
incident needs to be reported to the HSE. If the incident has caused damage which is a health and 
safety risk, the Facilities Manager or his School Secretary will isolate the area until the appropriate 
repairs have been completed. 
 
Reporting procedure and record keeping 
 
If the incident is reportable under RIDDOR, the Principal will ensure that the appropriate enforcing 
authority is notified and that the relevant version of form F2508 is completed and submitted to the 
Incident reporting Centre Alternatively, reporting can be done online at www.riddor.gov.uk or by 
telephoning 0845 300 9923. The relevant forms are: 
Form  use for reporting 
F2508  injuries and dangerous occurrences 
F2508A  cases of disease 
F2508G1 flammable gas incidents 
F2508G2 dangerous gas fittings 
Details of accidents, injuries, diseases and dangerous occurrences are recorded in the school's 
Accident and Illness Book by the HSO. This data will be reported to the Health and Safety 
Committee. Accident and Illness Books are retained for at least three years from the date of the last 
injury 
 
 
3.3.15. Monitoring 
 
The Principal will organise a regular review of the School Accident and Illness Record in order to 
take note of trends and areas of improvement. This will form part of the (at least) annual First Aid 
risk assessment. The information may help identify training or other needs and be useful for 
investigative or insurance purposes. In addition, the Principal will undertake a review of all 
procedures following any major incident to check whether the procedures were sufficiently robust to 
deal with the major occurrence or whether improvements should be made. 
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APPENDIX 1 
 
First Aid Kit Contents 
 
First aid equipment: 

• One pair of disposable gloves. 
• One leaflet giving advice on first aid. 
• One conforming disposable bandage (not less than 7.5 cm wide) 
• Two triangular bandages 
• One packet of 24 assorted adhesive dressings 
• Three large sterile unmedicated ambulance dressings (not less than 15.0 cm × 20.0 cm) 
• Two sterile eye pads, with attachments 
• Twelve assorted safety pins 
• One pair of rustless blunt-ended scissors. 
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APPENDIX 2 

Concussion Fact Sheet 
 
WHAT IS A CONCUSSION? 
  
A concussion is a type of brain injury that changes the way the brain normally works. A concussion is 
caused by a bump, blow, or jolt to the head. Concussions can also occur from a fall or blow to the 
body that causes the head and brain to move rapidly back and forth. Even what seems to be a mild 
bump to the head can be serious. 
 
Children and adolescents are among those at greatest risk for concussion. The potential for a 
concussion is greatest during activities where collisions can occur, such as during physical education 
(PE) class, playground time, or school- based sports activities. However, concussions can happen any 
time a student’s head comes into contact with a hard object, such as a floor, desk, or another 
student’s head or body. Proper recognition and response to concussion can prevent further injury 
and help with recovery. 
 
 
THE FACTS 
 

1. All concussions are serious. 
2. Most concussions occur without loss of consciousness. 
3. Recognition and proper response to concussions when they first occur can help prevent 

further injury or even death. 
  
 
Children and teens with a concussion should NEVER return to sports or recreation activities on the 
same day the injury occurred. They should delay returning to their activities until a health care 
professional experienced in evaluating for 
concussion says they are symptom-free and it’s OK to return to play. This means, until permitted, 
not returning to: 

• Physical Education (PE) class, 
• Sports practices or games, and 
• Physical activity at recess. 

 
 
HOW CAN I RECOGNIZE A CONCUSSION? 
 
Teachers and school counsellors may be the first to notice changes in their students. The signs and 
symptoms can take time to appear and can become evident during concentration and learning 
activities in the classroom. 
 
Send a student to the school nurse, or first aider, if you notice or suspect that a student has: 

1. Any kind of forceful blow to the head or to the body that results in rapid movement of the 
head, 

             AND 
2. Any change in the student’s behavior, thinking, or physical functioning. (See the signs and 

symptoms of concussion.)  
 
 
 
 
WHAT ARE THE SIGNS AND SYMPTOMS OF A CONCUSSION? 
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The signs and symptoms of concussion can show up right after an injury or may not appear or be 
noticed until hours or days after the injury. Be alert for any of the following signs or symptoms. Also, 
watch for changes in how the student is acting or feeling, if symptoms are getting worse, or if the 
student just “doesn’t feel right.” 
 
  
SYMPTOMS REPORTED BY STUDENT: 
 
EMOTIONAL: 
• Irritable 
• Sad 
• More emotional than usual 
• Nervous 
 
THINKING/REMEMBERING: 
• Difficulty thinking clearly 
• Difficulty concentrating or remembering 
• Feeling more slowed down 
• Feeling sluggish, hazy, foggy, or groggy 
 
SLEEP*: 
• Drowsy 
• Sleeps less than usual 
• Sleeps more than usual 
• Has trouble falling asleep 
 
*Only ask about sleep symptoms if the injury occurred on a prior day 
 
PHYSICAL: 
• Headache or “pressure” in head 
• Nausea or vomiting 
• Balance problems or dizziness 
• Fatigue or feeling tired 
• Blurry or double vision 
• Sensitivity to light or noise 
• Numbness or tingling 
• Does not “feel right” 
  
SIGNS OBSERVED BY SCHOOL STAFF: 
• Appears dazed or stunned 
• Is confused about events 
• Answers questions slowly 
• Repeats questions 
• Can’t recall events prior to the hit, bump or fall 
• Can’t recall events after the hit, bump or fall 
• Loses consciousness (even briefly) 
• Shows behavior or personality changes 
• Forgets class schedule or assignments 
 
 
 
 
 
DANGER SIGNS 
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Be alert for symptoms that worsen over time. A student should be seen in an emergency 
department right away if s/he has: 

• One pupil (the black part in the middle of the eye) larger than the other 
• Drowsiness or cannot be awakened 
• A headache that gets worse and does not go away 
• Weakness, numbness, or decreased coordination 
• Repeated vomiting or nausea 
• Slurred speech 
• Convulsions or seizures 
• Difficulty recognizing people or places 
• Increasing confusion, restlessness, or agitation 
• Unusual behaviour 
• Loss of consciousness (even a brief loss of consciousness should be taken seriously)  

 
 
WHAT DO I NEED TO KNOW ABOUT MY STUDENTS RETURNING TO SCHOOL AFTER A 
CONCUSSION?   
 
Supporting a student recovering from a concussion requires a collaborative approach among school 
professionals, health care providers, and parents, as s/he may need accommodations during 
recovery. If symptoms persist, a 504 meeting may be called. Section 504 Plans are implemented 
when students have a disability (temporary or permanent) that affects their performance in any 
manner. Services and accommodations for students may include speech-language therapy, 
environmental adaptations, curriculum modifications, and behavioral strategies. 
 
Students may need to limit activities while they are recovering from a concussion. Exercising or 
activities that involve a lot of concentration, such as studying, working on the computer, or playing 
video games, may cause concussion symptoms (such as headache or tiredness) to reappear or get 
worse. 
 
Check out CDC’s Heads Up to Schools Facts Sheet on “Returning Students to School After a 
Concussion Fact Sheet”. For more information: www.CDC.GOV/Concussion 
  
 
WHAT TO LOOK FOR AFTER A CONCUSSION: 
 
Students who return to school after a concussion may need to: 

• Take rest breaks as needed, 
• Spend fewer hours at school, 
• Be given more time to take tests or complete assignments, 
• Receive help with schoolwork, and/or 
• Reduce time spent on the computer, reading, or writing 

 
When students return to school after a concussion, school professionals should watch for: 

• Increased problems paying attention or concentrating 
• Increased problems remembering or learning new information 
• Longer time needed to complete tasks or assignments 
• Difficulty organizing tasks 
• Inappropriate or impulsive behaviour during class 
• Greater irritability 
• Less able to cope with stress or is more emotional 
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It is normal for students to feel frustrated, sad, and even angry because they cannot return to 
recreation or sports right away, or cannot keep up with schoolwork. A student may also feel isolated 
from peers and social networks. Talk with the student about these issues and offer support and 
encouragement. As the student’s symptoms decrease, the extra help or support can be removed 
gradually. 
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3.4. Fire Safety Policy: Fire Safety, Procedures and Risk Assessment 
 
3.4.1. Fire Safety 
 
Introduction 
Our priority is to minimise the risk to life and to reduce injury by maintaining the physical fire safety 
integrity of the school, in ensuring that staff, students and visitors do not add to the fire risk and 
through safe evacuation of our buildings if a fire breaks out. The fire safety policy, procedures and 
risk assessments at Parkgate House are designed to help our community to respond calmly and 
effectively in the event that fire breaks out in one of our buildings.  
 
