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F.Y.O The Finance Manager, 

 

Re: Service Level Agreement Quotation for Year 2 - Langstone 
Infant Academy School 

 

Thank you for your recent enquiry regarding the options of SLA offered by Portsmouth City 
Council.  
Here you will find 3 options of SLA with associated costs, however it is entirely 
your decision which, if any agreement you opt for.  
SLA 1 Building Services Annual Audit as before consists of a compliance audit and can 
be purchased for £750.00pa. 

 

We have taken the liberty of producing a cost for you based on the SLA2 Statutory 
Compliance option, similar to year 1 and incorporating the following items: 
 

 

 Item   Cost  Notes   Frequency   
 

 Legionella Monitoring &   
£672.75 

    
Monthly Test 

  
 

 

Sampling 
        

 

           
 

 TMV Service   £370.53     Annual Service   
 

 Fire Risk Assessment   £295.00     Triennial Issue   
 

 Display Energy Certificate (DEC)   £120.00     Annual Issue   
 

 Mechanical Service including Gas   
£651.50 

    
Annual Service 

  
 

 

Safety 
        

 

           
 

 PAT Testing   £200.00     Annual Test   
 

 Emergency Lighting Testing   £193.64     Annual Test   
 

 Fire Alarm Service   £380.00     Biannual Service   
 

 Fire Extinguisher Service   £54.24     Annual Service   
 

 Intruder Alarm Service   £162.00     Annual Service   
 

 Alarm Monitoring   £450.00     Annual Fee   
 

 Lightning Conductor Service   £235.00     Annual Service   
 

 Access Mechanism   £152.36     Annual Service   
 

    £3,937.02        
 

              



 
There are several additional services PCC offer, these are shown on a separate 
document and can be added to your SLA 2 Statutory Compliance at any time by 
contacting PCC Traded Services.  
Similarly if you have equipment at your school that you would like to be included in 
your plan then these too can be added, this includes such items as 
Mechanical/Electrical Roller Shutters, Rising Bollards, Powered Gates and Automatic 
Barriers. 
 

 

SLA 3 Building Maintenance 

 

The Help Desk provides a one stop shop for the efficient purchase of minor works and 

repairs using local SME companies who are already providing repairs across the city for 

the civic building stock and council housing. Access to this service makes available some 

150+ tradesmen and technical support citywide and will give piece of mind for school 

managers for all building related repairs especially when emergencies arise. 

 

Repairs up to £500.00 will be diagnosed and carried out by PCC's highly competitive, 
skilled and reliable contractors. Where the repair works are over £500.00 a quote will 
be raised and sent to you for approval. 

 

This option carries an annual enrolment fee of £1,000.00pa that covers surveying, 
administration and helpdesk costs. 

 

We hope you find the above information satisfactory. If you wish to confirm 

enrolment or have any other queries, please do not hesitate to contact 

Annie Moignard. 
annie.moignard@portsmouthcc.gov.uk 

 

Yours Sincerely 

 

Annie Moignard 

Mechanical and Electrical Surveyor 
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A distinctive vision 
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At Langstone Infant School we see education as a journey of discovery to fire the imagination, to 
establish a sense of self, and to gain the confidence to take full part in the wider world. 
 

An ethos of local partnership 

 

Langstone Infant School and the University of Chichester Academy Trust share the belief that 
education has the power to transform society. Our school is deeply rooted in its locality and 

encourages the involvement and interest of parents and the community, recognising that 
strong and vibrant communities have partnership and inclusion at their heart. 
 

 

Named competent person for Langstone Infant School Health and Safety 

Portsmouth City Council SLA 
 

Andy Kill 

 

Corporate Health and Safety Manager (Acting) 

Portsmouth City Council 
Housing, Neighbourhood and Building Services Directorate (H&S Unit) 

Civic Offices, 3rd Floor, Core 5, 
Guildhall Square, Portsmouth, PO1 2AL 

 

T: (023) 9283 4734 

Email: Andrew.kill@portsmouthcc.gov.uk 
Email (GCSX): Andrew.Kill@portsmouthcc.gcsx.gov.uk 

 

 

HEALTH AND SAFETY POLICY 
 
 

 

The school follows the University of Chichester Health and Safety Policy, 

below Foreword 

 

“This statement of the University of Chichester Academy Trust’s Health and Safety Policy 
towards the conduct of its activities, reaffirms the intent of the Trust and its Board to conduct 
its affairs with all due regard for the health and safety of staff, pupils, parents and visitors. It 
is concerned with the protection of everyone who is lawfully on Trust property who may be 
affected by its activities and seeks through clearly defined responsibilities to achieve the 
highest standard of health and safety that is reasonably practicable. This Health and Safety 
Policy imposes a duty on all of us to take care of our own health and safety and those who 
may be affected by our activities. I ask every one of you to think constantly about how you 
can improve the health and safety impacts of your work as well as that of your colleagues and 
pupils. Please give the Policy your total and active support.” 

 

Sue Samson CEO 

 

Health and Safety Statement 
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The Trust’s Board recognises its responsibilities under the relevant Health, Safety and 
Environmental legislation, in particular the Health and Safety at Work etc Act 1974, The 
Management of Health and Safety at Work Regulations 1999 and all other relevant statutory 
regulations. The Trust is committed both as an employer and as a provider of education to 
the provision of a safe and healthy working environment for members of staff, pupils, parents 
and visitors. In furtherance of this Policy, the Board through its Local Governing Bodies will, 
so far as is reasonably practicable, provide: 
 

 Processes to identify hazards and assess risks through recognised risk control

 systems.
 Clear policies, guidance and procedures to support the Health and Safety Policy.

   Safe premises, plant, equipment and systems of work.


 Adequate facilities, protective equipment and clothing to enable articles and

 substances to be used, transported, handled and stored safely.


 Such information, instruction and supervision as are necessary to ensure the health

 and safety of staff and pupils and visitors.


 Appropriate arrangements for consultation with staff and union representatives 
on measures for achieving agreed health and safety performance.

 

The Board considers issues of health and safety to be of the highest importance and priority 
and seeks to maintain commitment to continuous improvement and awareness. The Board 
also undertakes, through its Local Governing Bodies, to ensure that staff and pupils are 
consulted and involved in all areas of health and safety. 
 

While recognising its own legal responsibilities in the matter of health and safety at work, the 
Board requires all staff, pupils, parents and visitors to act safely and to co-operate in meeting 
these obligations. The Board believes that health and safety at work is the responsibility of 
all. It will encourage employees to take an active role in ensuring that a safe working 
environment is maintained.  
This policy will be reviewed as appropriate by the Trust, taking into account any 
new legislation or practices that may affect this document. 
 

