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Introduction 
 

As the employer, Exceed Learning Partnership (ELP) has the overall responsibility for the health, safety and welfare 

of all staff and pupils in the academies. ELP recognises that decisions about workplace health and safety should 

take into account the views/priorities of the workforce and the management. 

ELP will support its academies in putting in place clear policies that focus on the key risks and in checking that 

control measures have been implemented and remain appropriate and effective. 

In order to fuƭŦƛƭ 9[tΩǎ ƳƻƴƛǘƻǊƛƴƎ ǊƻƭŜ ŀƴŘ ǘƻ ƛƴƛǘƛŀǘŜ ŀƴŘ ǊŜǾƛŜǿ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎΣ ǘƘŜ 

Board of Directors will review and approve all Trust Wide policies, which will cover all the academies within ELP.  

The Directors Board meets termly and has a balanced management membership, Academy based Local Governing 

Board will be required to formally adopt Trust wide policies on behalf of their Academy. 

Although overall accountability for health and safety lies with Exceed Learning Partnership, the Principal is 

responsible for the day-to-day health and safety of staff and pupils in individual academies. The Principal will then 

delegate some functions to other staff, in particular the Academy Business Managers/Site Managers/Supervisors 

etc. 

The Local Governing Boards of academies within Exceed Learning Partnership are not the employers of staff but 

play an important role in ensuring strategic direction and will work in close partnership with the Principal and 

Senior Management Team of the academy and other staff of the Trust to support and promote good health and 

safety management. 

The following Health and Safety Policy, Procedures and Guidance is required for adoption by all Exceed 

Learning Partnership academies. 

1. General Statement of Intent 
 

It is the aim of Exceed Learning Partnership and all Local Governing Boards to comply with, The Health and Safety 

at Work etc. Act 1974 and all subsequent legislation.  

The Local Governing Board of all academies are committed to taking effective action Ψǎƻ far as is reasonably 

ǇǊŀŎǘƛŎŀƭΩ to ensure the health, safety and welfare of all the academy staff, employees, pupils, visitors, contractors 

and any other person affected by its activities including: - 

 To implement the requirements of the Exceed Learning Partnership Health and Safety policy  
 To provide adequate control of health and safety risks arising from our work activities 
 To make adequate arrangements for the health, safety and welfare of staff and pupils  
 To provide and maintain safe plant and equipment 
 To ensure safe handling and use of substances 
 To provide information, instruction, and supervision for employees 
 To communicate any changes to policy to all employees within the organisation  
 To ensure all employees are competent to do their tasks, and to give them adequate training 
 To consult with our employees on matters affecting their health and safety  
 To co-operate with North Yorkshire Council in matters related to Health and safety 
 To prevent accidents and cases of work-related ill health 
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 To maintain safe and healthy working conditions; and  
 To review and revise this policy as necessary at regular intervals 

 

The Local Governing Board of all academies will ensure that effective consultation takes place with all employees 

on health and safety matters and that all individuals are consulted before particular health and safety 

responsibilities are delegated to them.   

Where necessary, the Local Governing Board will seek specialist advice to determine the risks to health and safety 

in the establishment and the precautions required to deal with them. 

Exceed Learning Partnership has commissioned the services of North Yorkshire County Council as responsible 

body for providing Health and Safety support to its academies.   

All employees must follow policy, procedures and guidance to ensure the maintenance of high standards of health 

and safety in all academy premises and activities. 

This Health and Safety Policy Statement of Intent and Organisation and Arrangements that support it will be 

reviewed annually or more frequently, where there have been significant changes to the Exceed Learning 

Partnership. 

2. Organisation 
 

¢ƘŜ ŀŎŀŘŜƳȅ ǿƛƭƭ ŀŘƻǇǘ 9ȄŎŜŜŘ [ŜŀǊƴƛƴƎ tŀǊǘƴŜǊǎƘƛǇΩǎ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ tƻƭƛŎƛŜǎΣ tǊƻŎŜŘǳǊŜǎ ŀƴŘ DǳƛŘŀƴŎŜΣ ƻǊ 

if/where necessary, establish its own individual policies where Trust-wide policies do not cover the academy 

requirements. The academy policies will be in addition to Exceed Learning Partnership - wide policies, procedures 

and guidance. 