Responsibilities 
The Health and Safety Officer acts as the school’s Safety Co-ordinator responsible for advising the 
school on the measures needed to carry out work in the school with the least risk to health and 
safety; co-ordinating any safety advice given to the school by specialist advisors and those with 
enforcement powers; monitoring health and safety within the school and reporting any breaches of 
the Health and Safety Policy to the Health and Safety Committee and to the Senior Leadership 
Team. She is Chairman of the school’s Health and Safety Committee.  
The School Secretary is responsible for matters relating to fire and emergency evacuation 
procedures. In the case of a fire practice or actual alarm, the School Secretary has executive 
authority to clear the building and to manage such roll calls or checks as may be necessary up until 
the time when the practice is satisfactorily completed, or responsibility is handed over to the 
attending Fire Service Officer.  
The Health and Safety Officer is the designated school Fire Safety Manager, and is responsible for 
ensuring that: 

• The fire safety policy is kept under regular review. 
• The fire safety policy is made available to all members of the school community. 
• Everyone in the school has access to clear written instructions on where they should go in 

the event of fire and these are clearly displayed in each classroom. 
• Contractors working in the school are given written documentation detailing the procedures 

that they should follow whilst working on site. 
• Records are kept of the fire training given to new and existing staff.  
• Procedures for emergency evacuation are regularly tested. 
• Fire risk assessments are regularly reviewed and updated. 
• The integrity of all fire prevention systems and equipment in place is maintained in good 

working order. 
• Fire prevention measures are properly followed.  
• Fire procedures and risk assessments are reviewed on each occasion that a building is 

altered, extended or rebuilt, or when new buildings are acquired. 
 

Members of the academic and non-academic staff act as Fire Wardens and have responsibility for 
escorting students and fellow staff from designated areas safely out of the buildings in an orderly 
fashion (see Appendices 1 and 2). They are also responsible for conducting a head count on arrival 
at the assembly point, and for ensuring that the name of anyone who cannot be accounted for (and, 
if possible, their likely location) is passed immediately to the Roll Call Checkers.  
 
 
3.4.2. Fire Safety Procedures 
 
Briefing New Staff and Students 
All new staff and students are given a briefing on the school’s emergency evacuation procedures on 
their first day, which shows where the main fire assembly points are located. Fire action notices are 
displayed prominently on the walls of rooms and in corridors, and we make certain that everyone 
knows what they look like, and where they should go on hearing the fire alarm. All new staff 
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members are shown how to activate the fire alarms if they see or smell smoke. Staff are instructed 
that it is their responsibility to ensure that their classes are aware of the evacuation procedure in 
case of a fire.  
The safe evacuation of everyone – staff and students alike, is our priority. Protecting property comes 
second. No one should attempt to fight a fire at the expense of their own or anyone else’s safety. 
The school provides fire awareness training, including the basic use of fire extinguishers, to its staff.   
 
Visitors and Contractors 
All visitors and contractors are required to sign in at the School Office, where they are issued with a 
visitor’s badge, which should be worn at all times that they are on school property. It is the 
responsibility of staff hosting visitors to ensure they are aware of the school’s emergency evacuation 
procedures and escort them to the appropriate fire assembly point. It is a condition of the school’s 
notice to contractors that contractors are aware of the emergency evacuation alarms and 
procedures.  
When large numbers of visitors are at the school for open days, plays, concerts, exhibitions etc. a 
brief announcement is made advising them of the location of the emergency exits that they should 
use in the event of the alarm sounding.  
 
Fire Practice 
Fire Emergency Evacuation Drills are held at least termly on different days of the week and at 
different times of day. They are timed and recorded in the Fire Log. Occasional drills are held with 
‘blocked route ways’ to simulate fire situations. The timing is recorded and details of fire practices 
are kept by the HSO and School Secretary.  
Where evacuation of the building is considered to be slower than is considered reasonable, further 
practices will be held until a satisfactory result is achieved.  
The school will take all reasonable steps to ensure that all corridors forming exit routes, fire doors 
and stairwells are kept clear of any obstruction.  
Arrangements will be made for all appliances using gas and electricity to be switched off as far as is 
consistent with speedy evacuation of the building which is of paramount importance at all times.  
 
Fire protection equipment and testing 

• Fire exits are protected by fire doors. All fire doors are suitably marked and should be kept 
shut and clear of obstruction at all times. Unless they are retained by an automatic 
mechanism which will release the door in the event of a fire, they should never be kept open 
by wedging or propping anything against them. Daily internal checks are made by the 
School Secretary and Office Manager to ensure that these doors are maintained in a state of 
good repair and that they are kept shut. 

• Designated emergency escape routes. These include all fire escape routeways and 
staircases. Daily checks are made by the School Secretary and Office Manager to ensure 
that these are kept free from obstruction. 

• Fire alarm systems. These are activated by ‘break glass’ fire alarm points and smoke 
detectors located throughout the buildings. Manual tests of the fire alarm are conducted 
every week during term time. 

• Every six months fire alarm systems and smoke detectors are tested/inspected by 
competent specialist engineers named in the fire logs. 

• Emergency fire fighting equipment, including portable fire extinguishers, is tested/inspected 
annually by the competent specialist engineers named in the fire logs. 

• Miscellaneous fire signs. All fire alarm points, fire extinguisher points, emergency lighting, 
fire exits and emergency escape routes are posted with signs in accordance with current 
legislation. 

• Fire action signs are displayed throughout the school to provide information about 
emergency procedures and assembly points.  
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Fire-fighting equipment 
Fire-fighting is limited to what is necessary and can be carried out effectively after the safety of staff 
and students has been ensured. All staff are instructed never to take unnecessary risks and only to 
use an extinguisher if they have been trained how to use it, they feel confident, and it is safe to do 
so. Staff may have to use an extinguisher if they find that their escape route is blocked by fire.  
 
Fires fall into three categories: those involving ordinary combustible materials e.g. wood, paper and 
textiles; those involving flammable materials e.g. oils and solvents; and electrical. The table below 
indicates that the type of extinguisher that should be used in each case. 
 
  

 Water Foam Carbon Dioxide Dry Powder 

Wood, paper, 
textiles etc 

x x  x 

Petrol, oil, fats, 
paints etc 

 x x x 

Electrical   x x 

 
 
Water must never be used on burning liquids or electrical equipment. 
All extinguishers are checked every 12 months, and the date of the most recent inspection is shown 
on the extinguisher. 
Fire blankets are provided in the school kitchens and should be wrapped around a person whose 
clothing is on fire. 
 
Fire prevention measures  
 All staff must:  

• Keep fire doors closed to delay the spread of fire and protect emergency escape routes. 
• Keep fire exits, emergency escape routes and fire extinguishers free from obstruction. In the 

event that an obstruction is identified, the School Secretary should be notified as soon as 
possible.  

• Use fire extinguishers only for fire-fighting. Report any use of fire extinguishers whether 
accidental or otherwise. 

• Leave fire extinguishers at their normal location except when required for use in an 
emergency. 

• Except where specifically advised by the IT Systems Manager, switch off computers and, 
where appropriate, any other electrical appliances before going home. 

• Keep pressurised containers (e.g. aerosols), clothing and combustible materials (e.g. paper) 
away from sources of heat. 

• Ensure personal electrical equipment is not used on the premises unless authorised by the 
HSO or the Head of IT Support. 

• Not smoke anywhere in the building at any time. 
• Take part and co-operate fully in the emergency evacuation drill. 
• Be aware of the location of: 
 - ‘Break glass’ fire alarm points 
 - Fire equipment points 
 - Fire exits 
 - All emergency escape routes 
 - Their fire assembly point. 
 - Emergency and Fire Evacuation Procedures Poster within classroom 



 
 
 

28 
 

 

 

   
Emergency and Fire Evacuation Procedures at Parkgate House School 
 
Any person discovering a fire should: - 

• Shout “Fire” and if a member of staff is not immediately present to take charge, activate 
the nearest fire alarm. The HSO (or deputising School Secretary) will call the fire brigade 
unless notified by the HSO or a member of the SLT within 60 seconds that it is a false 
alarm.  

• Calmly, but quickly evacuate the building by the nearest exit route.  
• Only trained Fire Wardens or Fire Marshals should attempt to use a fire extinguisher 

unless it is necessary to do so to affect an escape. 
• The School Secretary (or deputising Office Assistant) is responsible for taking the fire 

drill folder (containing staff register/pupil registers, online register sheet, fire marshall 
list, building plan w/ fire exits marked), vehicle gate fob, vehicle gate override key, 
visitor sign in sheet, critical incident policy, fire emergency bag and mobile phone to the 
assembly point on Clapham Common (opposite Jedburgh Street).  

