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POLICY NAME HEALTH AND SAFETY 

POLICY REF: QEHSP08 

EFFECTIVE DATE: NOVEMBER 2025 

 
 

1. ORGANISATION AND GENERAL RESPONSIBILITIES 
 

Health and Safety is everybody’s responsibility. 
 

1.1 Board of Governors 
 
The Board of Governors is responsible for ensuring that: 
 

• A Health and Safety policy is prepared 

• Staff functions are set 
  

1.2 Headteacher 
 
The Headteacher is responsible to the Board of Governors for ensuring that: 
 

• Staff are aware of what is expected of them 

• Staff are competent to meet these expectations 

• Health & Safety requirements are being met  
 

1.3 People and Premises Manager  
 
The People and Premises Manager has been appointed as the School's Health and Safety Officer and is responsible 
for ensuring that: 
 

• Health and Safety legislation, policies and procedures are in place and adhered to 

• The People and Premises Manager oversees the day-to-day management of Health and Safety across 
the site 

• Health and Safety arrangements and control measures are recorded in the Health and Safety Policy 

• The results of Health and Safety monitoring are reported to the Board of Governors along with details 
of any major injuries to staff or students 

• Any problems in achieving the intentions of the school's general statement of Health and Safety Policy 
are reported to the Board of Governors 

• The day-to-day management of Health & Safety within the school is fulfilled 

• Hazards are identified and that the significant risks are assessed 

• Arrangements are made and implemented to control the significant risks and comply with the relevant 
Health and Safety legislation 

• These arrangements are monitored to ensure they are working.  

• Staff are capable of dealing with the Health and Safety requirements of their work 

• Staff are provided with training where required 

• Any problems in achieving the intentions of the school's general statement of health and safety policy 
are reported to the People and Premises Manager.  

• Specialist help and assistance is obtained where necessary following discussions with the People and 
Premises Manager.  

 
 
 
 
 



 
 

QEHSP08-Health and Safety   Page 2 of 14 

 

Queen Elizabeth’s High School   
 

1.4 Staff 
 

All staff are responsible to the Headteacher for: 
 

• Taking responsible care for their own health and safety and that of others who may be affected by 
their acts or omissions 

• Co-operating with the management of the school to implement the requirements of health and safety 
legislation and the school's Health and Safety Policy 

• Using all equipment and substances in accordance with training and instructions received and 
following the systems of work and procedures laid down in the school's Health and Safety Policy. 

• Not misusing anything provided in the interests of health and safety 

• Reporting to the Headteacher or the Health and Safety Leads any health and safety matter they 
cannot deal with themselves or any perceived shortcoming in the health and safety arrangements 

  
1.5 Students 

 
Students are expected to exercise personal responsibility for the safety of themselves and others and follow the 
safety rules of the school.  Further information about the expectations of students can be seen in the school rules 
(Health & Safety) provided in the student planners. 

 

2. ARRANGEMENTS 
 
Please see Appendix 1 (Health and Safety Arrangements Table) for information as to where the school's systems 
and procedures for controlling the risks and complying with Health and Safety Legislation are recorded.   

 
2.1 General Hazards 
 

Workplace accommodation standards are regulated by the Workplace (Health, Safety and Welfare) Regulations 
1992.  It is the policy of the school to comply with the standards of cleanliness; overcrowding, temperature, 
ventilation and lighting as detailed in these regulations and Approved Code of Practice.  In particular staff shall 
ensure that areas are not overcrowded and that furniture and equipment is arranged to allow unobstructed 
access and egress to all areas. 

 

Step stools, step ladders and ladders can be provided where necessary to reach above head height.  The 
Premises Team are to inspect these routinely and ensure any issues or defects are addressed before allowing 
use of the equipment.  Staff will be instructed on the safe use of equipment by the Premises staff at the time 
of issuing the equipment. Where it is deemed unsafe or too great a risk for the member of staff to undertake 
this working at height, the Premises Team, who have been trained in working at heights, will do this. Staff are 
not to use chairs, boxes, tables, desks or similar items for standing on and are not to climb up the face of 
cupboards or storage racks. 

 

In general, heavy items should be stored at a low level to reduce the risk of injury from falling and handling. 
Filing cabinet drawers shall not be overloaded and staff must not open more than one drawer at once as this 
presents a toppling hazard.  Desk and cabinet drawers are to be closed immediately after use and not left open. 