Any Exceed Learning Partnership-wide Health and Safety Policies, Procedures and Guidance must not be 

amended, either to add to or remove, in any way, apart from inserting the name of the individual Academy on 

the General Statement of intent (see page 3 and 4).  

Any review proposals raised by the Local Governing Board will be required for the approval by Exceed Learning 

Partnership. 

This Health and Safety Policy should not be used in isolation, other policies and procedures relating to health and 

safety should also be referred to where appropriate i.e.  

 Hot Works Policy 
 Lone Working Policy 
 No Smoking Policy 
 Staff Stress Management Policy 
 Risk Assessments 
 Lockdown Policy 
 Safeguarding and Child Protection Policy  
 Educational Visits Policy 
 Fire Safety Policy and Procedure  
 First Aid and Medicines Policies   

If you are unsure of a procedure or require support relating to health and safety you should always contact the 

Trusts central team for advice on 01709 805175 or NYCC responsible person Mr Dale Barton on 01609 532545. 
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Responsibilities of the Local Governing Board 

The Local Governing Board will ensure that: 

 The Principal produces any required Academy specific addendums to the Trust Wide health and safety 
policy for approval and adoption by the Governing Board 

 Suitable and sufficient risk assessments of buildings and work activities are undertaken and a written 
ǊŜŎƻǊŘ ƻŦ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘǎ ŀǊŜ ƪŜǇǘ ŀƴŘ ŀǇǇǊƻǇǊƛŀǘŜ ŎƻƴǘǊƻƭ ƳŜŀǎǳǊŜǎ ǊŜǉǳƛǊŜŘ ŀǊŜ ƛƳǇƭŜƳŜƴǘŜŘ Ψso far 
ŀǎ ƛǎ ǇǊŀŎǘƛŎŀōƭŜΩ 

 Sufficient funding is allocated for health and safety e.g. in respect of training, protective equipment, any 
remedial work/service and maintenance of building 

 Termly safety inspections are undertaken  
 Inspection reports, including those from trade union health and safety representatives are considered 

and acted upon 
 Health and Safety is a standing item on all agendas 
 An annual health and safety report is published following the annual Health and Safety check/walk 

round carried out by the responsible Governor for Health and Safety   
 A positive health and safety culture is established and maintained 

 
Responsibility of the Principals  

The Principal will ensure that: 

 To produce for approval and adoption by the Governing Board any Academy specific addendums to the 
Trust Wide health and safety policy and ensure these addendums are regularly reviewed and revised 
annually 

 To report any Accidents/Incidents/Near Misses as required under The Reporting of Injuries, Diseases 
and Dangerous Occurrences Regulations 2013 (RIDDOR) 

 To complete an accident/incident/near miss investigation where appropriate and implement actions 
required to eliminate/reduce the risks to the health and safety of people and buildings/equipment etc. 

 Suitable and sufficient risk assessments of work activities are undertaken, that a written record of the 
assessments is kept and that the assessments are reviewed annually or upon change of circumstances  

 For high-risk activities, safe systems of work are identified via a risk assessment 
 Adequate and appropriate first-aid provision is in place 
 Information and advice on health and safety is acted upon and circulated to staff and governors 
 Regular inspections are carried out with reports submitted to the Governing Board and Exceed Learning 
tŀǊǘƴŜǊǎƘƛǇΩǎ 5ƛǊŜŎǘƻǊǎ  

 An annual report is provided to the Governing Board 
 There is co-ƻǇŜǊŀǘƛƻƴ ǿƛǘƘ 9ȄŎŜŜŘ [ŜŀǊƴƛƴƎ tŀǊǘƴŜǊǎƘƛǇ ƛƴ ƳŜŜǘƛƴƎ ƛǘΩǎ ƭŜƎŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎ ƛƴ ǊŜǎǇŜŎǘ ƻŦ 

monitoring of health and safety practices and procedures 
 Staff are competent to undertake the tasks required of them and have been provided with appropriate 

training by competent persons 
 Staff are provided with equipment and other resources to enable their work to be undertaken safely 
 Those who receive delegated responsibilities are competent; their responsibilities are clearly defined, 

they have received appropriate training and are provided with equipment or other resources in order to 
ensure they can fulfil such duties 