• The School Secretary will open the vehicle access gate on exiting the school grounds. 
 
On hearing the fire alarm: - 

• Do not stop to collect any belongings, only take personal belongings readily to hand. 
• Leave immediately in an orderly fashion by the nearest route: 
• The primary escape routes are via the fire escape stairwell and front door of the main 

building and the front doors of the Nursery and Coach House (see table below for full 
details) 

• Follow fire exit signs when required. 
• Teachers should ensure that all students leave the rooms and that doors are closed on 

leaving. Teachers should lead their class out of the building in an orderly and calm line. 
• Fire Marshalls are responsible for carrying out a sweep of their designated areas, if time 

and circumstances allow, and reporting to the School Secretary. 
• Report to the assembly point on Clapham Common, opposite Jedburgh Street. 

Pupils should be lead up Clapham Common Northside to the traffic light crossing at 
Jedburgh Street. Pupils should be lined up in their classes.  

• Do not wander away from your group. A roll call will be taken by the School Secretary 
and teachers should assist in this.  

• The Health and Safety Officer is responsible for meeting the Fire Brigade on their arrival 
at the school and updating the Fire Officer with all relevant information.  

• Only re-enter the building when the alarms have been silenced, and you have been 
instructed that it is safe to do so by a Fire Officer or the School Secretary. 
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Evacuation of disabled persons  
The school’s policy is to evacuate all staff and students and not leave anybody inside the buildings 
not even at refuge points. Disabled members of staff/students are to be assisted by members of 
staff and fellow students as appropriate.  
Care is taken to timetable lessons for permanently or temporarily disabled staff/students into 
teaching rooms identified as those most helpful in the event of an evacuation. A personal 
emergency evacuation plan (PEEP) is formulated for any disabled member of staff / student on their 
joining the school. 
 
Emergencies after 6pm 
In the event of the fire alarm sounding after 6pm, all persons still at the school should assemble in 
the front playground. Teachers supervising students participating in after school activities are 
responsible for escorting them to the assembly point, where they will report to the School Secretary 
(or another appointed staff member). 
 
The School Secretary will: 

• Check the rooms to ensure they have been evacuated. 
• Go the Assembly Point and compile lists of students and staff present and of those 

unaccounted for. 
• Once this has been done the students can then be sent home. 
• Await the arrival of the fire brigade. 
• Make contact with either the Principal, Headmaster or HSO and explain the situation. 

 
The duty cleaner will: 

• Using the fire panels, locate the source of the fire and, if necessary, notify the fire brigade. 
• Report to the School Secretary on late duty at the Assembly Point. 
• If the incident occurs after 7pm, make contact with the HSO, Principal or Headmaster and 

explain the situation. 
 
 
 
 

 
Escape Routes 
 

Main Building - Basement Rooms / Classrooms Basement Front Door 
 

Main Building - Ground Floor Rooms / 
Classrooms 

Main Front Door 

Main Building - First Floor Rooms / Classrooms Fire Escape on 1st Floor (in 
Resource Room) 

Main Building - Second Floor Rooms / 
Classrooms 

Fire Escape on 2nd Floor 

Coach House - Ground Floor Rooms / 
Classrooms 

Coach House Front Door 

Coach House - First Floor Rooms / Classrooms
  

Coach House Front Door 

Art Room  Art Room Front or Back 
Door 
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Electrical Safety 
The school has current electrical test certificates for all its buildings; a periodic electrical inspection 
is carried out every five years. The school uses NICEIC qualified Electrical Engineers to inspect and 
maintain its electrical installations.  
Regular portable appliance testing (PAT) takes place annually. Registers of all equipment and 
testing are kept by the Facilities Manager. 
 
Emergency Lighting  
The school’s emergency lighting is tested monthly by the HSO/Office Manager. Every six months 
the school’s emergency lighting is tested/inspected by competent specialist engineers named in the 
fire logs. Records of all tests are kept in the H&S Testing Folder. 
 
Gas Safety 

a. Installation and Servicing 
i. All major work to the mains gas pipework and installations within the school 

buildings is carried out under the supervision of a consulting engineer and, 
where necessary, after liaison with bodies such as the National Grid. 

ii. Minor modifications and replacements, will be undertaken by a Gas Safe 
registered gas installer.  

iii. All servicing of the school’s boilers and associated plant is carried out by 
Gas Safe registered engineers. 

 
b. Safety Controls 

i. The school has one control valve for gas and this is located in the Basement 
of the main school, in the boiler room.  

ii. Gas pipework is either painted yellow or labelled with bespoke GAS stickers 
where it is open to access.  

 
Safe Storage 
We ensure that flammable materials used in teaching or maintenance are locked in secure storage 
with access provided only to those who use them. 
Rubbish and Combustible Materials 
No flammable waste or spent combustible materials are kept on site and are collected by special 
collection as necessary. 
 
3.4.3. Fire Risk Assessment 
 
The school’s Fire Risk Assessment meets the requirements of the Regulatory Reform (Fire Safety) 
Order 2005 (the FSO). Specifically, it identifies: 

• The hazard 
• The measures to evaluate, remove, reduce and protect from the risk 
• The measures needed to record, plan, inform, instruct and train people in risk reduction or 

removal 
• The arrangements for reviewing the assessment 
 

Parkgate House employs an external assessor to carry out the school's annual fire risk assessment, 
which forms the basis for the management action plan. Additional assessments are carried out if 
significant changes are made to the school premises. The HSO is responsible for ensuring that 
actions recommended in fire risk assessments are implemented. Copies of the school’s fire risk 
assessment can be obtained from the HSO. 
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3.4.4. Record keeping 
 
Whilst the priority is that any fire safety systems in place should be properly installed and 
maintained, Parkgate House also recognises that it is important to keep proper records to 
demonstrate that this is so. All records relating to Fire Safety are retained in the HSO’s Office and 
are available to view during normal office hours. 
Records retained include those in relation to: 

• Portable appliance testing 
• Fire system testing 
• Fire fighting appliances service records 
• Fire practices 
• Training records 
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APPENDIX 1 

ROLES AND RESPONSIBILITIES IN THE EVENT OF THE FIRE ALARM SOUNDING 
 

Staff role Nominated 
Person 

Substitute(s) for 
nominated person 

Duties on the sounding of the alarm 

Incident 
controller 

Health and 
Safety Officer/  
Office 
Manager  

School Secretary  Assumes overall charge of the emergency 
On-site liaison with Emergency Services 
Gives instruction to staff and students if and 
when it is safe to re-enter the building 
 

Lead Fire 
Marshal 

Health and 
Safety Officer/  
Office 
Manager  

School Secretary  Informs Reception whether or not a fire drill is 
taking place 
In the event of fire notifies the fire brigade 
Identifies source of fire from alarm panels in 
lobby areas and notifies the Incident 
Controller 
If a drill, turns off alarm and advises the 
Incident Controller when it is safe for staff and 
students to re-enter the building 
 

Lead Data 
Controller 
(students) 

School 
Secretary  

HSO  Co-ordinates the collection of evacuation data 
from fire wardens and fire marshalls 
Produces a list of missing students and staff 
and reports to the Incident Controller 
Reports to the Incident Controller which floor 
areas have been swept 
 

Data Controller  
(staff) 

School 
Secretary  

HSO  Takes out record of educational visits 
Conducts a roll call of all non-teaching staff 
Reports any absences to Lead Data Controller 
 

Roll Call 
checkers 

School 
Secretary  

HSO  Takes out visitors’ log, fire drill folder 
(containing staff register/diary sheet, online 
register sheet), vehicle gate fob and mobile 
phone. 
Checks Reception areas are cleared 
Checks with all teachers at the Assembly 
Points that their classes have been safely 
evacuated and reports any problems to the 
HSO and Fire Officer 
 

Fire Wardens 
(classrooms) 

All teachers N/A Ensures orderly evacuation of teaching group 
from buildings using nearest fire escape 
Check the students’ toilets on the exit route if 
time and circumstances allow 
Ensures their class line up in front of them in 
an orderly manner at the correct assembly 
point 
Reports any missing students to the roll call 
checkers 
Escort students back into building once the all 
clear has been given 
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Staff role Nominated 
Person 

