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The Trustees of The Oxford Diocesan School’s Trust (ODST) recognise their responsibilities under the Health and Safety at Work Act 1974 (HSWA) to ensure that arrangements are in place to secure, so far as is reasonably practicable, the health, safety and welfare of students, staff and others using or visiting the premises, or participating in academy sponsored activities. 
 
The Trustees and Central Team actively work with the Headteachers and staff to identify hazards and where these cannot be removed, ensure that they are adequately controlled. 
· To establish and maintain a safe and healthy environment throughout the Trust 
· To establish and maintain safe working procedures among staff and students 
· To provide a clear policy and guidelines to enable health and safety issues to be tackled effectively 
 
 
[bookmark: _Toc141177129]

Training  

All new employees will undertake an induction programme that informs them of their responsibilities in relation to health and safety in the academy. 
As part of the induction, staff will be instructed in fire safety, site safety practices and procedures, and first aid procedures. This induction will be, when possible, carried out during the first week of a new starter’s employment. 
 

[bookmark: _Toc141177130]Provision, Inspection and Maintenance of Work Areas and Equipment 

Workplaces and equipment will be suitable for the purpose and, as far as is reasonably practical, free from risks of injury. 
Where the safety of workplaces and equipment is dependent on proactive inspection and maintenance, a programme will be established for a competent person to carry out the necessary works (e.g. portable appliance testing – PAT). Appropriate records and relevant test certificates will be maintained and retained for 7 years.
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[bookmark: _Toc141177132]The Trust Board 

The Trustees have overall responsibility for health and safety and the strategic direction of the Trust with reference to health and safety. The Trustees will ensure that all necessary procedures are devised, implemented, monitored and reviewed to ensure compliance with these procedures and that they remain appropriate.  

[bookmark: _Toc141177133]Competent People at the Trust

The competent people for health and safety are Samantha Rhodes and Steve Bryan.  
They work in partnership with Paul Lundy from Oxfordshire County Council Health and Safety Team. They will enable the Trust to: 
· Provide advice on all aspects of Health and safety strategy and policy. 
· Ensure safe, secure sites, advise on ensuring robust safety management
· Address and manage statutory requirements based on industry standards.
· Provide a safe environment, work processes and activities for pupils, staff and visitors by advising on your identified management system and operation in place
· Comply with health and safety legislation, identify any significant risks and implement procedures to control those risks and meet statutory requirements
· Advise on training and competency for employees to carry out their duties in a safe manner
· Help complete the school’s pre-checks on contractors.
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The Health and Safety Coordinator, with the support of the Site Manager is responsible for the day-to-day management of Health and Safety at Deddington Primary SchoolThe Health and Safety Coordinator will: 
1. Ensure that all health and safety and maintenance checks and reviews are undertaken and appropriately documented. 
2. Effectively monitor the condition of the premises, following up defects and ensuring remedial work is undertaken. 
3. Review and ensure that all appropriate risk assessments are undertaken. 
4. Ensure appropriate communication and training, relating to health and safety is in place throughout the Academy. 
5. Ensure that contractors on site follow safe working practices. 
6. The role of Health and Safety Coordinator at Deddington Primary School will be fulfilled by: Clive Evans
[bookmark: _Toc141177135]
Headteacher/Leadership Teams 

Members of the Directorate and Leadership Teams and others holding posts of responsibility are to familiarise themselves with all safety legislation, codes of practice and guidance relevant to their area of responsibility. As part of their day to day responsibility they are to ensure that, within their specified areas of responsibility, they: 
1. Contribute towards the development of the Health and Safety Academy action plan and ensure targets are met. 
2. Ensure health and safety is considered during changes or projects. 
3. Ensure that suitable resources are available to enable the requirements for their area to be carried out. 
4. Implement this policy and any codes of practice that are relevant. 
5. Ensure that suitable monitoring of health and safety is undertaken. 
6. Refer any health and safety issues that they are not authorised to deal with to the Headteacher. 
7. Support and monitor safety performance of staff through one to one meeting, team meetings, key stage meetings or staff meetings. 
8. Effectively communicate with all staff regarding health and safety. 
9. Ensure all new staff are aware and understand the relevant codes of practice and safe operating procedures. 
10. Ensure safe working methods are in place. 
11. Ensure supervision is undertaken and adequate training needs are arranged. 
12. Agree training plans for individual staff. 
13. Ensure regular safety inspections are carried out in their area of responsibility. 
14. Ensure safety requirements for plant machinery and equipment are in place and are adequate. 
15. Ensure appropriate Personal Protective Equipment (PPE) is available, in good condition and being used correctly. 
16. Ensure any hazardous substances are correctly used and safely stored. 
17. Ensure standards of health and safety are monitored and appropriate remedial action is taken where required. 
18. Ensure Departmental/Key Stage risk assessments are prepared and reviewed annually or sooner should the needs arise. 
 