 !ǇǇǊƻǇǊƛŀǘŜ ǘŀǎƪǎ ŀǊŜ ŘŜƭŜƎŀǘŜŘ ǘƻ ǘƘŜ !ŎŀŘŜƳȅΩǎ {ƛǘŜ aŀƴŀƎŜǊκ{ǳǇŜǊǾƛǎƻǊ ŀƴŘ ƻǘƘŜǊ ǇǊŜƳƛǎŜǎ ǎǘŀŦŦ 
 Health and Safety is covered in weekly briefing meetings and communications/notes displayed for all 

employees to view 
 

Responsibilities of all Senior Managers  
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Vice/Assistant Principals and Academy Business Managers may be required to undertake any of the PrinciǇŀƭΩǎ 

duties which have been reasonably delegated to them which may include responsibility for health and safety 

management. 

Responsibilities of the Site Manager/Supervisor 

The Site Manager/Supervisor will ensure that: 

 Safe means of access and egress are maintained 
 The premises are kept clean and that adequate welfare facilities are provided  
 Safe working arrangements are in place when contractors are working on the premises 
 Adequate security arrangements are maintained 
 Adequate fire safety arrangements are implemented 
 Regular testing and maintenance of electrical equipment including portable equipment takes place 
 Communication takes place with staff to alert them of any specific Health and Safety concerns in their 

working area  
 Adequate systems are in place for the management of asbestos (where relevant) and for the control of 

legionella 
 All premises-related accidents/incidents/near misses are recorded and investigated 
 Regular visual inspections of all areas of the premises to take place at least half termly. With safety 

representatives invited to take part and records kept 
 Boiler room annual inspection 
 A copy of the Health and Safety Law poster is displayed in an easily accessible location 
 

Responsibilities of all employees: 

Implementation of the policy is a management responsibility but the co-operation of all employees is essential. 

All staff employed by the academy will act responsibly to ensure that: 

 They are familiar with, and comply with, the academy Health and Safety Policy, procedures and 
guidance 

 They take reasonable care for their health and safety at work and that of other persons who might be 
affected by their acts or omissions both at work and during off-site activities 

 They report immediately, to the Principal, Business Manager or to their line manager any serious or 
immediate danger of which they become aware 

 They report immediately, or as soon as practicable, any defects noted with plant, equipment, machinery 
or the workplace generally to the Principal or to their line manager 

 There is no misuse of anything that has been provided for health and safety purposes 
 They use the correct equipment and tools for the job and any protective equipment that may be 

necessary 
All pupils should be encouraged: 

 To follow safe practices and observe safety rules including: 
 To follow instructions issued by a member of staff in case of emergency 
 They do not intentionally interfere with safety equipment, e.g., fire extinguishers and fire alarms 
 To inform a member of staff of any situation, which may affect their safety or that of another pupil 

 
Local Governing Board  
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¢ƘŜ ŀŎŀŘŜƳȅΩǎ [ƻŎŀƭ DƻǾŜǊƴƛƴƎ .ƻŀǊŘ ǿƛƭƭ ǊŜǇƻǊǘ ǘƻ ¢Ǌǳǎǘ .ƻŀǊŘ ƻŦ 5ƛǊŜŎǘƻǊǎΦ Lǘ ƛǎ ŜǎǎŜƴǘƛŀƭ ǘƘŀǘ ǘƘŜ [ƻŎŀƭ 

Governing Board work with the Principal and the Academy team to support management and trade union 

representatives working together to ensure not only compliance with the law, but to develop a positive health 

and safety culture within the workplace. The academy recognises that when employees are pro-actively engaged 

in health and safety, workplaces have lower accident rates. 