Substitute(s) for 
nominated person 

Duties on the sounding of the alarm 

Fire Marshall 
(Coach House) 
 

Zara 
Camenzuli 

To be arranged Carries out a sweep of their designated area. 
Checks the students’ toilets and staff toilet on 
the exit route if time and circumstances allow 
Reports area cleared to Data Controller 
(School Secretary) at assembly point 
 

Fire Marshall 
(Second Floor – 
Main Building) 

Claire Morgan To be arranged Carries out a sweep of their designated area. 
Checks the students’ toilets and staff toilet on 
the exit route if time and circumstances allow 
Reports area cleared to Data Controller 
(School Secretary) at assembly point 
 

Fire Marshall 
(First Floor – 
Main Building) 
 

Chris 
Chapman 

To be arranged Carries out a sweep of their designated area. 
Checks the students’ toilets and staff toilet on 
the exit route if time and circumstances allow 
Reports area cleared to Data Controller 
(School Secretary) at assembly point 
 

Fire Marshall  
(Ground floor 
main building) 
 
 

Matt Kear  To be arranged Carries out a sweep of their designated area. 
Checks the students’ toilets and staff toilet on 
the exit route if time and circumstances allow 
Reports area cleared to Data Controller 
(School Secretary) at assembly point 
 

Fire Marshall 
(Nursery 
Basement – 
Main Building) 

Brunilda 
Vercani 

To be arranged Carries out a sweep of their designated area. 
Checks the students’ toilets and staff toilet on 
the exit route if time and circumstances allow 
Reports area cleared to Data Controller 
(School Secretary) at assembly point 
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APPENDIX 2 

INSTRUCTION SHEET 1 
 
THIS INSTRUCTION SHEET APPLIES TO EVERYONE 
 
ACTION TO BE TAKEN ON DISCOVERING A FIRE 

• DO NOT ATTEMPT TO TACKLE THE FIRE UNLESS YOU CAN DO SO WITHOUT 
ENDANGERING YOURSELF 

• Activate the alarm by means of the nearest alarm call point 
• Leave the building by the procedure below 

 
ACTION TO BE TAKEN ON HEARING THE FIRE ALARM 

• If you are a Fire Marshall, follow the procedures in Instruction Sheet 2.  
• If you are teaching or otherwise supervising a group of students, ensure that all students in 

your care have responded to the evacuation alarm and escort the group by the nearest 
available exit route to their designated Assembly Point. Check the students’ toilets on the 
exit route if time and circumstances allow.  

• Otherwise, leave the building by the nearest available exit. 
• Assist disabled persons 
• Do not delay in leaving the building 
• Take only personal belongings readily to hand 
• Do not switch off computer equipment 
• Do not lock any doors 
• Do not return to check for missing persons 
• Walk, don’t run 
• Report to the assembly point 
• Provide roll call checkers with names of missing students 
• Await further instructions 
• Do not re-enter the building until authorised to do so by the Incident Controller.  
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APPENDIX 3 

INSTRUCTION SHEET 2 
 
FIRE MARSHALL INSTRUCTIONS 
 
The purpose of the Fire Marshall is to “sweep” the designated area as part of their own evacuation 
of the building. They then report to the Data Controller (School Secretary) at the designated 
Assembly Point as to whether they have checked their area and found anybody who is unaware of, 
or ignoring, the alarms.  
 
The first questions the Fire Brigade will ask on arrival is whether we believe the buildings to be 
occupied or empty. If we cannot say that we believe the building is empty, then the Fire Brigade will 
assume someone may still be inside and potentially put their own lives at risk rather than containing 
the fire from the outside. If a Marshall does not report, we have to tell the Brigade that we have no 
information.  
 
The Fire Marshall is not expected to put himself or herself at risk, but it is important that he or she 
reports the outcome of the sweep. If the answer is that the Marshall has not been able to check, 
that is the answer which should be given.  
 
If you are teaching when the alarm sounds, if possible allocate another member of staff present to 
carry out your Fire Marshall duties as you evacuate.  
 
In the event of an emergency evacuation, Marshalls should act as follows:  
 

• In conducting your duties as a Fire Marshall, health and safety is the priority of all 
concerned, so do not put yourself or others at risk.  

• Ensure that the area for which you have responsibility at the time of an alarm is clear and 
that all staff and students leave the building.  

• Tell staff and students that they must leave the building – do not enter into an argument 
with anyone who refuses but note their location and, where possible, their name, and report 
the matter to the Data Controller (School Secretary).  

• Go directly to the appropriate Assembly Point and report to the Data Controller. 
• Notify the Data Controller of any injured person or person with mobility problems, giving 

their location and, where possible, the nature of their injuries.  
• Notify the Data Controller of the name and location of any person who has refused to leave 

the premises.  
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3.5. Display Screen Equipment  
 
The use of display screen equipment is a core activity for Parkgate House’s staff. It is not yet 
considered a core activity for Parkgate House’s students who, at present, are not thought to use or 
to be required or recommended to use display screen equipment for sufficiently long continuous 
periods. As the use of screen-based learning increases, this will be kept under constant review. 
 
Parkgate House ensures, as far as is reasonably practicable, the health, safety and welfare of all its 
employees who use display screen equipment supplied by Parkgate House. This includes part-time 
and full-time staff and home workers. 
 
3.5.1.  Arrangements for assessing display screen equipment 
 
Parkgate House requires that all staff complete a DSE self-assessment, which will be submitted back 
to the HSO. Depending on the result of the self-assessment, the HSO may make recommendations 
concerning the kind of display screen equipment used, the furniture and the working environment 
of the VDU User, the need for an eye examination and the amount of time spent both in total and in 
continuous periods by the VDU user. 
 
An annual review of DSE Assessments should be carried out by the HSO. 
 
If there are any changes to the work environment, furniture, or display screen equipment, staff 
should complete another assessment. 
 
 
3.5.2.  Procedures for dealing with health and safety issues arising out of the use of display screen 
equipment 
 
Parkgate House will ensure that issues raised by VDU Users are taken into consideration and: 

a. Take all necessary measures, as far as is reasonably practicable, to remedy any risks 
found as a result of the assessment(s); 

b. Advise VDU Users to take steps to allow changes of task within the working day to 
give breaks from intensive periods of on-screen activity to lessen the onset of 
tiredness. A few minutes respite from the intensity of screen activity is sufficient to 
give both a postural and visual rest. No VDU User is, in normal circumstances, 
required to undertake more than 2 hours of continuous intensive screen activity 
without being able to move away from the screen; 

c. Where a problem arises in the use of display screen equipment, Parkgate House 
requires the VDU User to:  

i. Inform his/her line manager or the HSO. 
ii. In the case of an adverse health or medical condition, inform his/her 

manager and see a doctor 
d. Where a VDU User raises a matter related to H&S in the use of display screen 

equipment 
i. Take all necessary steps to investigate the circumstances 
ii. Implement and keep a record of any measures taken 
iii. Inform the VDU User of actions taken 

e. Pay for an optician’s eye examination if recommended by the HSO and/or when a 
visual problem is experienced as a result of VDU use. 

i. Pre-employment - an applicant for employment as a VDU User is required to 
have a standard of vision suitable for the job. If the visual suitability of the 
applicant is in doubt, Parkgate House will pay for an eyesight test. 

ii. Existing VDU Users are entitled to undertake an eye or eyesight test at 
intervals, usually annually, as suggested by their optician and/or the HSO, 
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but the VDU User must seek prior approval. Parkgate House’s payment of 
such tests is limited to those which assess the visual capability required for 
screen use and does not cover more comprehensive tests. 

f. Pay for: - 
i. One pair of spectacles prescribed by an optician, after an Parkgate House-

approved eye or eyesight test, as being required specifically for working 
with display screen equipment. 

ii. Corrective spectacles with standard frames and lenses. The employee must 
meet any additional cost of more expensive frames and extras such as 
tinted lenses etc. 

iii. Only one pair of spectacles. Employees must pay for the replacement of any 
lost or broken. 

g. Consider requests from pregnant employees for temporary reduction or transfer 
from display screen equipment work but cannot guarantee that this will be granted 
if it causes undue disruption of Parkgate House’s activities. 

 
 

3.6. Occupational Health and Work-related stress 
 
Parkgate House recognises that work-related stress is one of the key occupational health risks that 
manifests itself in schools. 
 