 

1. Introduction: The legal position 
 

The concept that employees should be safe at work is not a recent phenomenon. 
Legislation was developed in the 1970s to streamline the many different statutes 
governing safety issues making management responsible for the provision and 
maintenance of adequate standards and policies. Although there are many different 
statutes governing safety issues, health and safety is not only governed by legislation. 
Under what is known as ‘common law’ all employers have a duty of care imposed on 
them to protect their employees. There is also a term implied into all employment 
contracts requiring employees to comply with the Trust’s health and safety policies 
and guidelines. 

 
 

The legislation relating to health and safety is extensive. One of the most important 
statutes is the Health and Safety at Work etc Act 1974 (HSWA). All work places are 
covered by this legislation which states that an employer must do everything 
reasonably practicable to provide a safe and healthy workplace with adequate welfare 
facilities. HASAWA has been supported and extended by various sets of regulations, 
codes of practice and guidance, all of which deal with various aspects of health and 
safety. 



 

The organisation and management of health and safety is a corporate responsibility 
and failure to comply with health and safety requirements can have serious 
consequences – for the Trust, the Board, Governing Bodies and individuals. Health and 
safety law states that organisations must provide a written health and safety policy; 
assess risks to staff, pupils, partners, stakeholders and any other people who could be 
affected by the activities of the Trust; arrange for the effective planning, organisation, 
control, monitoring and review of preventive and protective measures; ensure that 
staff and pupils have access to competent health and safety advice; and consult staff 
about their risks at work and current preventive and protective measures. 
Responsibility for Health and Safety is delegated to academies in the Scheme of 
Delegation. 

 
 

2. Health and safety at work: risks and benefits 

 
Addressing health and safety should not be seen as a regulatory burden: it 
offers significant opportunities. Benefits include:  

 Reduced costs and reduced risks – accidents are fewer, the threat of legal action

 is lessened, employee absence and turnover rates are lower.

   Improved standing among collaborative partners and suppliers.


 A better reputation for corporate responsibility among pupils and members of

 the community.


 Increased productivity – employees and pupils are healthier, happier and 
better motivated.



 

3. Essential principles 

 

It is the policy of the Trust to comply with the legal obligations outlined in HASAWA, the 
Management of Health and Safety at Work Regulations 1999 and any other relevant 
statutory provisions by delegating to school Governing Bodies the responsibility for 
ensuring:  

 The provision of a safe and healthy working environment with adequate facilities

 and arrangements for welfare.


 Physical equipment and structures are maintained to be intrinsically safe and

 without risks – including the means for accessing the workplace and exiting from it.


 Information, instruction, supervision and training are provided to ensure safety by 
competent personnel. Prescribed information will also be supplied to non-
employees e.g. visitors and contractors, about any work that might affect their

 health and safety.


 Procedures are drawn up and reviewed for the safe use of equipment, safe

 systems of work, and the safe use, handling and storage of materials.


 Training is provided and reviewed for employees and for those appointed as

 health and safety co-ordinators/fire wardens/risk assessors/first aiders.
 The provision and use of protective clothing and equipment where necessary.

   That medical advice is available where needed.


 Arrangements are put in place for the periodic inspection of work places and

 methods of working and the monitoring of any corrective action necessary.


 Arrangements are in place to ensure that consultation is facilitated between

 management and employee representatives.

 Sufficient time and other resources are given to employees with health 
and safety duties to allow them to discharge these duties effectively.

 
The Trust’s Health and Safety Policy will evolve over time, e.g. in the light of 
major organisational changes such as restructuring or a significant acquisition. 

 

 

4. Leading Health and Safety 

 
The Trust expects Local Governing Bodies to ensure that health and safety is integrated 
with other core management functions and that all employees and pupils are equipped 
with the necessary information, instruction, training and supervision to carry out their 
responsibilities. This includes: 

 
1) Strong and active leadership from the top: 
2) Employee involvement: 
3) Assessment and review: 

 

The Board expects all Governing Bodies to do this by purchasing third party expert 
support for H&S, either by taking out a local authority SLA or by engaging another 
professional to offer a similar service; this must include an annual audit. 



 
Langstone Infant School has an SLA with the Portsmouth City Council Health and Safety Team 
as part of the Traded Services agreement. 
 

 

5. Nominated Health and Safety Personnel 

 
Employees occupying a variety of management, teaching and professional support 
posts are nominated as volunteers to monitor health and safety across the Trust. 
Nominated personnel include: 

 

 

Responsible Manager 

 

The responsible manager for the premises is the head teacher who will work with the  

Governing Body to: 
 

 Develop a safety culture throughout the unit/centre/school/premises 

 
 

 Consult staff and provide information, training and instruction so that staff are 
able to perform their various tasks safely and effectively 

 

 Assess and control risk on the premises as part of everyday management  

 

 Ensure a safe and healthy environment and provide suitable welfare facilities  

 

 Make operational decisions regarding health and safety  

 

 Ensure periodic safety tours and inspections are carried out  

 

 Ensure significant hazards are assessed and risks are managed to prevent harm  

 

 Ensure staff are aware of their health and safety responsibilities  

 
 

 Periodically update the Governing Body and the University of Chichester 
Academy Trust as appropriate 

 

 Produce, monitor and periodically review all local safety policies and procedures  

  
  
All Staff (including volunteers) 

 

All staff have a statutory obligation to co-operate with the requirements of this policy and 
to take care of their own health and safety and that of others affected by their activities by: 
 

 Supporting the school health and safety arrangements
 Ensuring their own work area remains safe at all times



 Not interfering with health and safety arrangements or misusing equipment


 Complying with all safety procedures, whether written or verbally advised, for their 
own protection and the protection of those who may be affected by their actions

 Reporting safety concerns to their staff representative or other appropriate person
 Reporting any incident that has led, or could have led to damage or injury
 Assisting in investigations due to accidents, dangerous occurrences or near-misses
 Not acting or omitting to act in any way that may cause harm or ill-health to others

 

  
Site Maintenance Co-ordinator/ Caretaker 

 

The site maintenance co-ordinator/caretaker Mr Somerville, is responsible for undertaking a 
wide range of typical health and safety related duties on behalf of, and under the direction of 
the head teacher. 

 

He is to work within the parameters of any provided training and in accordance with risk 
assessments and the on-site safe working practices. He is to work within his level of 
competence and seek appropriate guidance and direction from the head teacher, the 
University of Chichester Academy Trust, and/or the Portsmouth City Council Traded Services 
Health and Safety Team as required. 
 

On-Site Health and Safety Officer 

 

The on-site health and safety officer is the Headteacher, Miss V Page. She will manage, advise 
and co-ordinate local safety matters on behalf of, and under the direction of the competent 
person at PCC as well as support from the TRUST team. Miss Page is to work within her level of 
competence and seek appropriate guidance as required. 
 