The Academy Health and Safety Management Team shall consist of: 

 Management and employee representative with the number of management representatives not 
exceeding the number of employee representatives 

 

Management participants should include people with senior management responsibilities for health and safety 

include: 

 Principal (or their representative) and other representatives with the necessary knowledge, expertise 
and management authority to play a full role 

 Ψ[ƛƴƪΩ ƎƻǾŜǊƴƻǊόǎύ for health and safety 
 The school workforce contingent should include the health and safety representatives from each union 
 The employee representatives will include the accredited safety representatives from the teaching and 

support staff trade unions 
 aŜƳōŜǊǎƘƛǇ ƻŦ ǘƘŜ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ ƳŀƴŀƎŜƳŜƴǘ ǘŜŀƳ ƛǎ ǊŜƎŀǊŘŜŘ ŀǎ ǇŀǊǘ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴƻǊƳŀƭ 

work 
 

Local governing Board shall include the following functions: 

 Promoting co-operation between management and employees on matters of health, safety and welfare 
at work 

 Studying accident and absence statistics (including absence levels due to stress) in order that unsafe 
conditions, acts and practices can be identified and consideration given to the formulation of policies 
and guidance to eliminate the hazard and/or reduce the risk 

 Assisting in the development of safety guidance and safe systems of work 
 Monitoring the effective implementation of Exceed Learning Partnership Trust Wide Health and Safety 

Policies and Procedures 
 Monitoring the effectiveness of the safety content of employee training 
 Developing policies and arrangements that will safeguard the health and safety of persons other than 

employees such as pupils, visitors, and contractors 
 Participating in periodical joint inspections 
 Monitoring action taken following trade union, NYCC Health and Safety Officers and management site 

inspections 
  

Furthermore, see the Organogram in Appendix A.  

 

 

3. Arrangements 
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9ȄŎŜŜŘ [ŜŀǊƴƛƴƎ tŀǊǘƴŜǊǎƘƛǇ ŀƴŘ ƛǘΩǎ ŀŎŀŘŜƳƛŜǎ Ŧƻƭƭƻǿ ǘƘŜ άtƭŀƴΣ 5ƻΣ /ƘŜŎƪΣ !Ŏǘέ ŀǇǇǊƻŀŎƘ ǿƛǘƘ ǘhe intent on 

delivering effective arrangements.  

PLAN, DO, 

CHECK, ACT  

HEALTH AND SAFETY MANAGEMENT 

 

PROCESS SAFETY 

PLAN Determine your policy / plan for 

implementation. 

Define and communicate acceptable 

performance and resources needed.  

Identify and assess risks / identify controls / 

record and maintain process safety 

knowledge.  

Implement and manage control measures 

DO Profile risks / organise for health and safety 

/ implement your plan. 

CHECK Measure performance (monitor before 

events, investigate after events). 

ACT Review performance / act on lessons 

learned. 

Measure and review performance / learn 

from measurements and findings of 

investigations. 

 

The company will discuss the effectiveness of its Health and Safety Policy and procedures at its Management 

meetings. Any items requiring attention will be given priority and allocated to a responsible entity.  

4. Communication and Consultation 
 

Exceed Learning Partnership and all academies are committed to maintaining effective communications at all 

levels. Responsibilities ensure communication channels can be maintained and that relevant information 

relating to health, safety and welfare is distributed to staff.   

Exceed Learning Partnership and all academies encourages daily discussions relating to health, safety and 

welfare. More formally, employee health, safety and welfare consultation occur during performance reviews.   

Exceed Learning Partnership and all academies aim to provide clear instructions, information and adequate 

training to ensure employees are competent to do their work.   

5. Induction 
 

All new employees will complete an induction; this will be provided by their relevant line manager at the beginning 

of their employment (unless there are extenuating circumstances). 

For further information on Staff Induction please see the Exceed Learning Partnership Staff Induction policy.  

6. Health and Safety Communication Channels 
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Exceed Learning Partnership and all academies appreciate that employers must consult employees, either 

directly or through appointed or elected representatives, on health and safety matters. 

Exceed Learning Partnership and all academies aim for an efficient and effective process between employees 

and their Health and Safety Representatives by utilising the following methods:  

 talk to one another 
 listen to one another's concerns 
 raise concerns and solve problems together 
 seek and share views and information 
 discuss issues in good time 
 consider what everyone has to say 
 make decisions together 

 
Exceed Learning Partnership and all academies recognise that talking to, listening to and involving employees 

benefits the business and helps to: 

 make your workplace healthier and safer 
 improve performance 
 raise standards 

 
Exceed Learning Partnership and all academies believe that successful worker involvement is based on:  

 trust 
 respect 
 co-operation 
 joint problem solving. 