“Stress” in general is defined by the HSE as the reaction people have to excessive pressures or 
other types of demands placed upon them. Workplace stress in particular manifests itself in three 
different ways, but individuals can suffer any combination of them at any one time. The following 
lists are meant as a guide, and not as an exhaustive list of the symptoms: 

• The physical effects - trouble with sleeping, loss of appetite, digestive problems, headaches, 
nausea, neck and backache, muscular tension and lethargy. 

• The behavioural effects - absenteeism, increased dependence on drugs, tranquillisers and 
alcohol, lack of motivation and commitment, more aggressive than normal and more prone 
to accidents. 

• The emotional effects - panic attacks, short span of attention, irritability, bouts of 
depression, mood swings, lack of confidence and self esteem at a low ebb. 

 
Parkgate House is committed to helping staff act quickly to prevent these problems developing into 
life threatening symptoms such as coronary heart disease, high blood pressure, chronic depression 
and possible suicidal tendencies. Naturally, not all stress is work-related. Domestic difficulties, 
matrimonial problems, financial pressures and bereavement can all contribute to stress levels but 
working arrangements can become a contributory factor in the progression of the illness if not 
checked. Some of the work-related factors that could in principle act as “STRESSORS” include: 

• The job itself – e.g. repetitive or mundane work, too much or too little supervision/appraisal, 
intimidating pupils or classroom atmospheres, excessively large class sizes, excessive 
workloads, long hours, etc. 

• The organisation - workforce with little or too much responsibility, lack of promotional 
incentives, poor workplace communication, confrontational styles of management, bullying, 
harassment and discrimination. 

 
It is Parkgate House’s policy to seek to reduce these and other potential workplace stressors, to 
bear workplace stress in mind when conducting risk assessments for job functions, to provide 
sympathetic management and to provide a counselling service. Any member of staff concerned 
about stress or any manager concerned about the potential stress being experienced by those 
under his/supervision is encouraged to make use of a stress questionnaire, the results of which will 
inform future action to be taken. Whilst there are no specific pieces of legislation on stress, Parkgate 
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House’s policies and working practices have regard to several laws putting general duties on the 
employer that do touch on potential workplace stressors, e.g. The Health & Safety at Work Act 1974 
(HASAWA), which places an obligation on Parkgate House to provide a safe place of work. The 
Management of Health & Safety at Work Regulations 1999, which compel the employer to carry out 
risk assessments on potential workplace hazards, The Working Time Regulation 1998, which 
regulate maximum working hours and minimum rest/non-working periods and ensures holidays and 
The Workplace (Health, Safety & Welfare) Regulations1992, which cover workplace temperatures, 
toilet and rest facilities, good housekeeping, lighting and ventilation. 
 
 

3.7. Home and Lone working 
 
3.7.1. Home working Policy 
 
Home workers are those staff employed to work at home for an employer. It is Parkgate House 
policy to keep home working to a minimum. Parkgate House seeks to ensure as far as is reasonably 
practicable, the health, safety and welfare of any employee working from home. It will carry out risk 
assessments of the work activities carried out by home workers. Home workers can also complete 
their own risk assessments from home. Completing a risk assessment identifies the hazards relating 
to the home workers’ work activities and highlight whether sufficient actions have been taken to 
prevent harm to themselves or others as result of their work activities. Review of risk assessments 
ensures adequate measures have been taken to reduce or remove risks from workstations. 
 
3.7.2. Arrangements for assessing workstations at home 
 

• All staff working at home must get in touch with the HSO so that home working risk 
assessments may be carried out. 

• DSE/VDU work station risk assessments should be completed along with home working 
assessments. 

• Photographs of home workstations may be sent to the HSO in order to assist the process. 
• Risk assessments on Home workers should be carried out annually. 

 
3.7.3. Lone Working and Out-of-Hours Working Policy 
 
Lone workers are employees who work by themselves without close supervision. Lone workers may 
include: 

• Those working outside normal office hours and at weekends 
• Cleaning and maintenance staff 
• Home workers 
• Those working in offices outside of 80 Clapham Common Northside, either in the UK or 

overseas or travelling 
 
There is no legislation prohibiting lone working but the normal rules of risk assessment apply. The 
broad duties of the Health and Safety at Work Act 1974 and Management of Health and Safety at 
Work Regulations 1999 still apply. The risk assessment may show an activity is too dangerous to be 
carried out alone (such as lifting a heavy load) without supervision. The risk assessment should 
consider not only normal working conditions but also emergencies. 
 
In general, Parkgate House’s policy is to minimise the opportunities for lone working wherever 
possible. Thus, for example, cleaning and IT maintenance staff work in pairs; late office workers 
must communicate with the cleaning staff and stop working when the cleaners close the building. 
Lone workers may need extra training or expertise to cope in an emergency. 
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Lone working at 80 Clapham Common Northside is limited to those with master key and out of 
hours security pass. The School is open to lone workers outside of main hours, but not between 
11pm and 5am. 
 
The current holders of External and Internal Master Keys and Access are: 
 
Catherine Shanley, Malcolm McKinlay, Mariana Olveira, Carlos Fernandes (cleaners) 
 
Each of these people will be issued with a lone Working Risk Assessment. 
 
Procedures 

• Prior permission must be sought from the Principal. 
• A Risk Assessment must be carried out, signed and agreed prior to any lone working. 
• For lone working at 80 Clapham Common Northside, on arrival, all buildings must be un-

alarmed and a clear note placed onto the alarm pad by the door stating name, time and 
whereabouts. Anyone subsequently arriving must then speak with the person already 
present and check-out with them before leaving the building. 

• A mobile phone must be carried by the lone worker at all times. 
 
The only other lone working incidence is for those arriving at School first thing each morning. Whilst 
the risks are minimal, they must always carry a mobile telephone and know that the risk assessment 
applies to those times as well. 
 
For off-site Lone Working (not including home working) both in the UK and Overseas an additional 
risk assessment must be undertaken. 
 
3.7.4. Risk Assessment Guidelines for lone workers 
 
The following offer general guidelines on how to complete the risk assessments: 

• Identify any hazards 
• Decide who might be harmed and how 
• Assess the risk and take appropriate actions to reduce or remove the hazard 
• Record the findings 
• Check risks from time to time and take further steps if needed 

 
The questions the person carrying out the risk assessment should ask: 

• Does the workplace present a special risk to the lone worker? 
• Is there a risk of violence? 
• Are women especially at risk? 
• Does the work involve lifting? 
• Is there a safe way in and out of the building (consider access to car parks)? 
• Is the equipment they are using safe? 
• Is the person medically fit to work alone? 
• Are there special risks associated with working alone overseas for this person? 

 
 
Typical Risk Assessment for Lone Workers at 80 Clapham Common Northside: 
 
Risk Mitigation 
Illness • Carry a mobile phone 

• Inform a third party of whereabouts and timings of working 
alone 
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Accident • Carry a mobile phone 
• Inform a third party of whereabouts and timings of working 

alone 
• Know the whereabouts of the First Aid Kits 

 
Attack/Security • Ensure lighting is switched on 

• Carry a mobile phone at all times 

Lifting • Do not undertake heavy lifting work when working alone 

Using equipment • Do not use unnecessary equipment 
• Visually check equipment before use 
• Check equipment is safe during normal working hours 

Fire • Ensure fire doors are unlocked/carry keys with you at all 
times. 

• Know the evacuation procedures 
 

In addition for Off Site Lone workers (UK & overseas) 
 
Accident & Illness • Regularly check telephone connections. 

• Be supplied with a First Aid Kit. 
• Not undertake any potentially hazardous activities such as 

standing on a chair or desk. 
• Communication with individuals on a daily basis. 
• Annual Health questionnaire to assess history of epilepsy. 
• Overseas lone workers should have annual medical and have 

recommended vaccination and jabs appropriate to the 
country 
 

 
 
Parkgate House may set further conditions or limits after the risk assessment is carried out. If the risk 
assessment shows that it is not possible for the work to be done safely by a lone worker, then back 
up or help must be provided. 
 

3.8. New and Expectant Mothers 
 
3.8.1. Introduction 
 
Parkgate House seeks to ensure, as far as is reasonably practicable, the health, safety and welfare of 
all expectant mothers at Parkgate House. The definition of a new or expectant mother is someone 
who is pregnant, has given birth within the previous 6 months or is breastfeeding. 
 
3.8.2. Duties on Employers under the Management of H&S at Work Regulations 1999 
 
Employers must identify hazards in their workplace that could post a health or safety risk to their   
health and take appropriate action to remove or reduce these risks by carrying out suitable & 
sufficient risk assessments. An assessment is also required for a nursing mother if she is still 
breastfeeding after her return to work. 
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3.8.3. Employee’s Duties 
 
The expectant mother must inform her employer in writing that she is pregnant. Expectant mothers 
must also assist the risk assessment process by making her employer aware of pregnancy-related 
medical conditions such as high blood pressure. 
 