All Teachers & All levels of support staff 

 

The responsibility of applying local safety procedures on a day-to-day basis rests with the 
teachers and support staff. Where any new process or operation is introduced in the area of 
their responsibility, they are to liaise appropriately so that the associated risks are assessed 
and any precautions deemed necessary are implemented. They are to ensure that all new 
members of staff under their control are instructed in their own individual responsibilities with 
regards to health and safety, and they will appropriately monitor those new staff. They are to 
make periodic inspections of their areas of responsibility, taking prompt remedial action where 
necessary to control risk. 

 

Governor Finance and Resources Committee 

 

The purpose of the committee is to assist in the assessment of safety related matters and 
provide appropriate support to the head teacher. The committee is to periodically meet to 
monitor and discuss on-site health and safety performance, and recommend any actions 
necessary should this performance appear or prove to be unsatisfactory. Committee members 
will be kept informed of all changes in practices and procedures, new guidance, accidents, 
incidents and risk related matters. 



 

The Finance and resources committee has membership of all Governors, and they meet each 
term. Regular health and safety walk around the premises are undertaken, as well as a 
standard agenda item where monthly monitoring and other issues can be discussed and 
preventative planning can be undertaken. 

 

There is a named Health and Safety Governor, Miss J Hughes, who meets regularly with the 
Headteacher in the role of site manager and Health and Safety lead. 
 

 

Fire Safety Co-ordinator 

 

The site maintenance co-ordinator, Mr Prince, is the fire safety co-ordinator and he is the 
competent person for fire safety on the premises and acts on behalf of the responsible 
manager (the head teacher). He will attend the fire safety co-ordinator training course and 
refresh this training every three years. The fire safety co-ordinator is responsible for the local 
management and completion of day-to-day fire safety related duties and upkeep of the fire 
safety manual. 

 

The fire safety co-ordinator is to work within their level of competence and seek appropriate 
guidance and direction from the head teacher, the University of Chichester Academy Trust 
and/or the Children’s Services Health and Safety Team as required. 
 

 

Facilities Management Trained Staff 

 

The facility management trained member of staff is the competent person for the overall 
management of general premises facilities is the head teacher, Miss V Page. She has attended 
facilities management training. She is responsible for the local management and completion of 
day-to-day premises matters and duties. She works within her level of competence and seek 
appropriate guidance and direction from the University of Chichester Academy Trust and/or 
the Health and Safety team at Portsmouth City council as required. 
 

 

Health & Safety Representative 

 

The premises health and safety representative (whether a member of staff who is union 
appointed, or non-union and locally nominated) will represent the staff with regard to their 
health and safety at work. He/she is expected to promote a positive safety culture throughout 
the premises and carry out the health and safety duties appropriate to their role in accordance 
with current guidance and legislative requirements. 
 

 

Curriculum Leader Team members (Creative, Humanities and STEM) 

 

The curriculum Leaders are responsible for the day-to-day local management of health and 
safety within their own subject areas, acting on behalf of the head teacher. They will ensure 



 
that staff are provided with adequate safety information and they will manage all integral and 
specific risks relating to the curriculum. They will ensure the team member complies with 
overall school policies and procedures; that all activities are periodically risk assessed, periodic 
inspections are carried out, and necessary controls are implemented. 
 

 

Educational Visits Co-ordinator (EVC) 

 

The EVC is the head teacher, and she is responsible for ensuring all off-site visits, trips and 
activities have been risk assessed and this shared with the relevant staff. 
 
 

 

Special Educational Needs Co-ordinator (SENCo) 

 

The SENCo role is held by Mrs F Marshman. She is responsible for the health and safety of all 
children on the SEND register. By their very nature, there are often particular issues for children 
with SEND that the SENCo must ensure other staff are aware of. For example, some SEND 
children will be less secure in following fire safety evacuation. The SENCo must ensure that 
individual attention is given to the children on the register, in considering needs of health and 
safety. 
 

 

The Office Staff 

 

The Office Staff support the Headteacher as directed for ensuring all paperwork relating to 
health and safety matters is organised, up to date and kept secure. They are also responsible 
for ensuring lines of communication remain robust and efficient between all parties concerned 
with the health and safety of the school, when ask by the Headteacher, Health and Safety 
Governor or Caretaker. 
 

 

First Aid trained Staff 

 

First aid trained staff are responsible for administering first aid in the school. It is essential that first 
aid trained staff regularly update their training in line with the requirements of national legislation. 
These staff must complete records and ensure first aid equipment, including kits, are well-
maintained, reporting requirements to the safety advisor. Mrs Carter and Mrs Burrans are the 
named paediatric trained first aiders with all staff trained as appointed persons. 
 

 

Legionella Competent Person 

 

The site maintenance co-ordinator/ caretaker is the nominated competent person for 
Legionella on the premises and acts on behalf of the head teacher to provide the necessary 
competence to enable Legionella to be managed safely. He is supported by a contract for 
flushing and temperature recording completed by Liberty Gas engineers. 



 

The Legionella competent person (Caretaker and Liberty Gas contract) will ensure that all 
periodic and exceptional recording, flushing, cleaning and general Legionella management 
tasks are correctly completed and recorded in accordance with departmental and corporate 
requirements. He will advise the responsible head teacher of any condition or situation relating 
to Legionella which may affect the safety of any premises users. 
 
He is to work within their level of competence and seek appropriate guidance and direction 

from the head teacher, the University of Chichester Academy Trust and the Health & Safety 
Team. 



Asbestos Competent Person 

 

The site maintenance co-ordinator/caretaker and Headteacher are both the nominated 
competent person(s) for asbestos on the premises and act to provide the necessary 
competence to enable asbestos to be managed safely. 

 

The asbestos competent person will ensure that all staff have a reasonable awareness of asbestos 
management and dangers. They will ensure that the appropriate staff are competent in the use of 
the asbestos register and that asbestos is managed in accordance with departmental and corporate 
requirements. They will advise the TRUST, PCC of any condition or situation relating to asbestos 
which may affect the safety of any premises users. They are to work within their level of 
competence and seek appropriate guidance and direction from, the University of Chichester 
Academy Trust and Health and Safety Team as required. 

 

Accident Investigator 

 

The on-site trained accident investigator is the Headteacher who will lead and work with the 
Deputy Headteacher on all accident investigations in accordance with school, corporate and 
TRUST procedures. 
 
 
 

 

6. Health and Safety responsibilities 

6.1 Governing Bodies 

 

Health and safety is a corporate governance issue. The Trust recognises that it 
can only achieve the highest standards of health and safety management with 
the active involvement of its Governing Bodies. The governing body will 
integrate health and safety into the main governance structures, including sub-
committees, such as risk management and audit. All members of the 
Governing Body will take the lead in ensuring the communication of health and 
safety duties and benefits throughout the organisation. The governing body 
will ‘own’ and understand the key issues involved and decide how best to 
communicate, promote and champion health and safety. 