 

Damaged or defective furniture and equipment is to be reported by email to the Premises Team at 
siteteam@qehs.lincs.sch.uk.  Also any sharp edges which may cause injury and/or damage to clothing must be 
reported. 
 
 

Running is not permitted within the school buildings other than in designated areas such as the Sports Hall. 
Staff and students should pay attention when moving around the site and not, for example, walk whilst reading.  
 
Care is necessary when using doors, particularly those without viewing panels.  Doors must not be opened 
without regard for someone coming from the opposite direction. 
 
 
 

mailto:siteteam@qehs.lincs.sch.uk
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A high standard of housekeeping is expected to reduce the risk of accidents.  Furniture and equipment shall be 
tidy and not allowed to pile up so as to cause a toppling hazard.  Unwanted items are to be cleared out and not 
allowed to accumulate in such ways as to congest the working areas.  Students’ bags are not to be left in 
walkways or areas where they create tripping hazards. Signage is in place around the site to advise this. 
 

Specific attention is to be given to avoid slipping and tripping hazards such as trailing cables, damaged floor 
coverings, and slippery floor surfaces.  Staff are expected to rectify these situations where possible or report 
them to a member of the Premises Team.  Warning cones should be placed to indicate e.g. wet floors. 
 

2.2 Site Security 
 

Safeguarding is everybody’s responsibility and we recognise the need to manage all those on site. We have a 
duty under the Fire Regulatory Reform Act 2005 and the Health & Safety at Work Act 1974 to ensure, as far as 
reasonably practicable, measures are in place to safeguard the safety of all employees.   

 

• All visitors to the school must report to reception to be given lanyards, which should then be 
displayed at all times. A red lanyard indicates no DBS has been shown and the individual should be 
accompanied at all times. A green lanyard indicates the visitor has DBS clearance and need not be 
escorted. 

 

• Staff have black “Staff” lanyards and Sixth Form have grey “Sixth Form” lanyards. Governors have 
blue lanyards. 

 

• All staff are to question strangers on site not wearing a lanyard and/or QEHS high-visibility vest. 
 

• The Leadership Team, Premises Team and office staff are in contact with each other throughout 
the day via radios.  These radios are available for midday supervisors and duty staff at lunchtimes 
to call for help, if needed. 

 

• Contractors are required to wear a high visibility vest, provided by the school (red if no DBS has 
been provided and green if one has and the contractor need not be escorted). 

 

• The school is alarmed and valuable equipment and documents should be locked up at night.  
Computer equipment is marked with security fluid.  

 

• All student property should be named. 
 

• All staff are aware of the importance of the electronic visitor management system for roll call 
requirements.  All staff are required to: 

 

o Use their ID fob card to register their presence on the school site. 
o Use their ID fob card to register them leaving the school site (this includes lunch breaks 

etc. if leaving the site). Weekly checks are made and any staff not complying are contacted. 
The matter is escalated after repeated non-compliance. 

 

• We have a CCTV system which gives good coverage of the front of the school and environs of the 
buildings.  The new system meets the required specification for the police to be able use footage 
as evidence.  Please see the CCTV policy. 

 
2.3 Fire Procedures 

 
Fire prevention is everyone's responsibility.  In particular, attention should be paid to checking an individual’s 
work space before leaving at night to ensure nothing has been left which could lead to a fire developing whilst 
the premises are unoccupied.  All electrical equipment that needs to be left on, such as computers and 
photocopiers, should be kept clear of combustible material in case of a fault developing when unattended. 
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Combustible rubbish is to be regularly disposed of and flammable liquids are to be stored properly in order to 
reduce the risk of fire. 
 

The school has an up to date Fire Risk Assessment which is checked by a third party and the school shall act on 
the recommendations.  The People and Premises Manager is required to participate actively with the Local Fire 
Authority during these inspections and ensure that any necessary remedial work is carried out. 
 

Evacuation procedures have been devised and notices are posted throughout the premises. 
 

The People and Premises Manager is responsible for: 

• Organising evacuation practices three times a school year and for completing the record sheet 

• The oversight of testing the fire alarms on a weekly basis and for completing the record sheet 

• The oversight of testing the emergency lights every month and for completing the record sheet 
 

Portable fire-fighting equipment shall be serviced once a year by a third party. 
 

2.4 First Aid 
 
First aid kits are stocked as recommended in the Approved Code of Practice to the Health and Safety (First Aid) 
Regulations 1981 and are kept in key locations across the site. 
 