3.8.4. Arrangements for assessing expectant mothers 
 
The school secretary will carry out 3 assessments: 

• Initial assessment at 3 months (or as soon as HSO is aware of pregnancy) 
• Second assessment at 6 months (if requested by employee) 
• Third assessment at 33 weeks or 7 months 
• The HSO must try to ensure that at least one assessment is captured prior to staff going on 

maternity leave 
 
3.8.5. Rest Facilities for pregnant and breastfeeding women 
 
Parkgate House is legally required to provide suitable rest facilities for staff who are pregnant or 
breastfeeding and, although not a legal requirement, employers are encouraged to provide a 
healthy and safe environment for nursing mothers to express and store milk. 
 

3.9. School Security 
 
School security is regarded as one of the most significant Health and Safety risk areas in Parkgate 
House (London), primarily - though not exclusively – as a consequence of the very high volume of 
access and egress during a normal working day. Parkgate House is committed to adopting 
procedures that will ensure a high level of personal security within the School and that will minimise 
the risk of intrusion, theft, vandalism, arson and violence to the person. 
 
3.9.1. Areas of Responsibility 
 
Responsibilities of the Principal: 
The Principal has responsibility for overall policy, management of information to students and staff 
regarding the risk of petty theft, management of any individual security crises or events, and both 
pro-active and re-active liaison with local police where necessary. 
 
Responsibilities of the HSO/Office Manager: 
The Office Manager has primary responsibility for daily inspection of the premises for signs of 
vandalism and attempted break-in, for ensuring that intruder alarms, door entry systems, fire 
protection and emergency evacuation systems are maintained and in good working order and (with 
the IT staff) for ensuring that video surveillance equipment is maintained and in good working order. 
The Office Manager has responsibility for the checking, control and supervision of contractors. 
 
Responsibilities of Cleaners: 
Parkgate House’s caretaker and / or cleaners are responsible for unlocking and un-alarming the 
School premises in the morning. 
 
It is Parkgate House policy to employ cleaners by an outsourced cleaning contractors. Parkgate 
House cleaners are always responsible for locking and alarming the premises at night and their 
Summer holiday rotas are managed in order to ensure continuity of cover. The lock-up procedure 
includes closing of all internal doors, shutting of all windows and locking of all accessible windows. 
 
Responsibilities of Secretarial Staff: 
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The School Secretary and his/her team have primary responsibility for controlling (through the door 
entry system) access to the building by students and visitors during the working day. They have 
responsibility for ensuring that all visitors sign the visitors’ book and are issued with passes. 
 
Responsibilities of Accounts Office Team: 
The Accounts team has primary responsibility for collection and banking of payments to the School 
and for control of petty cash floats, sole responsibility for safe keeping of cash overnight and for 
cash deposits. 
 
Responsibilities of Registry staff and School Trip organisers: 
These staff may have temporary responsibility for collection of payments from students in areas such 
as examination entry fees, and both cash and business card expenditure on behalf of the School on 
trips. 
 
3.9.2. Consultation 
 
The School discusses security issues variously as follows: 
SLT weekly meetings  
H&S Committee meetings (3 times annually) 
Staff Open Meetings 
 
3.9.3. Arrangements and procedures relating to School security 
 
Access and egress: 
The School is open to non- key-holding staff from 7.30am to 7pm Monday to Friday during term 
time. Staff working in School outside of this time, and not participating in an event, may be subject 
to the lone working requirements and require the advanced permission of the Principal. 
 
Except in the event of emergency evacuation, access is through a single front door operated by a 
magnet release from the Office desk by a member of staff looking at the CCTV image from the 
cameras in the front door porch. Members of staff are supplied with a door entry code allowing 
them direct access during School opening times via the back door. Egress is by the front door and 
then playground gate. 
 
All staff have a responsibility to challenge any person who they believe to not to be a member of 
the School community or who is not clearly displaying a visitors’ badge. 
 
Security of personal effects: 
Secure areas are provided for all staff for the safety of their personal belongings. Such items should 
not be left unattended at any time. 
 
Training: 
Security matters are addressed at the point of new staff induction and from time to time through 
the staff training days. 
 
Supervision of students: 
Students in class are supervised by dedicated staff throughout the day from 8.30 am to 5.00 pm. 
Staff must never leave students unsupervised in class and must always remove students from 
classrooms (or similarly designated rooms) during lesson breaks and at the end of lessons. 
 
Registration procedures and controls: 
Pupils register for School attendance twice daily (8.45am/9.00am and 1.20 pm) in a designated form 
room.  
 
Visitors/contractors: 
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Visitors are required to check at the Office, sign in with details of their name, organisation and 
arrival/departure time. They are provided with a visitors’ badge which they are requested to wear 
throughout their visit and to return this at the time of their departure. 
 
The majority of visitors, i.e. those who are known or assumed not to have undergone DBS clearance, 
are supervised throughout their visits in order to minimise the need for training in areas such as 
evacuation procedures and are not permitted unsupervised access to students. 
 
Site security: 
The playground gate entrance is supplied with an access button and microphone that links up to the 
Basement Nursery. The front door of the school has a camera and microphone that links up to the 
School Office and SLT Office. Additional emergency exits are not camera-monitored but are 
strongly illuminated at night. The School has a contract with ADT Security who act as liaison with the 
school caretaker and police for intruder alarm activations outside School opening hours. Members 
of staff are not expected to attend on site as lone workers following any ADT/Redcare activation or 
intruder alert outside normal hours. 
 
 

3.10. Contractor and Supplier Management 
 
3.10.1. Introduction 
 
A contractor is anyone who works or is called in to work at the School who is not an 
employee of Parkgate House. 
 
Parkgate House seeks to ensure, as far as reasonably practicable, the health, safety and welfare of 
all contractors on Parkgate House premises. It is the responsibility of the School Secretary to brief 
contractors on fire and emergency evacuation procedures, fire hazards, the asbestos survey and 
other relevant risk assessments. 
 
Prior to the commencement of any refurbishment or project works on Parkgate House premises the 
chosen contractor has to provide copies of the following: 

• Risk Assessments 
• Fire/Emergency evacuation procedure whilst on Parkgate House Premises. (These 

procedures must not be generic to the contractor’s offices or premises, but have to reflect 
Parkgate House’s procedures) 

• Method Statements 
• Permits to work (where applicable) 

 
 
3.10.2. Risk Assessment 
 
These risk assessments should cover the risk/hazards involved in the work the contracting firm will 
be carrying out at Parkgate House. They have to be specific to each individual job which will be 
carried out by the contractor. 
 
 
 
3.10.3. Method Statement 
 
The method statement outlines how the contracting firm intends to carry out the work on Parkgate 
House premises safely and without harm or danger to Parkgate House premises, plant, employees 
and themselves. 
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3.10.4. Permits to work (where applicable) 
 
The Permit to work system is a formal written system used to control certain types of work that are 
potentially hazardous. This system specifies work to be done and the precautions to be taken. They 
allow work to start only after safe procedures have been defined and provide a clear record that 
foreseeable hazards have been considered. 
 
Hot Work Permits 
Procedure for Hot Work permits 

• The person nominated to authorise hot work, normally the fire or safety officer, must have 
experience or training in the problems associated with hot work and be of suitable status to 
ensure compliance with the procedures. 

• Prior to the commencement of work, a Hot Work permit should be obtained from the 
authorised person. This should be done on every occasion that hot work of any type is 
undertaken within or upon the fabric of established buildings or any structures or plant in 
the open. This procedure should also apply to construction sites once fitting out has 
commenced, and to all buildings which are being refurbished. 

• A Hot Work permit should not be issued without considering the significance of any other 
permits to work in the vicinity, or adjacent manufacturing processes which may involve the 
use of flammable liquids or gases.  

• A Hot Work permit should also be issued for a specific task that is undertaken in a clearly 
identified area. Hot Work permits should not be issued for protracted periods. Separate Hot 
Work permits should be issued for work which extends from morning to afternoon periods. 

• Before completing the first part of the Hot Work permit, the person responsible for carrying 
out the work should complete the checklist shown below to indicate that fire protection 
measures are adequate, suitable precautions have been taken and the equipment to be 
used is safe. 