 

 The Governing Body will: 
 

   Ensure that health and safety appears regularly on the agenda for 
 

 
governing body meetings. 

 

  Make arrangements for an independent member of the governing body to 
 

 
 

 act as a health and safety champion. At Langstone Infant School this is Mr 
 

 Mike Overall 
 

 
  Ensure that health and safety arrangements are adequately resourced. 

 

  Encourage staff or their representatives to be involved in decisions that 
 

 
 

 affect their health and safety. 
 



 

   Ensure that governing body decisions are made in the context of the 
 

 health and safety policy. 
 

  Consider health and safety when deciding senior management 
 

 
 

 appointments. 
 

 
  Support staff involvement in health and safety. 

 

  Request periodic audits of the effectiveness of management structures 
 

 
 

 and risk controls for health and safety. 
 

 . 
 

6.2 Employees 
 

 Every employee has health and safety responsibilities from statute and civil 
 

 law as well as under their contract of employment. It is the duty of all 
 

 employees to co-operate in implementing health and safety policy by: 
 

   Acting with due care for the health, safety and welfare of themselves and 
 

 others and co-operating with managers by complying with instructions and  
 

 
procedures for safe working. 

 

  Not intentionally or recklessly interfering with or misusing anything 
 

 
 

 
provided in the interests of health, safety or welfare. 

 

  Evacuating pupils promptly from teaching rooms in the case of emergency 
 

 
 

 situations and fire drills, in accordance with Trust procedures. 
 

  Making proper use of protective clothing and safety equipment provided 
 

 
 

 (in accordance with any training or instruction provided by the Trust), 
 

 reporting any loss or obvious defect in that equipment and taking 
 

 
reasonable care of it. 

 

  Informing their manager(s) of  any shortcomings in respect  of  the 
 

 
 

 protection arrangements for health and safety and anything that could be 
 

 considered as representing a serious or immediate danger to health and 
 

 
safety. 

 

  Reporting to their manager(s) any defects in equipment, structures or 
 

 
 

 safety procedures, however trivial it might seem, which they are aware of 
 

 
and incidents which have led or might have led to injury or damage. 

 

  Co-operating with any investigation that might be undertaken with the 
 

 
 

 object of investigating incidents or preventing accidents in the future. 
 

   Making sure that an appropriate and accurate record is made on the 
 

Governing Body’s accident/incident report form, following an accident or 
 

 
 

 near-miss which has (or could have) led to injury or ill-health and reported 
 

 
to the Health and Safety Officer. 

 

  Taking responsibility for the safety of pupils and visitors, ensuring that any 
 

 
 

 proposed new activity is risk assessed before the activity commences. 
 

  Ensuring risk assessments are conducted where appropriate (e.g. for field 
 

 
 

 trips, work in laboratories or workshops) and all those who may be affected 
 

 are advised of relevant findings and risk reduction strategies. 
 



7. Assessment and review: monitoring and reporting 

 
Monitoring and reporting are vital parts of the health and safety culture as well as 
effective management systems and practices which ensure that health and safety risks 
are dealt with sensibly, responsibly and proportionately. Formally reviewing policies, 
procedures and practices will help to ensure that established principles are embedded 
in the organisational culture and adhered to. 

 
A formal review of health and safety performance is essential. It allows governing 
bodies to establish whether the essential health and safety principles – strong and 
active leadership, staff involvement, and assessment and review – have been 
embedded in the organisation and whether the system is effective in managing risk 
and protecting people. 

 
An annual audit is carried out by the Trust’s Health and Safety Officer to ensure that 
the Trust is complying with relevant health and safety legislation. A premises fire 
safety risk assessment is to be carried out each year by the school. Premises 
improvements are prioritised and implemented by the Governing Body. 

 
The school must keep records of accident and incident reports that they have made 
during the year by keeping a copy of the report form. Accident and incident reports 
must be kept for a period of three years (the Health and Safety Officer will keep 
records for longer than this). In addition, records must be kept of the steps taken after 
an incident has occurred, including details where applicable on accident 
investigations, risk assessment, subsequent decisions on amendments to procedure 
and, where necessary related communications. 

 

 

8. Health and Safety Guidance 

 

The management of health and safety is supported through a variety of policies and 
procedures and health and safety guidance on topics such as: fire evacuation, manual 
handling, personal protective equipment, portable appliance testing, risk assessment, 
selection, work at height, working outdoors, display screen equipment, control of 
substances hazardous to health, alcohol, drug and substance abuse, stress 
management, and other health and well-being policies. 

 

Policies will be developed as a result of changing legislation e.g. Corporate Manslaughter 
and Driving at Work. 
 

 

9. Managing health and wellbeing 

 
The Trust is committed to supporting the health and wellbeing of its employees by 
encouraging the adoption of healthier lifestyles. The philosophy which underpins this 
commitment is one of self-help and individual responsibility, promoting and 
supporting good practice to ensure staff feel supported in their work. Further 



 
information relating to the management of stress and well-being is included in the 
appendix. 

 

10. Absence monitoring 

 
The continuing use of sickness absence procedures, Occupational Health involvement, 
return-to-work interviews and the support of a confidential counselling service are 
identified as the most effective approaches for managing absence and ill-health. The 
central HR team at the Trust can advise further on this. Please contact Louise Birch on 
L.Birch@chi.ac.uk in the first instance. 

 
 
 
 

11. Further information and support 

 
A broad range of health and safety information is available on the Health and 
Safety Executive website at www.hse.gov.uk.  

 

 

This policy should makes reference to other school policies including 

A. Administration of Medicines policy 
 
C. Emergency Evacuation Plan/ Critical Incident Plan 
D. Fire Safety Manual 
E. First Aid Policy 
F. Physical Intervention Policy 
G. On-Site Security Policy & Procedures 
I. On-Site Traffic Policy & Procedures 
J. Lone Working Policy and Procedures 
 

 

Monitoring, Evaluation and Review 

 
This policy is reviewed annually at the start of the academic year. 

 

 

Below is the named contact as our Competent Person 

Andy Kill 
 
Corporate Health and Safety Manager (Acting) 

Portsmouth City Council 
Housing, Neighbourhood and Building Services Directorate (H&S Unit) 

Civic Offices, 3rd Floor, Core 5, 
Guildhall Square, Portsmouth, PO1 2AL 

 
T: (023) 9283 4734 

Email: Andrew.kill@portsmouthcc.gov.uk 
Email (GCSX): Andrew.Kill@portsmouthcc.gcsx.gov.uk 
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APPENDIX 

 

This appendix is added by the school, and adds further information included in the Portsmouth City 
Council model policy for Health and Safety in schools as well as the Model policy from the TRUST, 
adding details of the arrangements in place at Langstone Infant School. 