 
Communication channels will be established for the exchange of health and safety knowledge and information. 

these communications will include: - 

 Senior leadership team meetings and staff meetings 
 Trust Directors and Members meetings  
 Local Governing Board meetings  
 Meetings of the Academy Health and Safety group     
 Meetings of the Academy Risk Register working party   
 Provision of information relating to safe systems of work and risk assessments  
 Training  
 Communication of health and safety bulletins or information from North Yorkshire Health and Safety 

Team  
 Communications with relevant specialist advisors/committees and bodies 
 Staff notice boards providing information on Health and Safety arrangements and updates  
 The use of posters/ email communication/training events  
 The provision of information in alternative languages 
 The provision of information in different formats for staff with additional needs to aid the receipt of the 

communications  
 

Where health and safety issues cannot be resolved at local level, they will be escalated through the management 

structure as appropriate. 

Health and Safety Representatives 



 

11 
 

 

Under the Safety Representatives and Safety Committees Regulations 1977, a recognised independent trade 

union has the right to appoint safety representatives. Recognised trade unions will inform the academy in 

writing when a health and safety representative has been appointed and, where this is the case, the academy 

will consult with that representative on health and safety matters. Trade union health and safety 

representatives are entitled to raise any issue of health and safety as it affects employees. The academy will 

consult in good time with health and safety representatives on any measures, which may affect the employees 

represented by the health, and safety representative.  

The academy will ensure that paid time off is provided for the inspections that the health and safety 

representative is entitled to undertake as well as for training necessary to enable the health and safety 

representative to carry out their functions effectively. 

Display board  

The office will have a display board containing the following information, providing mandatory and useful and 

relevant information: 

 H&S Law poster  
 Employers Liability insurance policy  
 Responsible Person (Fire)  
 Appointed Person (First Aid)  

 
Sharing information with those with a limited knowledge of the English language  

Exceed Learning Partnership and all academies understand the following can help to involve and consult with such 

employees: 

 Ensure adequate time to consult with employees where language and/or literacy may be issues so they 
can absorb the information and respond to you. 

 Encourage employees to express their views in their preferred language by using interpreters. 
 Ask a work colleague to interpret, although these employees may need training if they are asked to 

undertake this role. 
 Get information translated and check that this has been done clearly and accurately by testing it with 

native speakers. Tip: make sure it is clear in English first. 
 Use pictorial information and internationally understood pictorial signs where appropriate 
 Where information has to be in English, use clear and simple materials and allow more time 
 Committees and representatives should reflect the workforce they represent. 
 Consider ESOL courses (English for Speakers of Other Languages) as an improved grasp of English will 

help communication in the workplace and on health and safety. 
 Be aware of cultural differences and take these into account when consulting employees - there may be 

some employees who do not feel able to speak up about health and safety matters. 
 

 

 

7. Monitoring and Review of Health and Safety 
 

Exceed Learning Partnership and all academies understand that formal review and monitoring of health and 

safety performance is essential; it allows the Trust to establish whether the essential health and safety 

principles ς strong and active leadership, worker involvement, and assessment and review ς have been 
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embedded in our organisation and tells us whether our systems and procedures are effective in managing risk 

and protecting people. 

Our process for monitoring reviewing and reporting on our policy and procedures include the following:   

 Health and Safety premises audit / inspection  
 Health and Safety paperwork audit / inspection 
 Annual Fire Risk assessments  
 Half termly business and operations report   
 Principal reports to Governing Board  
 Risk assessment  
 Risk registers and risk management  
 Statistical reviews of Health and safety information, accident reporting, near miss, absence, health and 

wellbeing 
 Benchmarking  
 Staff communication and feedback  

 
Health and Safety audits 

Exceed Learning Partnership commission a third party to undertake regular inspections on the premises and 

paperwork so as to assess the effectiveness of the health and safety arrangements set out in this policy. Any non-

conformities raised by the Health & Safety Advisor are discussed in the management meeting and rectification 

actions are discussed to ensure a solution is agreed upon.  