• If the person authorised to issue the Hot Work permit is not satisfied with the arrangements, 
further measures may be requested, and any additional conditions should be entered in the 
space provided in section B. The time within which a final fire check should be made is also 
specified in section B. This will normally be an hour after the time of expiry of the Hot Work 
permit, when work must be complete. If trained personnel will not be available to make this 
check (for example in the case of a permit issued late in the day) work must not be 
commenced.  

• The Hot Work permit should be completed in duplicate, with the top copy being handed to 
the person responsible for carrying out the work. The second copy should be retained by 
the issuer who may wish to inspect the site of the work or instigate spot checks to ensure 
that conditions have been met and that work is complete before the Hot Work permit 
expires. 

• The completed form should be returned to the issuer and retained for future reference. 
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Hot Work Proposal 
 
To be completed by the person responsible for carrying out the work. 
 
Building 
 
Exact location of proposed work  
 
 
 
Nature of hot work to be undertaken 
 
 
 
The above location has been examined and the precautions listed on the reverse side of this form 
have been complied with as indicated. 
 
Signed      Name 
 
Date       Position 
 
Contractor (where applicable) 
 
 
Hot Work Agreement 
 
To be completed by the fire officer or other nominated person. 
This Hot work permit is issued subject to the following conditions: 
 
Time of permit:                                           Time of expiry of permit*: 
 
A final fire check of the work area shall be periodically undertaken for one hour immediately after 
the hot works have been completed and before the permit is signed off. 
 
Additional conditions required 
 
Signed      Name 
 
Date      Position 
 
 
Hot Work Fire Watch 
 
To be completed by a member of staff or contractor responsible for the work before returning this 
permit to the issuer. 
 
The work area and all adjacent areas to which sparks and heat might have spread (such as floors 
below and above, and areas on other sides of walls) have been inspected and found to be free of 
fire following completion of the work. 
 
Time inspection completed: 
(This must be filled in one hour after hot works have been completed). 
 
Signed                     Name 
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Date      Position 
 
Contractor (where applicable) 
 
 
 
Hot Work Permit Checklist 
 
Can this job be avoided? Is there a safer way? 
(The person carrying out the check should tick the appropriate boxes) 
 
Fire protection 
 
1. Where sprinklers are installed they are operative 
 
2. A trained person not directly involved with the work will provide a continuous fire watch during 
the period of hot work and for at least one hour after it ceases, in the work area and those adjoining 
areas to which sparks, and heat may spread 
 
3. At least two suitable extinguishers or a hose reel are immediately available. Both the personnel 
undertaking the work and providing the fire watch are trained in their use 
 
4. Personnel involved with the work and providing the fire watch are familiar with the means of 
escape and method of raising the alarm/calling the Fire Brigade 
 
Precautions within 10 metres (minimum) of the work 
 
5. Combustible materials have been cleared from the area. Where materials cannot be removed, 
protection has been provided by non-combustible or purpose-made blankets, drapes or screens 
 
6. Flammable liquids have been removed from the area 
 
7. Floors have been swept clean 
 
8. Combustible floors have been covered with overlapping sheets of non-combustible material or 
wetted and liberally covered with sand. All openings and gaps (combustible floors or   otherwise) 
are adequately covered 
 
9. Protection (non-combustible or purpose-made blankets, drapes or screens) has been provided 
for: 

• Walls, partitions and ceilings of combustible construction or surface finish 
• All holes and other openings in walls, partitions and ceilings through which sparks could 

pass 
 
10. Combustible materials have been moved away from the far side of walls or partitions where heat 
could be conducted, especially where these incorporate metal 
 
11. Enclosed equipment (tanks, containers, dust collectors etc.) has been emptied and tested, or is 
known to be free of flammable concentrations of vapour or dust 
 
Equipment 
 
12. Equipment for hot work has been checked and found to be in good repair 
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13. Gas cylinders are sited at least 3 metres from the burner and have been properly secured in a 
vertical position and fitted with a regulator and flashback arrestor 
 
14. Hazardous materials will be removed from the hot works location as soon as work is completed 
 
15. Any lit tar boilers will not be left unattended 
 

3.11. Electrical Wiring & Equipment 
 
Definitions in Part 3.12. 
 
Fixed wiring 
system 

all electrical components from the outlet sockets back to the main distribution 
board(s). 
 

Portable 
electrical 
equipment 

all electrical equipment that has a cable and plug and which is moved around; can 
easily be moved from place to place (e.g. kettles, heaters, fans, desk lights); or 
could be moved (e.g. photocopiers, fax machines, desktop computers). 
 

Company 
appointed 
person(s) 

appointed and trained to carry out visual checks and fuse changing. 
 

Competent 
person 

defined in the Memorandum of Guidance on the Electricity at work Regulations 
1989 as having: 

• Adequate knowledge of electricity; 
• Adequate experience of electrical work; 
• Adequate understanding of the system to be worked on and practical 

experience of that class of system; 
• An understanding of the hazards, which may arise during the work and the 

precautions, which need to be taken; 
• The ability to recognise at all times whether it is safe for work to continue. 

 
Electrical wiring and equipment  
In order to minimise the hazards associated with electricity Parkgate House: 
1.  Ensures that each building’s fixed wiring system is inspected/tested at a maximum 

interval of 5 years. 
 
This is carried out by a competent electrical contractor in accordance with the 
guidance laid down in the current edition of the Institute of Electrical Engineers’ 
Wiring Regulations. 
 

 List of competent electrical engineers: 
Fixed wiring test/inspection: Reaction Group 
Portable electrical equipment/appliance test: Reaction Group 
 

 The School maintains a test/inspection certificates for 80 Clapham Common 
Northside. 
 

2. Advises employees that it is their responsibility, on a daily basis, as users of 
electrical equipment to check for visible signs of damage to cables, plugs and 
sockets. 

 Employees are instructed to stop using any electrical equipment immediately, if 
any defects are noticed, and report the problem to the HSO. 
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3.  All portable electrical equipment used by Parkgate House is subject to a scheme 
of test, inspection and maintenance, which is undertaken and recorded by a 
competent electrical contractor annually. This includes equipment supplied by 
Parkgate House to home workers. 
 

4. Ensures that the School Secretary, within the annual testing period, conducts basic 
visual tests of portable electrical equipment. 
 
A basic visual test checks that: 
 

• The plug is in good condition and not loose; 
• The cable is in good condition; 
• The cord grips at either end of the cable are in good condition; 
• The equipment itself is in good condition e.g. no cracks or faults which 

may expose the user to live electricity; 
• Any extension cords used are in good condition. 

 
5. Ensures that the School Secretary (Company appointed person) takes defective 

electrical equipment out of use until necessary repairs are completed. 
 

6. Ensures that only a competent person undertakes repairs of electrical equipment. 
 
Only Company appointed person(s) carries out fuse changes/replacement. 
 

7. Prohibits the use of personal mains electrical equipment at Parkgate House. 
 
Personal mains electrical equipment may not be used at Parkgate House unless 
written permission is obtained from the relevant HSO and equipment is subject to 
the above requirements for portable electrical equipment. 

 

3.12. Guidance notes 
 
Outline training programme for Company appointed person(s) 
1.  Visual inspection 

On completion of training the person must be able to demonstrate that he/she knows how 
to: 

• Disconnect equipment from supply; 
• Identify damage to cables e.g. cuts and abrasion and to differentiate from light scuffing; 
• Identify non-standard jointing of cables e.g. taped joints; 
• Identify damage to plugs e.g. cracked or damaged casing or bent pins; 
• Identify where outer covering (sheath) of the cable is not being gripped where it enters the 

plug or equipment e.g. when coloured insulation of the internal wires is showing; 
• Identify damage to the outer cover of the equipment or obvious broken or loose parts and 

screws; 
• Identify overheating e.g. burn marks or staining. 

 
2.  Plug removal and inspection of plug head 
(This is not relevant to moulded plugs where only the fuse can be checked) 
On completion of training the person must be able to demonstrate that he/she knows how to: 

• Remove plug head; 
• Check that a proper fuse is being used; 
• Check that the right rating of fuse is being used for the equipment using the formula: 
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• Wattage of equipment = Fuse amperage 
• Voltage of equipment 
• Check that the cord grip is holding the outer part (sheath) of the cable tightly; 
• Check that the wires, including the earth (where fitted), are attached to the correct 

terminals; 
• Check that there are no bare wires visible other than at the terminals; 
• Check that the terminal screws are tight; 
• Check that there is no sign of internal damage, overheating or entry of liquid, dust or dirt. 