 

The following arrangements for health and safety have been developed in accordance with the 
Management of Health and Safety at Work Regulations 1999. These arrangements set out all 
the health and safety provisions for Langstone Infant School and are to be used alongside other 
current school procedures and policies. 

 

In carrying out their normal functions, it is the duty of all managers and staff to act and do 
everything possible to prevent injury and ill-health to others. This will be achieved in so far as 
is reasonably practicable, by the implementation of these arrangements and procedures. 
 

General arrangements can be summarised as follows: 
 

   Providing and maintaining safe equipment and safe systems of work 
 

 
 

 Making arrangements to ensure the safe use, handling, storage and transportation

 of materials, substances and other articles


 Providing adequate information, instruction, training and supervision to ensure all

 personnel are aware of their responsibilities & how to carry out their duties safely
 Providing safe places to work with safe access to and exit from them

 Providing a healthy and safe working environment with adequate welfare facilities

 Providing a system for rapidly identifying and effectively dealing with hazards

   Implementing control measures to reduce risks to as low as reasonably practicable


 Providing suitable personal protective equipment (PPE) & clothing where hazardous 
conditions cannot be eliminated and where PPE is assessed to be the last resort

 

All personnel have a statutory duty to co-operate in fulfilling the objectives of the school 
as detailed in the Statement of Intent. Everyone has a personal responsibility to take 
reasonable care to ensure that their actions do not cause injury to themselves or to others. 

 

Employees are required to observe special rules and safe working methods that apply to 
their own work and to report hazards discovered by them immediately upon discovery. 

 

Accident/Incident Reporting & Investigation 

 

The on-site management, reporting and investigation of accidents, incidents and near misses 
is carried out in accordance with school policy requirements. 

 

Any accident, incident or injury involving staff, visitors or contractors is to be reported and 
recorded in the Accident Report Book held in the School Office (please see Finance Manager). 
A copy of the completed form is to be forwarded to the Health & Safety Team. 



 
Minor accidents to pupils are to be recorded in the Medical Record Book which details the 
name of the child, the nature of the injury and actions taken. This book is located in the Medical 
Room. A copy of the details are sent home to parents/carers – with further details shared with 
the relevant staff as needed. 

 

Accidents involving children locally record considered being of a more serious nature than the 
minor incidents are on an Accident Internal Report Form which is to retained on site. 

 

The more serious accidents are always reported to the Trust and The Local Authority, with 
appropriate report forms completed and a copy forwarded to the Health and Safety Team at 
PCC. 

 

All significant accidents, incidents and near-misses are to be immediately reported to the head 
teacher. The trained accident investigator is to always conduct a documented investigation into 
more serious incidents. The purpose and intended outcome of the investigation is to identify 
the immediate and underlying causes of the accident so as to be able to implement appropriate 
measures to prevent reoccurrence. 

 

The head teacher will ensure that the governing body and the University of Chichester 
Academy Trust is appropriately informed of all incidents of a serious nature. All 
accident/incident reports will be monitored by the head teacher & caretaker for trend analysis 
in order that repetitive causal factors may be identified to prevent reoccurrences. 

 

Premises hirers and community/extended service/third party users must report all incidents 
related to unsafe premises or equipment to the school staff, who will appropriately report and 
investigate each incident. Incidents related to the user’s own organised activities are to be 
reported by them in line with their own reporting procedures. 

 

From September 2019 this will include Langstone Community Nursery, Breakfast and 
Afterschool Club and PCC when used as a polling station. 
 

 

Administration Of Medicines 

 

Arrangements regarding medicines are set out in the First Aid Policy and its appendix on 
the Administration of Medicines. 
 

 

Asbestos Management 

 

There is an asbestos register to support this. 

 

Asbestos management on site is controlled by the asbestos competent person (PCC) The 
asbestos register as issued by Portsmouth City Council is located in the main reception and is 
to be shown to all contractors who may need to carry out work on site. Contractors must sign 
the register as evidence of sighting prior to being permitted to commence any work on site. 



 
The Responsible Manager and the Nominated Responsible Person must complete the 
asbestos checklist relevant to their role (one for each role) when they are appointed. 
Copies of these must be retained with the asbestos register. 

 

Any changes to the premises’ structure that may affect the asbestos register information will 
be notified to PCC in order that the asbestos register may be updated accordingly. 

 

Under no circumstances must staff drill or affix anything to walls that may disturb materials 
without first checking the register and/or obtaining approval from the nominated 
responsible person. (Headteacher or Caretaker) 

 

Any damage to any structure that possibly contains asbestos, which is known or identified 
during inspection, should be immediately reported to the head teacher who will immediately 
act to cordon off the affected area and contact the Portsmouth City council Asbestos Team for 
guidance. Any contractor suspected to be carrying out any unauthorised work on the fabric of 
the building should be immediately stopped from working and immediately reported to the 
head teacher. 
 

 

Child Protection 

 

Arrangements regarding child protection are set out in the Child Protection Policy. 
 

 

Community Users/Lettings/Extended Services 

 

The head teacher will ensure that: 
 

 Third parties and other extended service users operate under hire agreements

 A risk assessment for the activity is completed

 The premises is safe for use and is always inspected prior to, and after each use

 Means of general access and egress are safe for use by all users

 All provided equipment is safe for use

 Fire escape routes and transit areas are safe and clear of hazards

 Hirers/users are formally made aware of fire safety procedures and equipment

 Regular hirers receive an annual update training in health and safety arrangements
 
 
 
 

Contractors on Site 

 

PCC approved contractors are always to be used for contractual work on the premises. Where 
non-PCC approved contractors may be required or selected for use then appropriate safe 
selection procedures are to be used to ascertain competence prior to engaging their services. 
The departmental CSAF-013 Safe Selection of Contractors Checklist is to be used to determine 
competence of non-PCC contractors who will require adequate risk assessments to 
demonstrate their safe working practices for specific work being undertaken. 



 

All contractors must report to the main reception upon arrival and departure. They will 
 

 
  sign the visitors book and asbestos register 

 

  be provided with a fire safety brief immediately upon arriving, prior to them 
 

 
 

 commencing their work 
 

  be issued with the local written contractor induction brief that includes all relevant 
 

 
 

 details of fire safety procedures and local safety arrangements 
 

   comply with the school’s safety policies and safe working procedures 
 

   report any breaches of safety to the head teacher at the earliest opportunity 
 

   be appropriately supervised at all times 
 

 
  provide risk assessment and safe working systems for inspection by the school 

 

  be appropriately supervised dependent upon the type of work, levels of perceived 
 

 
 

 risk and length of time the work will take to complete 
 

 

School staff are responsible for monitoring work areas and providing appropriate supervision, 
more so where the contractor’s work may directly affect staff and pupils on the premises. 