[bookmark: _Toc141177136]All Staff 

Members of staff also have health and safety responsibilities. Staff are required to: 
1. Take reasonable care of their own health and safety and that of anyone else who may be affected by what they do or fail to do.  
2. Co-operate with all health and safety arrangements.  
3. Report any defect or other health and safety matter that they are aware of to the Health 
1. and Safety Coordinator. Where a resolution has not been undertaken the line manager will report directly to the Headteacher. 
4. Use correct equipment, tools and protective clothing issued. 
5. Ensure that they are familiar with all the Trust’s and Academies policies in respect to health and safety and any risk assessments that are appropriate to the role they are undertaking. 
6. Be part of their team/key stage risk assessment review procedure, signing that they have read the assessments relative to their work. 
7. Undertake any training provided, read relevant documents and implement codes of practice and instructions.  
8. Refer promptly any health and safety issues to their line manager. 
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Specific Arrangements 

[bookmark: _Toc141177138]Entry   

A perimeter fence will be maintained with entry normally restricted to one pedestrian entry for students and staff, and a separate entry for vehicular access. The pedestrian entry will be kept closed other than at the start and end of the academy day. The vehicular access will be closed at all times during the academy day. The vehicular access will be closed during the day if this is possible at the school.
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All visitors must sign in at Reception and will be issued with a visitor’s badge. They will be accompanied by a member of the academy staff throughout their visit unless they have a valid and acceptable enhanced DBS certificate. Where visits require one-to-one interviews, arrangements must be made to ensure their mutual safety. 
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Any hirers of academy premises are responsible for ensuring that they use them correctly. The Trust recognises its duties as controller of premises and will ensure that: 
1. Premises hired are in a safe condition for the purpose of hire. 
2. Arrangements for emergency evacuation are adequate. 
3. Fire-fighting equipment is in place and in operational condition. 
4. Proper physical security arrangements are made. 
5. Insurance requirements are met. 
6. All hirers read and sign the Fire Safety and Evacuation Guidance for Community Use agreement. 
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All Contractors must be signed in at reception and must complete the relevant Contractor Sign In document. They must be advised of any site-specific safety rules and informed of any hazards that they may be exposed to. They must also be advised of the site contact and the process for amending the authorised initial works. 
 
Contractors have a legal responsibility to ensure that they carry out their work in a manner that ensures, so far as is reasonably practicable, the health, safety and welfare of themselves and anyone else who may be affected by their acts or omissions. They will, as visitors to the premises, be entitled not to be put at risk by circumstances relating to the premises that are outside their control. Where contractors are appointed directly by a school the Health and Safety Coordinator must ensure that: 
1. The work to be undertaken by the contractors is agreed in advance. 
2. Risk assessments and method statements are reviewed prior to works being undertaken. (RAMS)
3. Hazards and risks of injury and loss are identified, and ways of eliminating, reducing, and controlling those risks are identified and actioned. 
4. The standards to which the contractor must work have been specified, including competency standards. 
5. A management system is in place to ensure that the agreed safety performance is achieved, giving rise to remedial action if safety performance is unsatisfactory. 
6. Where relevant, the Asbestos Register will be discussed and any contractor working in an area where contact with asbestos is possible will be shown the area by a member of the school staff.
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Communication 

All staff will be notified of communication channels within the school for health and safety at their induction. The Health and Safety Coordinator will ensure that all health and safety guidance and advice is kept together in the Health and Safety file. All such advice is to be communicated to staff where relevant and incorporated into the Academy’s procedures. 
 
Staff must report any incidents immediately to the Health and Safety Coordinator in person or by radio, telephone or e-mail. Health and safety should be highlighted annually at inset meetings. Health and safety related issues should also be raised at weekly staff or team meetings. Where this occurs the minutes of the meeting must be forwarded to the Health and Safety Coordinator for action if necessary. Health and Safety should also be discussed at every LGB Meeting.
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Staff Consultation 

The Governing Body and Headteacher recognise the valuable contribution to health and safety that can be made from all staff, particularly staff representatives. All the regular staff meetings of various groups will contain an agenda item on Health and Safety and any significant concerns or agreed suggestions will be reported to the Headteacher. 
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Guidance issued by the Health and Safety Executive and the Department for Education will be incorporated into the Trust’s procedures. These arrangements will be discussed at the next Health and Safety Committee and any significant issues will be notified to relevant staff. 
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The Health and Safety Coordinator will ensure that risk assessments are carried out for Academy activities and operations, and for premises-related issues. These will be audited independently on a sample basis every year as part of the Health and Safety audit and reviewed by the Competent Person. The assessments will be used to identify health and safety hazards and ensure that, where they cannot be eliminated, the associated risks are reduced or otherwise adequately controlled. 
 
[bookmark: _Toc141177146]Fire Precautions 

[bookmark: _Toc141177147]Statement 

All fire prevention and alarm systems will be regularly maintained, and a record kept of both maintenance undertaken and testing of these systems. An expert third party will undertake an annual fire risk assessment. 
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Staff are trained in the procedures to be followed in the event of fire at induction and annually thereafter. 
 
Notices giving instructions concerning what to do in the event of fire must be displayed by all Fire Alarm Call Points. Evacuation route details will be displayed in each classroom. 
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A fire drill will be held once every term and relevant details recorded in the Fire Logbook Fire section of the H&S file. 
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Accidents, Incidents, Near Misses and Dangerous Occurrences 

All accidents, incidents, near misses and dangerous occurrences that fall within RIDDOR reporting requirements must be recorded and reported electronically on the HSE website, except in the case of a death, which must be reported by telephone. These must also be reported on Smartlog.
 