Risk Assessment  

Exceed Learning Partnership acknowledge the requirement that employers must assess the health and safety risks 

to which employees and others are exposed to within the work environment. 

A risk assessment has been developed for activities such as; manual handling; use and storage of hazardous 

substance (COSHH); slips and trips, work equipment / DSE and lone working.  The hazards associated with all tasks 

will be continuously analysed to identify potential and inherent hazards, and the risks related to the hazards will 

be eliminated or reduced be to the lowest practicable level.  

8. Training and Competence 
 

The Health and Safety at Work etc. Act 1974 places a duty on the employer to provide information, instruction, 

training and supervision. All employees are required to cooperate with the academy and Exceed Learning 

Partnership in undertaking their legal duties. 

¢ƘŜ I{9Ωǎ ŘŜǎŎǊƛōŜǎ ŎƻƳǇŜǘŜƴŎŜ ŀǎ ΨǘƘŜ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ǘǊŀƛƴƛƴƎΣ ǎƪƛƭƭǎΣ ŜȄǇŜǊƛŜƴŎŜ ŀƴŘ ƪƴƻǿƭŜŘƎŜ ǘƘŀǘ ŀ ǇŜǊǎƻƴ 

Ƙŀǎ ŀƴŘ ǘƘŜƛǊ ŀōƛƭƛǘȅ ǘƻ ŀǇǇƭȅ ǘƻ ǇŜǊŦƻǊƳ ŀ ǘŀǎƪ ǎŀŦŜƭȅΩΦ hǘƘŜǊ ŦŀŎǘƻǊǎΣ ǎuch as attitude and physical ability, can also 

ŀŦŦŜŎǘ ǎƻƳŜƻƴŜΩǎ ŎƻƳǇŜǘŜƴŎŜΦ 

{ƻƳŜƻƴŜΩǎ ƭŜǾŜƭ ƻŦ ŎƻƳǇŜǘŜƴŎŜ ƻƴƭȅ ƴŜŜŘǎ ǘƻ ōŜ ǇǊƻǇƻǊǘƛƻƴŀǘŜ ǘƻ ǘƘŜƛǊ Ƨƻō ŀƴŘ ǇƭŀŎŜ ƻŦ ǿƻǊƪΦ  

The academy appoints competent people to assist them in meeting their health and safety duties.  
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Where members of staff do not have the necessary training to complete a task e.g., carrying out risk assessments, 

then appropriate training will be provided. Or it may be that manual handling training, or DSE training is required 

in order for soƳŜƻƴŜ ǘƻ ŎƻƳǇƭŜǘŜ ǎƻ ŦŀǊ ŀǎ ƛǎ ǊŜŀǎƻƴŀōƭŜΩ ǘƘŜƛǊ ǘŀǎƪǎ ƛƴ ŀ ǎŀŦŜ ƳŀƴƴŜǊΦ 

The completion of mandatory on-line training for all staff is required. Modules include:  

 Why it is important to work safely 
 LŘŜƴǘƛŦȅ ŜǾŜǊȅƻƴŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ǎŀŦŜǘȅ, health and wellbeing in the workplace 
 Define key terms in safety and health 
 Identify workplace hazards and risks, their impact and how to control them 
 Identify ways safety, health and wellbeing are managed and improved within the workplace 

 
For those deemed responsible (i.e. Principal, Academy Business Manager, Site Manager/Supervisor), up-to date 

Asbestos Awareness and Management training is required. See also the Managing Asbestos Policy.  

Health and Safety information and training records 

Inductions: On completion of the health and safety induction, the employee will be required to sign the 

induction form to say that they have been provided with and understand the information provided. 

On-line training: Certificates will be awarded to employees who have completed the training and records of 

these should be kept by the employee and Academy Business Managers/Office Manager (training records may 

alternatively be hosted on National College site) 

Face-to-face delivery of health and safety training: Certificates will be given to all employees who have 

attended and successfully completed the course. 

Checks of such records are included in the inspection regime. 