 

Please refer to Appendix 10 for the Contractors Induction Brief. 
 

Curriculum Activities 

 

All safety management and risk assessments for curriculum based activities will be carried out under 
the control of the relevant teachers and curriculum leaders using the appropriate codes of practice 
and safe working procedural guidance for Design & Technology, Science, Music, Physical Education 
& Sport, Art and Drama. Teachers and the appropriate subject leaders will be responsible for local 
risk management and ensuring that maintenance of equipment and premises in their areas of the 
curriculum are managed safely following the appropriate guidance 

 

Where a higher risk is anticipated, the following should be noted and risk assessments 
undertaken. 

 

 All curriculum activities carry some risk and it is the duty of every member of staff

 to consider those risks when planning activities for the children


 Some subject areas represent greater risk than others, e.g. science, PE 
and technology. Staff must ensure relevant curriculum health and safety

 documentation has been used in planning such activity


 Science has a separate health and safety manual, available in the staff room,

 for planning this higher risk area


 PE guidelines must be adhered to and the ages and experience of the pupils for 
example, when moving PE equipment must be considered. PE equipment is 
inspected and tested once a year by a qualified person and appropriate action is

 taken to ensure equipment remains safe.


 Children are to be encouraged to carry out their own risk assessments, especially in 
those activities deemed to have higher risk. Self-awareness is an important part in



 
developing the children’s own understanding of health and safety issues for them to make 
appropriate decisions. 
 

 

Display Screen Equipment 

 

All users must complete the display screen equipment self assessment form every year 
without exception. All users must carry out periodic workstation assessments using CSAF-001 
Workstation Assessment Form. Workstation assessments will be actioned as necessary by 
line managers and routinely reviewed at intervals not exceeding three years. 
 

Electrical Equipment 

 

The head teacher will ensure that: 

 

  

 

 



 

 
  

 
  

 



 

 
 

 
 

Only authorised and competent persons are permitted to install or repair equipment 

Where 13-amp sockets are in use, only one plug per socket is permitted  

Equipment is not to be used if found to be defective in any way 
 
Defective equipment is to be reported and immediately taken out of use 
until repaired 
 
All portable electrical equipment will be inspected/tested at intervals of not 
more than one year (completed via the schools SLA with PCC)  

Equipment testing/inspection can only be carried out by a competent person. (PCC) 

The competent person to be used is assigned by the head teacher 
 
Private electrical equipment is not to be brought onto the premises or used 
unless its use is approved by management and it has been tested 
 
New equipment must be advised to the head teacher in order that it can be added to 
future PAT testing schedules 
 

 

Any defective or suspected defective equipment, systems of work, fittings etc must be reported to 
the site maintenance co-ordinator/ caretaker Mr Somerville and attended to as soon as possible. This 
will be recorded on the school tracking system which can be viewed all staff members. 

 

No faulty equipment may be used until it has been checked and repaired. The Equipment Log will be 
updated with relevant information. 
 
 
 

General emergency evacuation for non-fire related emergencies is to be carried out in 
accordance with the school emergency evacuation plan. The school has a fire emergency plan 
for fire related emergencies and an emergency evacuation plan for all non-fire emergencies. 

 

All staff will receive a brief and/or a copy of the emergency evacuation plan at induction, and 
they will be periodically provided with updated information as the emergency evacuation plan 
is routinely reviewed and amendments are introduced. 



 
Personal Emergency Evacuation Plans are to be completed, provided and exercised for any 
vulnerable persons to be able to ensure safe, assisted evacuation in the event of an emergency 
incident. 
 
 
 

 

Fire Safety 

 

Arrangements regarding fire safety are set out in the Fire Safety Manual. The fire safety co-ordinator 
is shared between Mr Somerville and Miss Page (HT) as the competent person(s) for fire safety on the 
premises and is the immediate point of contact for all fire safety related enquiries on site. 
 

The head teacher will ensure through the fire safety co-ordinator that: 
 

 All staff complete the mandatory fire safety induction e-learning course every year

 Fire safety procedures are readily available for all staff to read

 Fire safety information is provided to all staff at induction and periodically thereafter

 Fire safety notices are posted in the key areas of the building close to the fire points

   Evacuation routes and assembly points are clearly identified


 Staff are aware of their own responsibilities for knowing the location of fire points and

 fire exits. They should also know the location of the assembly point in the event of fire


 All staff are familiar with the flammable potential of materials and substances that they

 use and exercise maximum care in their use, especially with those marked flammable


 Fire evacuation procedures, fire safety training and fire alarm testing are carried out in

 accordance with corporate guidance and the premises fire safety manual


 The fire risk assessment is reviewed annually by the fire safety co-ordinator and 
amended as new hazards or required amendments are identified

 
 
 

 

First Aid 

 

Arrangements regarding first aid provision are set out in the First Aid Policy. Mrs Carter and Mrs 
Burrans are the named paediatric trained first aiders with all staff trained as appointed persons. This 
is known by all staff and shared with visitors. 
 

 

First aid is never to be administered by anyone except first aid trained staff with in-date 
training certification, operating within the parameters of their training. 
 

General Equipment 

 

All general equipment requiring statutory inspection and/or testing on site (eg. boilers, lifting 
equipment, PE equipment, climbing apparatus) will be inspected by appropriate competent 
contractors as provided by the term contractor under PCC arrangements, or as locally arranged 
with Universal Services. 



 
Equipment is not to be used if found to be defective in any way. Defective equipment is to 
be reported and immediately taken out of use until repairs can be carried out. 
 

 

Good Housekeeping 

 

Tidiness, cleanliness and efficiency are essential factors in the promotion of good health and 
safety. The following conditions are to be adhered to at all times: 
 

 All corridors and passageways are kept free from obstruction

 Shelves in storerooms and cupboards are stacked neatly and not overloaded

 Floors are kept clean and dry, and free from slip and trip hazards

 Emergency exits and fire doors are not obstructed in any way

   Supplies are stored safely in their correct locations
 Rubbish and litter are cleaned and removed at the end of each working day
 Poor housekeeping or hygiene conditions are immediately reported

 

 

Hazardous Substances 

 

Hazardous substances, materials, chemicals and cleaning liquids are not permitted to be used or 
brought into use on site unless a documented COSHH assessment has been undertaken by the 
trained COSHH assessor, and the product has been approved for safe use on site by the head 
teacher. The premises COSHH assessor acting on behalf of the head teacher is Mr Somerville. 

 

When using a harmful substance, whether it is a material, cleaning fluid or chemical substance, 
staff must ensure that adequate precautions are taken to prevent ill-health in accordance with 
the COSHH assessment completed for that hazardous substance. Staff must never attempt to 
use a harmful substance unless adequately trained to do so, and then only when using the safe 
working practices and protective equipment identified in the COSHH assessment. 