All staff, visitor or contractor accidents must be recorded on Smartlog. 

The Health and Safety Coordinator or Headteacher in their absence, will take responsibility for investigating these events. 
 
If a fatal accident occurs, the accident site must be left untouched.  The relevant Emergency services and ODST must be contacted immediately.
 
In the event of an incident which the Headteacher believes may require closure of the school, the Competent People at ODST must be contacted immediately for advice. If this cannot be done – the Deputy CEO or CEO should be contacted.
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The Trust takes a common-sense approach to working temperatures both for the maximum and minimum temperature. This is based on a health and safety risk assessment including feedback from staff and students/children. In the very rare event of a heatwave or cold snap the Headteacher in consultation with the Trust will decide about whether to close part or the whole of the school for a period of time. 
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Water fountains or bottled water are provided for student/pupil use. 
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The Health and Safety (Display Screen Equipment) Regulations 1992 implement an EC Directive and came into effect from January 1993 (some small changes were made in 2002). The Regulations require employers to minimise the risks in VDU work by ensuring that workplaces and jobs are well designed. 
 
The Regulations apply where staff habitually use VDUs as a significant part of their normal work. Other people, who use VDUs only occasionally, are not covered by the requirements in the Regulations (apart from the workstation requirements). However, the Trust Board still has general duties to protect them under other health and safety at work legislation. In summary these are to: 
1. Analyse workstations and assess and reduce risks. 
2. Ensure workstations meet minimum requirements. 
3. Plan work so there are breaks or changes of activity. 
4. On request arrange eye tests and provide spectacles if required specifically for DSE use.
5. Provide health and safety training and information. 
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The school will be inspected on an annual basis by a qualified Health and Safety consultant and a report produced for the ODST Central Team, The Headteacher, Governors and the Trustees. 
 


Deddington Primary School
Health & Safety Site Checks and Actions Schedule
Based on the ODST 2026–2027 Health & Safety Monitoring Audit Criteria
	Frequency
	Checks and Actions

	
Daily
	
Fire exits – Clive Evans
Fire doors – Clive Evans
Escape routes – Clive Evans
Security gates – Clive Evans
Visitor access – Clive Evans
Playgrounds – Clive Evans
Grounds – Clive Evans
Trip hazards – All staff
Waste - Cleaners
Weather-related hazards – Clive Evans   Rob Jarvis


	
Weekly
	
Fire alarm call point test including F1 / F2 – Stuart Smith 
Fire extinguisher visual inspection – Stuart Smith
PAT testing any new or missed equipment – Stuart Smith
Flushing infrequently used water outlets – 2 outdoor taps – Stuart Smith
Inspect play equipment on middle and top fields – Stuart Smith
Grounds tidy up including brambles and nettles along hedge lines– Stuart Smith
Empty the red bins in the courtyard, playground and top field – Stuart Smith
Inspect internal and external site and check for any hazards – trips etc.. – Stuart Smith
Support with any general cleaning or site tasks – Stuart Smith
Security lighting – Cleaning staff


	
Monthly
	
Emergency lighting test – Stuart Smith
Site inspection including checking for gaps in fencing and boundaries – Stuart Smith
Inspect play areas and all equipment– Stuart Smith reports faults to Jenny Williams
Inspect trees and report any concerns to Jenny Williams – Stuart Smith
AED check – Stuart Smith and Kerry Simpson
Legionella temperatures – Thames Valley Water
First aid boxes – Jess Hardie



	
Termly
	
Fire drill – Clive Evans
Review emergency procedures – Clive Evans
Review premises risk assessments – Clive Evans




	
Quarterly
	
Descale shower heads – Thames Valley Water
Review H&S actions and fire risk assessment, water risk assessment and tree survey action plans – Jenny Williams


	
6 Monthly
	

Working at height ladder equipment inspections – Stuart Smith
Fire alarm servicing – Jenny Williams to organise



	
Annual
	
PAT testing – Stuart Smith
Asbestos review – Stuart Smith to remove pipe cover and inspect / photograph pipe.
Tree review and tree survey check – Stuart Smith
Fire extinguishers - Jenny Williams to organise
Boilers - Jenny Williams to organise
TMVs – Thames Valley Water
Water Tanks – Thames Valley Water
Play equipment inspection - SmartSafe


	
2 Yearly
	
Health & Safety Policy review – Clive Evans
Legionella risk assessment review - Jenny Williams to organise


	
2–3 Yearly
	
Professional tree inspection - Jenny Williams to organise


	
3 Yearly
	
Full Fire Risk Assessment by competent assessor - Jenny Williams to organise


	
5 Yearly
	
Electrical Installation Condition Report (EICR) - Jenny Williams to organise
Building condition review – ODST organises


	
After all School Holidays
	
Water system flushing – Clive Evans
Reopening checks – Clive Evans
Grounds and security inspections – Clive Evans
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