 
The above checks must also be applied to extension cables and their plugs 
 

3.13. Control of Hazardous substances 
 
This section of the policy deals with any substance, material or proprietary product, which carries a 
hazard-warning label. Hazards are categorised as being:- 

• Irritant; 
• Harmful; 
• Corrosive; 
• Toxic; 
• Very toxic; 
• Flammable; 
• Highly flammable. 

 
Hazardous substances on Parkgate House premises: 
 
The majority of substances, materials or proprietary products the School uses daily in work activities 
do not fall into any of the above categories. However, in cases where any potentially hazardous 
substance is used, the risk is minimised by employees following the manufacturer’s instructions. 
 
There is one kind of product in regular use at Parkgate House which pose a potentially greater 
hazard, namely cleaning products. 
 
In the normal course of Parkgate House’s activities there is no need for cleaning products to be 
used by anyone other than cleaners. Therefore Parkgate House prohibits the use of hazardous 
cleaning products by anyone other than authorised persons. The cleaners shall have designated 
lockable storage for cleaning materials identified as potentially hazardous. All such materials should 
not be accessible by unauthorised persons. 
 

3.14. Slips, trips and falls 
 
All employees have a responsibility to ensure that their own work area and the workplace in general 
is kept free from hazards, particularly those which may give rise to fire or to slips, trips and falls. 
All areas of the school are cleaned on a daily basis by the school cleaners. Carpeting and floor 
coverings will be selected for their appropriateness to area usage and will be maintained in a 
condition suitable to prevent the risk of slips, trips and falls. Any spillage or leakage of liquids or 
solids which may give rise to a slip hazard must be cleaned up immediately. This is an individual 
responsibility which should be undertaken at the time of the spill and not left until the next 
scheduled visit by the cleaners.  
Materials must not block lobby areas or corridors. Stacking in corridors, classrooms or in storage 
areas should be avoided but where this is not possible, materials should be stacked in a stable 
manner so that, as far as is reasonably practicable, the risk of them falling is reduced to a minimum.  
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Waste or surplus materials should be placed in the waste bins provided or returned to their source 
and not left lying around to cause a hazard.  
 

3.15. Asbestos Management 
 
A Type II survey (non-intrusive) and asbestos management report of the school was completed in 
2005. The results of this survey have been recorded and this information is provided to anyone who 
may work on, disturb these materials. A suitable risk assessment should be completed before 
carrying out any work or maintenance which may expose employees or contractors to asbestos in 
accordance with the HSE’s guidelines on asbestos: “The Control of Asbestos Regulations” (2006). 
 
The Health & Safety Officer is responsible for carrying out internal bi-annual checks on potential 
asbestos areas within the school. 
 

3.16. Information and training on H&S 
 
Parkgate House provides information and training, so far as is reasonably practicable, to help ensure 
employees’ health and safety at work. All employees are given information about Parkgate House’s 
H&S Policy and arrangements. 
 
New employees joining Parkgate House will: 

• Be given the Parkgate House Health and Safety Policy and staff handbook, including the 
names of the HSO, First Aiders and members of the H&S Committee. 

• Be given access to the school’s risk assessments. 
• Be familiarised with his/her working environment, including means of escape, the location of 

fire fighting equipment, and Fire Action notices next to alarm call points. 
• Be given information on safe working practices including eyesight test arrangements. 

 
All new starters confirm and all existing staff re-confirm annually in writing that they have read and 
understood Parkgate House Health and Safety arrangements. 
 
Information and/or training are also provided for specialist roles, such as HSO and First Aiders. 
 
General information and/or training on H&S matters is provided for all staff on a regular basis, 
usually by means of the four-times yearly staff training half-days, in order to help them carry out 
their roles, including their roles as Fire Marshals for teaching groups under their care. 
 
Parkgate House encourages employees to contact the HSO or H&S Committee to answer any 
question(s) about H&S. 
 
HSE Posters are displayed in the school. 
 

3.17. Information given to students on H&S 
 
The school teaches students about health and safety in order to equip them with the skills, 
knowledge and understanding to enable them to live positive, successful and healthy lives. Teachers 
take every opportunity to educate children in this regard in the normal school curriculum. The 
school promotes the spiritual growth and welfare of the children through the Virtues Programme 
and House System. 
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Each class has the opportunity to discuss problems or issues of concern with their teacher. Teachers 
use circle time and PSHE lessons to help children discuss and overcome any fears and worries that 
they may have. Teachers handle these concerns with sensitivity. 
 
As part of its commitment to H&S, Parkgate House shares the following information with all 
students 
 
Aspect of H&S relating to 
student 

Information Given How Communicated 
 

Off Site Visits and Sports Information procedures Via teacher and Head of Sport 
Fire Evacuation and procedures Via posters; Fire Action 

Notices 
Bullying Anti bullying policy Via PSHE lessons and pastoral 

talks 
School Security General statement Via School rules and 

assemblies 
Personal safety General Guidance Talks and pastoral meetings 
Health and Safety A general Introduction PSHE programme 
First Aid Who the First Aiders are and 

where to find them 
Via notices 

 
 
All rooms also have fire evacuation notices, and the first aid arrangements are widely displayed.  
 

3.18. Sports and Physical Activities by students and staff 
 
Special arrangements are in place for the health and safety of students participating in sports: 

• Detailed risk assessments are carried out for each sporting activity by the Head of Sport and 
shared with the staff and students. The risk assessment must include travel to activities, 
injury, illness, pupil personal safety amongst others. 

• The premises used are risk assessed each year and copies of any health and safety 
documentation relating to those premises is obtained and held on file. 

• Staff are required to attend appropriate, professionally accredited, training (first aid, RFU 
coaching etc). 

• First Aid kits are carried with each supervisor. 
 
This is in addition to the relevant parts of the First Aid and Educational Trips Policies, which must be 
carefully read by staff supervising sports. 
 

3.19. Security and welfare of students 
 
Parkgate House follows carefully the regulatory requirements set out by Ofsted and the DFE for the 
Welfare, Health and Safety of Pupils – by, amongst others: 

• The publication of, and adherence to, an Anti-Bullying Policy 
• Compliance with DFE Guidance on safeguarding children in education (DofE Publication 

0027/2004) in employment procedures of staff through a Recruitment 
• Policy and Safeguarding and Child Protection Policy 
• The publication of, and adherence to, a first aid policy 
• The publication of, and adherence to, an Educational Trips/Visits policy 
• Proper supervision of pupils, including registration and attendance-monitoring procedures 
• Fire Risk assessments 
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• Standards of pupil behaviour as set out in the School rules and guidelines 
• A School Site Security Policy 

 
 

3.20. Information to visitors 
 
Parkgate House takes seriously the health and safety of all visitors. In addition to those relevant 
parts under School Security (Part 3.10) all visitors are given a briefing on essential health and safety, 
along with their visitors’ pass. 
 
 
3.21. Protection from violence and harassment 
 
Parkgate House will not tolerate any act of violence or harassment in which an employee or student 
or any other person on the school site is abused, threatened or assaulted, or placed in fear for their 
own safety. In the event of violent behaviour, harassment or serious security breach, those affected 
should take immediate steps to safeguard themselves and other members of the college community 
and refer the matter to the Deputy Headteacher (Pastoral) or another member of the SLT.  
Any employee who wishes to make a complaint of harassment or bullying is encouraged to first 
discuss matters informally with their Head of Department, provided they feel able to do so. Should 
the issue not be resolved at this stage, or the employee feels unable to raise the issue informally, 
then a formal complaint should be made through the school grievance procedure, which would then 
be dealt with by the Principal. 
 
3.22  Equality Statement 
 
We have carefully considered and analysed the impact of this policy on equality and the possible 
implications for persons with protected characteristics, as part of our commitment to meet the 
Public Sector Equality Duty (PSED) requirement to have due regard to the need to eliminate 
discrimination, advance equality of opportunity and foster good relations. 
 
3.23  Monitoring and review 
 
Parkgate House monitors health and safety both actively and reactively. To ensure that the various 
procedures set out in the school’s health and safety policy are being adhered to and implemented 
as intended, a minimum of one annual review is carried out by the HSO, other additional audits are 
carried out on an adhoc basis.  
 
This policy and all associated risk assessments are reviewed at least annually by the Health and 
Safety Committee and the Senior Leadership Team to ensure that they are amended to reflect 
legislative changes and current best practice.  
 
 

Name of Policy Reviewer: 
 

Health and Safety Officer 

Date of Policy Review: 
 

25/02/2025 

Date of Next Policy Review: 
 

25/02/2026 
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