 

All hazardous substances are to be stored in the secure and signed storage when not in use 
which is at the locked site and cleaning cupboard. This is to remain locked at all times. 
 
 
 
 

 

Inspections and Monitoring 

 

Daily monitoring of the premises, through working routines and staff awareness, is expected to 
identify general safety concerns and issues which should be immediately recorded in the 
premises defect book and reported to the head teacher. 

 

Routine documented inspections of the premises will be carried out every month in accordance 
with the premises monthly inspection schedule. Inspection findings are to be recorded on the 
Monthly Premises Safety Inspection Checklist either by HT or Caretaker. 



 

Defects identified during these routine documented inspections are to be immediately reported 
to the head teacher and recorded in the defect book. Any identified high level risks or safety 
management concerns are to be actioned immediately, and reported to the Premises 
Committee. 

 

Periodic detailed inspections of the premises’ safety management system will be carried out 
every year and a health and safety audit completed. These documented inspections will examine 
all areas of the safety management system and will be carried out using the Annual H&S 
Inspection Checklist. 

 

Kitchens 

 

The main kitchen area is only to be used by authorised staff in accordance with the identified 
safe working procedures. Any persons not normally authorised but wishing to enter the kitchen 
area must gain approval from the head teacher prior to entry and must strictly adhere to the 
kitchen safe working practices. 

 

Langstone Infant School has a servery kitchen area where school meals are served from daily. 

This is currently contracted to Caterlink – procured by Portsmouth City Council – contact 

Caroline Corcoran 

 
Caroline Corcoran 

Head of Sufficiency, Participation and Resources 

Children, Families and Education 

 

Portsmouth City Council 
Floor 2, Core 6  
Civic Offices 

Guildhall Square 

Portsmouth  PO1 2EA 

T:  023 9284 1352 
E: Caroline.Corcoran@portsmouthcc.gov.uk  
www.portsmouth.gov.uk 
 
 
 

All catering staff operate within the requirements of the Food Standards Act 1999 and follow 
the Food Standards Agency and Portsmouth City Council guidance as well as the 

 

Contractor arrangement for Caterlink (contact details below)  
 

Area Manager - Sharon Donovan 
 

077413 25447 
 

sdonovan@caterlinkltd.co.uk  

 

Contract Office 

 

02392 704031  
02392 704032 

mailto:Caroline.Corcoran@portsmouthcc.gov.uk
http://www.portsmouth.gov.uk/
mailto:sdonovan@caterlinkltd.co.uk


 

Martina Gibbs  

077413 25433  

mgibbs@caterlinkltd.co.uk  
 
 
 

 

For further guidance please refer to the following link 
http://intranet.hants.gov.uk/foodhygieneguide_foodstandardsagency__1_-2.pdf  

or see Appendix 4 for guidance. 
 
 

 

Legionella Management 

 

Legionella management on site is controlled by the Legionella competent person, Mr Somerville, 
who will manage all procedures regarding Legionella in accordance with Children’s Services 
Safety Guidance Procedure SGP 13-07. Records of all related training, flushing, temperature 
monitoring, cleaning and defects are to be retained for auditing purposes. 
 
 
 

The contract for this is held by Liberty Gas arranged through Portsmouth City Council SLA 
– Phil Hare (see below for contact details) 

 

Phil Hare LGCI  

Water Quality Engineer 

Catering Engineer 

Water risk Engineer 

 

Property and Housing services (maintenance) 
Third floor, Core 5 

Civic offices 

Guildhall Square 

Portsmouth 

PO1 2AL 

Tel:- 02392834658 
E-mail:- Philip.hare@portsmouthcc.gov.uk 
 
 

 

Lock Down procedures 

 

The signal for a lockdown is the loud continuous ring of a hand held school bell which is located 
within the HT office. At this signal staff should secure their classrooms by locking doors, closing 
windows and shutting blinds. Children should move away from windows and doors and hide 
as possible under tables etc. Once all is clear a member of staff will call through each door. 
Classroom telephones may also be used. 

mailto:mgibbs@caterlinkltd.co.uk
http://intranet.hants.gov.uk/foodhygieneguide_foodstandardsagency__1_-2.pdf
tel:-
mailto:Philip.hare@portsmouthcc.gov.uk


 

Lone Working 

 

All lone working is to be approved by the head teacher and is to be carried out in accordance 
with the premises lone working risk assessment and the local written procedures. 
 
 
 

 

Maintenance and use of equipment 

 

 







 



 


 

 



 

 
 

All school equipment is to be maintained to a high standard 
 
All equipment brought in from home by staff must be well-maintained and any risks 
highlighted to the children (electrical equipment must be inspected first) 
 
Where any concern exists as to the appropriateness of equipment, the Head teacher 
must be consulted before it is used. For example, mechanical equipment can cause 
injury 
 
Equipment should be used as intended by the manufacturer. Where instructions 
exist, these must be followed. 
 
Electrical equipment is tested once a year by a qualified electrician and any faults 
are reported and appropriate action is taken. 
 
Sharp equipment such as food preparation knives must be used under close supervision 
in small groups. Science and technology guidelines must be used when undertaking such 
activity. Risk assessments should always be undertaken prior to use of sharps. 
 
General equipment such as scissors, sharpeners, compasses etc can be used with classes 
providing clear verbal warnings and instructions are given prior to their use 
 

 
 

 

Moving and Handling 

 

All staff must complete the moving and handling refresher session every year without exception. 
Staff are not permitted to regularly handle or move unreasonably heavy or awkward items, 
equipment or children unless they have attended specific moving and handling training and/or 
have been provided with mechanical aids in order to work safely. 
 

Any significant moving and handling tasks are to be specifically risk assessed in order that 
training requirements and mechanical aids can be accurately determined to ensure that the task 
is carried out safely. The site maintenance co-ordinator/caretaker is expected to undertake 
regular physical work which would typically include significant moving and handling, so 
therefore he must attend a formal moving and handling course specific to the work 
requirements. 



 

 

Off-site Activities 

 

Arrangements regarding off-site activities are managed in accordance with the Outdoor 
Education Service’s procedures and guidance. The head teacher is the Educational Visits Co-
ordinator. Risk assessments for all off-site activities must be completed prior to the visit being 
agreed. 

 

Open days and community events 

 

 Sufficient staff must attend such events as to ensure any arising issue can be dealt

 with promptly and efficiently, following relevant guidelines and policies.


 Any organisation running an event on the school site is responsible for its own health 
and safety arrangements, however it is the school’s responsibility to ensure the

 organisation can meet the school health and safety requirements. 

 Open days provide greater access to the school and staff need to 

show increased vigilance during these times.
 