The Office and Admissions Manager is responsible for ensuring that the contents of the first aid boxes are 
replaced as necessary. 
 

Numerous staff, both teaching and support, are trained in emergency first aid (1 day course). 
 

A number of staff are trained and certificated as first aiders (some having completed the 3 day course and some 
the 1 day course).  A list of first aiders is maintained within the Staff Handbook. Each first aider is allocated a 
day of the week to support first aid, or a specific role within school. 
 

First Aid training is repeated every three years, or as necessary. 
 
First aid kits are to be taken on school trips and the nominated first aider is responsible for the first aid kit and 
for taking charge of the situation i.e. calling assistance if a serious injury or illness occurs. 

 

2.5 Injury Reporting 
 
Injuries to both students and staff which are presented as requiring first aid are recorded on CPOMS by the 
person administering first aid. An incident Google form must also be completed by the member of staff 
supervising at the time of the incident, in addition to any witnesses. 
 
The Office and Admissions Manager is responsible for ensuring that more serious injuries are brought to the 
attention of the People and Premises Manager so an investigation can be carried out. The Office and Admissions 
Manager ensures that the statutory reporting procedures for injuries/incidents that fall under RIDDOR and the 
LA requirements (previously known as PO3) are carried out. 
 
Only a small proportion of accidents result in harm to people and the severity of injury is therefore a poor 
indicator of risk.  Consequently, it is important to consider the potential rather than the actual outcome and to 
always report minor injuries and "near misses" as well as major incidents where appropriate.  Near misses must 
be reported via the appropriate Google Form and a log is maintained which can be accessed by the People and 
Premises Manager. 
 

2.6 Work Equipment 
 
All work equipment i.e. machine tools, portable hand and power tools, ladders, computers, heaters, boilers etc. 
provided by the school is: - 
 

• Selected to ensure that it is suitable for the task 
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• Maintained in efficient working order – the Premises Team have a maintenance schedule for 
checking such items. 

 

In particular, dangerous parts of machinery will be provided with guards and staff are responsible for ensuring 
that these are present, serviceable and in position at all times when the machinery is operating. 
 

Staff shall not attempt repairs or make modifications to machinery other than those associated with daily 
operations.  Any defects or malfunctions are to be reported to their line manager or the People and Premises 
Manager. 
 

2.7 Electrical Hazards 
 
Electrical systems and equipment are subject to the current Electricity at Work Regulations.  The People and 
Premises Manager is responsible for ensuring that the fixed electrical installation is inspected and tested every 
five years.  The People and Premises Manager is responsible for ensuring that any alterations or extensions to 
the installation are carried out by competent electrical contractors. 
 
Staff are alerted to the dangers of defective wiring and equipment and of the need to report any defects found 
or suspected to the People and Premises Manager. 
 
All staff bringing electrical items into school for use are to notify the Site Team to ensure they are logged and 
tested appropriately. 
 
Inspection and tests of this equipment are carried out in accordance with current guidance to identify the faults 
that require maintenance to prevent danger - Portable Appliance Testing (PAT). 
 

• The People and Premises Manager and ICT Systems Manager are responsible for organising this work and 
keeping the appropriate records 

• These inspections and tests are carried out in-house by staff 
 

The in-house staff are competent, have undertaken training, have been provided with the necessary apparatus 
and are responsible for carrying out this work in school. 
 
The in-house staff are competent to fit plugs and are responsible for carrying out this work in the school.  All 
plugs used shall be to BS1363 with semi-insulated pins. 
 
Where portable electric equipment is used outdoors a Residual Current Device (RCD) shall be used to reduce 
the risk of a serious electric shock.  Staff are instructed to use RCD adaptors if one is not fitted into the fixed 
wiring and to cease using any equipment which causes the RCD to trip.   
 
All equipment will be tested in line with HSE guidelines. 
 

2.8 Substances Hazardous to Health 

 

It is the policy of the school only to keep and use hazardous substances where non-hazardous substitutes are 
not capable of producing the required results. 
 
Hazardous substances are used in the Science, Art, Technology, caretaking and catering areas. 
 
Within their area of responsibility each Head of Faculty/Head of Department is responsible for ensuring 
compliance with The Control of Substances Hazardous to Health Regulations 1988 (COSHH) i.e.:- 

 

• Identifying hazardous substances 

• Assessing the risks to health 

• Devising and implementing adequate control measures and communicating these to the persons 
involved before use 



 
 

QEHSP08-Health and Safety   Page 6 of 14 

 

Queen Elizabeth’s High School   

 

• Recording sufficient information to justify the conclusion that the risks to health are adequately 
controlled 

 
2.9 Manual Handling 

 
Significant manual handling operations are required as part of the caretaking duties and these are detailed in 
Section 2.15. 
 
Manual Handling operations are required to some extent in most of the school's activities and it is not 
reasonably practicable to avoid them.  These do not generally involve significant risks and are within the 
capabilities of all staff.  Specific assessments of these operations are not necessary under the Manual Handling 
Regulations 1992.  The measures detailed below are considered adequate to reduce the risks of injury to the 
lowest reasonably practicable. 
 
Where manual handling forms a significant part of a member of staff’s daily workload they must undergo 
annual manual handling training. 
 
Staff shall not attempt to lift or move anything they consider to be too heavy or awkward for them.  If help is 
not at hand, the matter should be reported to a member of the Premises Team. 
 
Staff shall use the trolleys and barrows provided for the movement of televisions, projectors, and boxes of 
books and paper etc. 
 
When lifting boxes, parcels etc. the back must be kept straight and lifting carried out using the leg muscles.  
Lifting from the waist with the legs straight puts strain on the back muscles and spine and may lead to injury. 
 
Special care is to be exercised where students are involved with the moving of objects e.g. trampolines or 
pianos.  Staff are required to assess these operations and only allow students to be involved where they will 
not struggle and adequate precautions are taken to prevent injury. 
 

2.10 Display Screen Equipment 
 

The Health and Safety (Display Screen Equipment) Regulations 1992 apply where staff use display screen 
equipment for a significant part of their normal work. 
 

• Where staff do not meet the criteria in the health and safety manual for them to be defined as "users" 
under the regulations, suitable equipment has been provided to ensure the general health and safety 
of staff when working with screen equipment but the specific requirements of the Regulations do not 
apply 
 

• Where staff do meet the criteria in the Health and Safety Manual to be defined as "users”, the HR 
department are responsible for arranging the following to comply with Regulations: - 

 

o Health and safety training for "users" 
o Assessment of workstations 
o Planning work to include breaks and changes of activity 
o Eye tests and the provision of special spectacles where these are required for display screen 

equipment work 
 

2.11 Contractors 
 

Contractors carrying out work in the school and grounds are required to report to the School Office on arrival 
(before work starts) and departure.  They shall be provided with a high visibility vest to help identification 
around the school site. 
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The Health and Safety standards expected from contractors working on County Council premises are detailed 
in booklet PO62. The People and Premises Manager is responsible for agreeing a system of work with the 
contractors. Contractors will receive a QEHS Contractor Handbook via email upon agreement of works.   
 
All Contractors must sign the Asbestos Management Plan before commencing work. 
 
Contractors shall provide copies of risk assessments and method statements before work is carried out. 
 
The People and Premises Manager should ensure standards and agreed protective measures are in place and 
monitoring progress of work.  
 

2.12 Health and Safety Committee 
 

A Health and Safety Committee is being created involving the People and Premises Manager, are responsible 
for general health and safety across the site, along with key members of staff to ensure site-wide compliance 
and review of procedures. Risk assessments and training records will be reviewed as well as providing a forum 
for discussing any new hazards which have been identified and monitoring of control measures. The Committee 
will be consulted during the preparation and review of the health and safety policy to enable effective co-
operation with the promotion and development of health and safety arrangements.  

 
2.13 Induction Procedures 
 

The capabilities of all new staff (including supply teachers and agency staff) as regards their own health and safety 
and that of students in their care will be discussed and taken into account prior to commencement of employment.  
Adequate information and training will be given to ensure that they are aware of the school's health and safety 
arrangements, particularly: - 
 

• Evacuation procedures 

• First aid, injury and incident reporting arrangements 

• Any other relevant emergency procedures such as electricity and gas isolation points 
 

2.14 Vehicles 
 

The following arrangements will be implemented at the school: 
 

• Cars are not permitted through the main exit gate when children dismount from and wait for buses 

• All vehicle exit gates are locked at the end of a school day until 15:45 to minimise risk to 
students/pedestrians. 