 

Physical Intervention 

 

Arrangements regarding physical intervention are set out in the Physical Intervention Policy. 
 

 

Playground 

 

Children using the playground must be supervised at all times, no class should be sent to the 
playground unless the teacher has checked that a member of staff is on duty. 

 

Some playground equipment and apparatus have risk assessments associated with them, and 
these should be revisited with children at least every term. 
 

 

Provision of Information 

 

The head teacher will ensure that information systems are established so that staff are 
periodically provided with information regarding safety arrangements on the premises. These 
systems are an annual whole school briefing, termly staff meetings, school messages book, and 
staff notice board. 
 

 

The Health and Safety Law poster is displayed in the staffroom, 
Hall, Nursery, Medical Room and school office. 



 

Risk Assessment 

 

General risk assessment management will be co-ordinated by the head teacher and Deputy 
Headteacher, 

 

Risk assessments must be undertaken for all areas where a significant risk is identified or a 
possibility of such risk exists, including both on and off-site activities. 

 

The trained risk assessor on site, the site maintenance co-ordinator, will oversee the correct 
completion of risk assessments as appropriate. Risk assessments will be carried out by those 
staff with the appropriate knowledge and understanding in each area of work. 

 

All risk assessments and associated control measures are to be approved by the head teacher 
or their delegated member of staff prior to implementation. 

 

Completed risk assessments are listed in the Risk Register and will be reviewed periodically and at 
last annually, in accordance with each risk assessment’s review date as listed for review. 

 

COVID Risk Assessment 
 
This will be updated termly from September 2020 as needed in response to Government 
guidelines. It will be signed off by the TRUST CEO – Sue Samson after consultation with relevant 
stakeholders. 

 
Security 

 

Arrangements regarding security are based on the premises security risk assessment and are set 
out in the on-site security policy & procedures which include emergency unlock routines. Please 
see the Site Security Policy. 

 

Smoking 

 

Smoking is not permitted on the premises. 
 

 

Stress and Wellbeing 

 

Langstone Infant School is committed to promoting high levels of health and wellbeing and 
recognises the importance of identifying & reducing workplace stressors.  
Stress management through risk assessment and appropriate consultation with staff will be 
periodically reviewed and acted upon. 
 

Staff have access to a 24/7 support service.  
Care First  - all staff have a log in and regular updates on webinars shared weekly 

Management support – 0800 11 6385 

 

On-site arrangements to monitor, consult and reduce stress situations are managed by the 
head teacher and include risk assessment, exploring patterns and signposting support. 



 

Traffic Management 

 

Arrangements regarding on-site traffic safety are based on the premises traffic risk 
assessment and any subsequent actions. The School Travel Plan encourages safe routes to 
school. 
 
 
 

 

Training 

 

Health and safety induction training will be provided and recorded for all new staff/volunteers. 

 

The head teacher is responsible for ensuring that all staff/volunteers are provided with 
adequate information, instruction and training regarding their safety at work. 
 

All staff will be provided with following as a minimum training provision: 
 

 

 Induction training regarding all the requirements of this health and safety policy
 Appropriate local training regarding risk assessments and safe working practices

 Updated training and information following any significant health and safety change

 Specific training commensurate to their own role and activities

   Periodic refresher training that will not exceed three yearly intervals


 Appropriate annual e-learning courses to meet PCC mandatory corporate 
training requirements

 
 

 

Training records are held by the head teacher who is responsible for co-ordinating all health 
and safety training requirements, maintaining the health and safety training plan, and 
managing the planning of refresher training for all staff. 
 

 

Violent Incidents 
 
 

 

Violent, aggressive, threatening or intimidating behaviour towards staff, whether verbal, 
written, electronic or physical, will not be tolerated at Langstone Infant School. 

 

Staff must report all such violent and aggressive incidents to ensure that there is an awareness 
of potential issues and/or injuries, and so as to enable incidents to be appropriately investigated 
so that reasonable actions may be taken to support those involved and reduce the risk of similar 
incidents occurring in the future. 
 

 

Violent incident reporting is completely confidential. Violent and aggressive incidents are to 
be reported using the incident reporting system. 



Visitors 

 

All visitors must initially report to the main reception where they will be provided with the key 
health, safety and fire safety information to enable them to act appropriately and safely in the 
event of an incident. 
 
 

 

Visitors to the premises will be provided with a visitors badge, sign the visitors book, and receive a 
safety information booklet. Visitors who are known to the school and have completed a DBS check 
will be issued with a green lanyard, all others will be issued with a red lanyard. 
 

Vulnerable Persons 
 
 

 

Where there are vulnerable persons (young, pregnant, those with a disability, those with 
temporary or permanent medical conditions etc) working or visiting the premises, a risk 
assessment will be completed and appropriate procedures implemented to ensure their health, 
safety and welfare whilst on site. 
 

 

Work at Height 

 

Work at height is always to be undertaken in accordance with PCC guidance. At Langstone Infant 
School general work at height will be undertaken in accordance with the on-site generic risk 
assessment for work at height which identifies general requirements and safe working practices. 

 

Specific or higher risk tasks will be carried out in accordance with a specific risk assessment for 
that task. 

 

The competent person for work at height on the premises who has attended the Caretaker 
Support Service Ladder and Stepladder Safety half-day course is Mr Somerville and Miss Page and 
they are authorised to: 
 

 Use steps, stepladders and leaning ladders in accordance with their training
   Provide stepladder and steps training to staff   

 
 

 Carry out periodic inspections of all on-site ladders, stepladders and podium steps  

 

 Provide step stool instructional training briefs to staff   

 

 Remove access equipment from use if defective or considered inappropriate for use


The competent person for work at height and all other staff are not permitted to use any other 
access equipment for work at height without specific training. This includes the use of scaffolding, 
mobile towers and mobile elevated work platforms. 
 
 
 

 

Work at height on the premises is only permitted to take place under the following conditions: 



 

 Any work to be carried out at height must be underpinned by a risk assessment

 



 Access equipment selected for work at height must be as per the risk assessment


 Any staff working at height must be appropriately trained to use the access equipment


 Staff are not to improvise or use alternative access methods of their own choice


 Use of any furniture, including tables and chairs, is forbidden for any work at height


 Staff may only use step stools if they have received a local instructional training brief

 


 Staff may only use stepladders if they have received training from the ladder 
and stepladder competent person

 



 Staff may only use leaning ladders if they have personally attended the Caretaker 
Support Service Ladder & Stepladder Safety half-day course within every three years

 



 Any safety concerns about a work at height task must be raised prior to work starting

 


 Access equipment used on site such as ladders and stepladders must only be that 
provided and are never to be lent to, or borrowed from third parties or contractors

 



Contractors working at height are to be appropriately supervised and must only use their 

own access equipment 
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