• Separate entrances are provided for pedestrians and vehicles 

• Speed limit of 5 mph is in place 

• Speed reduction bumps have been installed at strategic points 

• Lorries and vans are only permitted to reverse on school premises if they are guided by a person stationed 
at the rear of the vehicle 

• Delivery and contractors’ vehicles are prevented from entering the premises at school starting and 
leaving time and during periods when students are moving around the school 

• School bus discharge and pick up arrangements have been planned to avoid students having to cross 
the road and the need of reversing whilst students are around 

 
2.15 The Premises Team  
 

The Premises Team are responsible for: - 
 

• The maintenance of floor surfaces to ensure that there are no tripping hazards or slippery surfaces 

• Checking the site and grounds each morning and raising any safety concerns, such as frozen/slippery 
surfaces, to the leadership team 
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• Salting/gritting as necessary and maintain records of this where required  

• Erecting warning notices on any floors that become slippery from cleaning operations, leaks or spills 
etc. 

• The maintenance of fixtures and fittings, i.e. replacing light bulbs, tubes and broken door handles etc. 

• Keeping storage areas tidy and ensuring that any highly flammable liquids e.g. petrol is stored in safe 
areas 

• Keeping the boiler house and plant rooms clean, tidy and free from accumulations of combustible 
materials and flammable liquids 

• Ensuring that boiler house ventilators are kept free of obstruction 

• Operating the boilers and plant in accordance with the manufacturer's advice and for ensuring the 
relevant instruction notices are posted 

• Isolating the electricity supply before changing light bulbs or tubes or carrying out any maintenance 
or repairs on equipment 

• Putting warning notices on isolated switches and equipment 

• Wearing appropriate personal protective equipment e.g. PVC gloves when handling cleaning 
substances and fuel oil, safety shoes when moving heavy items, respirators when involved in dusty 
work, eye protection when hammering, chiselling or drilling etc. 

• Storing all cleaning substances in accordance with the manufacturers advice and in a locked area at all 
times when not in use 

• Disposing of any obsolete cleaning materials in accordance with the manufacturer's advice 

• Using the cleaning substances in accordance with the manufacturer's advice and where there are 
significant risks to health, following the control measures detailed in the COSHH assessments 

• Only using standard cleaning substances and using these in accordance with the instructions and 
training provided.  (In these situations the COSHH assessments carried out centrally can be adopted 
and it can be concluded that the risks to health are adequately controlled) 

• The routine inspection of access equipment such as ladders, stepladders, tower scaffold etc. 

• Ensuring that all access equipment is suitable for the work involved and is used in accordance with the 
manufacturer's advice 

• Obtaining assistance to foot ladders and steady steps when climbing more than eight rungs high; 

• Cleaning any shower heads and running hot and cold water services as detailed in the Health and 
Safety manual prior to the school re-opening after more than 5 days' closure 

• Carry out risk assessments on any task in which they are involved and advising others on risk    assessment, 
when asked 

 
Manual Handling Operations 
 
The following operations have been assessed and along with the manual handling training that has been provided 
are considered to be adequate to reduce the risks to the lowest extent reasonably practicable. 
 
Chair and Table Moving 
 
Measures to reduce the risk of injury: - 

• Using correct lifting techniques 

• Carrying no more than 3 chairs at a time 

• Using special trolley for moving stacks of chairs 

• Carrying no more than 1 table at a time (single tables) 

• Obtaining assistance where the timescale involved could lead to over-exertion 
 

Miscellaneous Packages and Items 
 
Measures to reduce the risk of injury: 

• Using correct lifting techniques 

• Using the trolleys and barrows provided 
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• Obtaining assistance where the weight/size of load is beyond individual capacity 
 

Furniture, Lockers, Display Boards etc. 
 
Measures to reduce the risk of injury: 

• Using correct lifting techniques 

• Using the trolleys and barrows provided 

• Obtaining assistance in proportion to the weight, size and distances involved 

• Wearing protective equipment such as gloves and safety footwear 
 

2.16 Science and Laboratory Work 
 

Staff are expected to carry out a risk assessment for all activities in Science lessons that pose risks over and 
above those associated with a student’s everyday life.  Further information on Health and Safety in Science can 
be found in the Google Drive - Shared drives > Science > Health and Safety. It is the responsibility of the Heads 
of Departments to ensure all Science staff are aware of this and that it is kept up to date. All staff must follow 
the guidance from CLEAPSS on supporting practical science. 

 
2.17 Design and Technology 
 

Staff are expected to carry out a risk assessment for all activities in Design & Technology lessons that pose risks 
over and above those associated with a student’s everyday life.  Further information on Health and Safety in 
Design and Technology can be found in the Design and Technology department and on the departmental w:/drive.  
It is the responsibility of the Head of Technology to ensure all staff are aware of this and that it is kept up to date. 
 
It is the policy of the school to follow the advice and guidance detailed in the following publications. 
 

• BS 4163 Code of Practice for Health and Safety in Workshops of Schools and Similar Establishment 

• Risk Assessments for Technology in Secondary Schools (CLEAPSS Publications 
 

In particular the following measures have been implemented: - 
 

• Guarding of dangerous parts of machinery 

• Restricting the use of machinery to appropriately trained staff and students  

• The provision and use of suitable protective equipment where the risks cannot be adequately 
controlled at source i.e. eye protection, face shields, gloves and aprons etc. 

• Machinery producing hazardous noise levels have been identified and information and suitable 
hearing protection has been provided 

• Emergency stops fitted to all fixed machine tools 

• A central isolation point has been provided for the electricity supplies to all fixed machine tools 

• Health and safety information and instructions incorporated into the normal teaching process 

• Close supervision of students’ behaviour 

• Routine cleaning, tidying and the disposal of unwanted items 

• Routine maintenance and inspection of all hand and power tools 

• The provision of RCD protection for all sockets 
 

The Technology Technician is responsible for: - 
 

• Checking the presence and condition of machinery guards before use 

• Isolating all fixed machine tools when not in use 

• Checking the operation of all emergency stops on a half-termly basis 

• Checking the operation of the electrical isolation point on a half termly basis 

• Checking the operation of RCD sockets on a half termly basis 

• Keeping appropriate records 
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2.18 Physical Education 
 

Staff are expected to carry out a risk assessment for all activities in P.E. lessons that pose risks over and above 
those associated with a student’s everyday life.  Further information on Health and Safety in P.E can be found in 
the P.E. department handbook.  It is the responsibility of the Head of P.E. to ensure all staff are aware of this and 
that it is kept up to date. 
 

It is the policy of the school to follow the advice and guidance from the relative national governing body of the 
activities carried out and to allow only suitably qualified staff to be involved.  The advice and guidance detailed in 
the following publications is followed. 
 

• Safe practices in Physical Education (DCSF Publication) 

• Safe Practice in Physical Education (BAALPE Publication) 

• Safety in Swimming Pools (Sports Council Publication) 
 

In particular the following measures have been implemented. 
 

• Fixed and portable exercise equipment is inspected on an annual basis in order to identify and rectify 
any faults which could lead to danger 

• Secure storage for hazardous equipment such as javelins, shots and discus 

• Instruction and close supervision of students (student to teacher ratios are in accordance with DfE 
advice) to ensure that the correct procedures are followed 
 

2.19 Catering 
 

The school is registered with the District Council Environmental Health Department and is regularly visited by Food 
Hygiene Inspectors.  All recommendations and advice given by these inspectors will be implemented in order to 
ensure adequate food hygiene standards.  All food handlers will be trained in basic food hygiene procedures. 
 
It is the policy of the School to ensure that contracted caterers follow the guidance on kitchen safety detailed in 
the HSE publication HS(G)55 - Health and Safety in Kitchens and Food Preparation Areas.  The Chef Manager is 
responsible for ensuring the relevant standards are communicated and maintained. 

 
2.20 Food and Nutrition Technology 
 

Staff are expected to carry out a risk assessment for all activities in Food Technology lessons that pose risks over 
and above those associated with a student’s everyday life.  Further information on Health and Safety in Food 
Technology can be found in the Food Technology department handbook.  It is the responsibility of the Head of 
Food Technology to ensure all staff are aware of this and that it is kept up to date. 
 
The general arrangements for the Food Room areas are as follows: - 

 

• Unsupervised access to the Food Room areas is prevented 

• Knives are kept locked away at all times except when in use 

• Health and safety briefing sessions are incorporated with the normal teaching process 

• Close supervision is exercised over student’s behaviour 

• Cookers are routinely inspected and maintained in order to identify faults that could lead to danger 

• Electrical equipment is routinely inspected, PAT tested and maintained to prevent danger 

• Hazardous cleaning substances are kept locked away and are only used in accordance with the 
manufacturer's advice and the instructions specified in the COSHH assessment 

• Implementing any recommendations made by Food Hygiene Inspectors and following the 
precautions covered in the Institution of Environmental Health Officers' Basic Food Hygiene course 
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2.21 Educational Visits 
 

Visit Leaders should ensure that any providers have adequate emergency support procedures in place. Any 
providers used should either hold the Learning Outside the Classroom Quality Badge, which ensures that these 
procedures are in place or complete a Provider Form which should be uploaded to Evolve. The EVC should ensure 
that this verification of providers is in place. 
 

The general arrangements for school outings are as follows; 
 

• Parents/guardians blanket consent will be obtained for all school educational visits  

• This consent will be turned into informed consent via a letter sent to all parents prior to the trip 

• Parents/guardians have the right to withdraw their child from any educational visit 

• Parents/guardians will be asked for specific consent for any high risk or residential visits through 
Evolve 

• Staff are responsible for carrying out risk assessments for each discreet activity on a trip and for 
identifying any hazards associated with the visit and for implementing adequate measures to 
control the risks arising from them 

• A sufficient number of suitably qualified staff and adults will be present on all school outings to 
ensure adequate control and supervision of students (in accordance with Department for 
Education Guidelines) 

• First aid material will be taken and at least one adult trained in emergency first aid will be present 
on all school outings where appropriate.  This may include staff at the venue for a trip. Further 
information can be seen in the Trips and Visits documentation in the staff handbook and on the 
school network.  This should be referred to by all staff organising trips 

• All educational visits are logged on the Evolve portal along with the relevant risk assessments and 
documentation 

• All local area trips follow risk assessments outlined in standard operating procedures that can be 
viewed in the staff handbook 

• All high risk or overseas visits require LA approval via the Evolve portal 
 

2.22 Monitoring and Review 
 

The People and People and Premises Manager and the Chair of the Resources Committee will monitor the Health 
and Safety arrangements in the school by:   
 

• Reviewing the accident book entries and injury report forms 

• Reviewing the report from any health and safety inspection carried out on behalf of the Director 
of Children’s Services 

• Ensuring that the People and Premises Manager and the Chair of the Resources Committee carry 
out an annual inspection of the premises 

 
The Health and Safety policy will be reviewed annually and amended as necessary to take into account the findings 
from monitoring and any new developments in Health and Safety. 
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 APPENDIX 1   
 

 
Health and Safety Arrangements Table 

 
Item no Arrangements Responsibility 

2.1 
2.2 
2.3 
2.4 
2.5 
2.6 
2.7 
2.8 
2.9 

2.10 
2.11 
2.12 
2.13 
2.14 
2.15 
2.16 
2.17 
2.18 
2.19 
2.20 
2.21 
2.22 

General Hazards 
Site Security    
Fire Procedures  
First Aid 
Injury Reporting 
Work Equipment 
Electrical Hazards 
Substances Hazardous to Health 
Manual Handling 
Display Screen Equipment 
Contractors 
Health and Safety Committee 
Induction Procedures 
Vehicles 
The Site Team 
Science and Laboratory Work 
Design and Technology 
Physical Education 
Catering 
Food and Nutrition Technology 
Educational visits 
Monitoring and Review 

All 
People and Premises Manager 
People and Premises Manager 
Office and Admissions Manager  
Office and Admissions Manager  
People and Premises Manager 
People and Premises Manager 
Premises Team & Science technicians 
People and Premises Manager  
Office and Admissions Manager  
People and Premises Manager 
Health & Safety Committee 
HR Officer 
People and Premises Manager 
People and Premises Manager 
Technicians/Head of Faculty 
Technicians/Head of Faculty 
Head of Faculty 
Innovate/Impact Food Group 
Technician/Head of Faculty 
EVC/HoLoC 
People and Premises Manager 
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APPENDIX 2 – SMOKE FREE 
Introduction 
 
New regulations brought a smoking ban into force in England at 6am on 1 July 2007. Almost all enclosed and 
substantially enclosed public places and workplaces are included, as are public transport and most work vehicles and 
company cars. Following the introduction of new regulations in 2015, it is now also against the law to smoke in a private 
vehicle when children are present. The Health and Safety at work Act 1974 also places a duty on employers to provide 
a working environment that is ‘safe, without risks to health, and adequate as regards facilities and arrangements for 
their welfare at work’.  
 
Second hand smoking, breathing in other people’s tobacco smoke, has been shown to cause cancers, heart and 
respiratory disease in non-smokers. It has a negative effect on those people who suffer from conditions such as asthma. 
There is considerable evidence regarding the impact of smoking behaviours on children.  
 
As smoking is the single most preventable cause of premature death and ill health in our society, as a school, we believe 
it is our responsibility to promote a no smoking or vaping policy and to give everyone the right to breathe clean air and 
to avoid the dangers of second hand smoke. Children need to receive consistent messages and require non-
smoking/vaping role models if they are to recognise no smoking or vaping as the norm.  
 
QEHS aims to provide a safe working and learning environment for both students and staff and to this end, the school 
supports a no smoking or vaping policy which reinforces the messages within the health initiatives in the wider 
community.  
 
This policy applies to all staff, contractors and visitors. This policy applies to anything that can be smoked, including 
cigarettes, cigars and herbal cigarettes, and it also applies to electronic cigarettes (also known as e-cigarettes). 
 
Aims of the Policy 
 
The policy seeks to:  

• Provide a no smoking or vaping environment both within the school building and grounds that protects the 
health of the whole school community and visitors to our schools.  

• To promote a healthy lifestyle by providing excellent role models for all children and adults within the school.  

• Equip children with the social skills that enable them to resist the pressure to smoke, either from their peer 
group, or from society in general.  

• To set the example of a health promoting smoke-free environment to all of our schools and wider community 
in line with government guidance and local priorities to reduce the prevalence of smoking or vaping and the 
associated risks.  

• Guarantee the right of non-smokers to breath in air that is free from tobacco smoke.  

• Raise awareness of the dangers associated with exposure to tobacco smoke.  

• Take into account the needs of those who smoke and to support those who wish to stop.  
 

 
This policy has due regard to legislation, including, but not limited to, the following:  

• Health and Safety at Work etc. Act 1974  

• Health Act 2006  

• Children and Young Persons (Protection from Tobacco) Act 1991  

• Nicotine Inhaling Products (Age of Sale and Proxy Purchasing) Regulations 2015  

• Equality Act 2010  
 
This policy also has due regard to guidance including, but not limited to, the following:  

• Public Health England (2016) ‘Use of e-cigarettes in public places and workplaces’  
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Organisation  
 
Students will learn about smoking or vaping and the effects it has on a person's physical health and mental wellbeing 
within the planned PSHE curriculum from Years 7-11, then as part of the Personal Development curriculum within Sixth 
Form.  
 
The Smoke-Free Environment  
 
The following statements apply to all staff, students and visitors to the school e.g. parents/guardians, visiting suppliers, 
temporary staff, contractors and governors.  

• Smoking or vaping is not permitted in any part of the school site at any time. This includes all school buildings 
and the outside areas of the school including playgrounds, sports field or car parks.  

• Smoking or vaping by anyone on a school visit or trip is not permitted.  

• The relevant signage is displayed around school.  

• Smoking is not permitted in company vehicles or any vehicles being used on school business. 
 

Staff members are expected to inform visitors of the no smoking or vaping policy. However, they are not expected to 
enter into any confrontation which may put their personal safety at risk. 
 
Support for smokers  
 
For those who smoke, information about NHS Stop Smoking Services and local support are available. 
 
Lincolnshire County Health Services NHS Trust 
Welton House, Lime Kiln Way, Lincoln LN2 4WH 
Tel: 01522 574200 Fax: 01522 574201 Email: Stephanie.healthcote@lincs-chs.nhs.uk 
 
NHS Smoking Helpline 
Tel: 0800 1690169 
 
ASH- Action on Smoking and Health 
102 Clifton Street, London, EC24 4HW 
Tel: 02077 395902 Email: Enquiries@ash.org.uk Website: http://www.ash.org.uk 
 
National Institute for Health and Clinical Excellence 
Web: http://www.nice.org.uk 
 
Disciplinary action  
 
The day to day implementation of this policy is the responsibility of the whole school community and everybody has a 
duty to respond to breaches of the policy. Any persons who smoke on the premises will be asked to extinguish the 
offending item and/or leave the premises.  
 
If any members of staff wish to smoke, they must leave the school site. Staff who breach the no-smoking or vaping 
policy will be advised that this could result in disciplinary action.  
 
Breaches of this policy by students will result in a sanction (R4i – Room for Improvement) and the involvement of their 
parents/guardians.  
 

Approved by: Governing Board (Resources Committee) 

Date: November 2025 

Responsible Person: TJK 

Review frequency: Annually 
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