9. Reporting of Accidents/Incidents/Near Misses 
 

A faulty process or management system invariably is the root cause of accidents/incidents/near miss (AINs) and 

must be the focus for improvement. History has shown repeatedly that most AINs producing events both serious 

and catastrophic were preceded by warnings or near miss incidents. Recognising and reporting of AINs can 

ǎƛƎƴƛŦƛŎŀƴǘƭȅ ƛƳǇǊƻǾŜ ǿƻǊƪŜǊ ǎŀŦŜǘȅ ŀƴŘ ŜƴƘŀƴŎŜ ƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǎŀŦŜǘȅ ŎǳƭǘǳǊŜΦ 

It is the understanding of Exceed Learning Partnership that the definition of accident/incident/near miss are: 

 Accident - any unplanned event that results in personnel injury or damage to property, plant or 
equipment 

 Incident - an unexpected and usually unpleasant event that has happened. Including acts of 
aggression/verbal abuse 

 Near miss - is an unplanned event that did not result in injury, illness, or damage, but had the potential 
ǘƻ Řƻ ǎƻΦ hǘƘŜǊ ŦŀƳƛƭƛŀǊ ǘŜǊƳǎ ŦƻǊ ǘƘŜǎŜ ŜǾŜƴǘǎ ŀǊŜ ŀ άclose callΣέ ŀ άnarrow escapeΣέ ƻǊ ƛƴ ǘƘŜ ŎŀǎŜ ƻŦ 
ƳƻǾƛƴƎ ƻōƧŜŎǘǎΣ άnear collisionέ ƻǊ ŀ άnear hitέ 

Exceed Learning Partnership and the Academy collects personal information about the injured person(s) on the 

form in relation to Accidents/injuries/diseases/Near Misses and Dangerous Occurrences arising out of or in 

connection with work. Information collected on reportable Accidents, will be transferred to the on-line Clear 

Risk Management accident reporting portal for safe-keeping.  
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Information will be collated by the relevant persons:  

 Trust Accountable person: COO 
 Trust Responsible person: Personnel Manager  
 Academy Accountable person: Principal 
 Academy Responsible person: Academy Business Manager  

 
We may be required to share such information with NYCC and the Health and Safety Executive to ensure that 

we meet our legal responsibilities under the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations 2013. bƻǘŜΥ ¢ƘŜ 5ŀǘŀ tǊƻǘŜŎǘƛƻƴ !Ŏǘ нлму ǊŜǉǳƛǊŜǎ ǘƘŀǘ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ Ƴǳǎǘ ōŜ 

kept secure after the form has been completed. This will be done by the transfer of the report information onto 

the secure, electronic, Clear Risk Management system.  

AINs will be reviewed and trends assessed to ensure control measures are appropriate and prevent future 

occurrences.  

There will be a AIN breakdown for each academy which is reported in the half termly Business and 

Operations report  

RIDDOR  

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) requires employers 

and others in control of premises to report certain accidents, diseases and dangerous occurrences arising out of, 

or in connection with work. 

What needs to be reported? 

¦ƴŘŜǊ wL55hw ǘƘŜ ΨwŜǎǇƻƴǎƛōƭŜ tŜǊǎƻƴΩ ƛƴ ŎƻƴǘǊƻƭ ƻŦ ǘƘŜ ǇǊŜƳƛǎŜǎ Ƴǳǎǘ ǊŜǇƻǊǘΥ 

 Accidents which result in death or a specified injury must be reported without delay (see reportable 
specified injuries) and always within 10 days of the incident. 

 Accidents which prevent the injured person from continuing their normal work for more than seven 
days (not counting the day of the accident, but including weekends and other rest days) must be 
reported within 15 days of the accident  

 Any disease specified under RIDDOR that affects an employee and that a doctor confirms in writing 
must be reported as soon as the person receives the diagnosis  

 Any work-related deaths and certain injuries to the self-employed people that take place while they are 
working on the premises/site 
 

Note: Deaths or injuries resulting from a road traffic accident involving a school vehicle travelling on the public 

highway, under RIDDOR are not reportable. As these are class as road traffic incidents and are investigated by the 

police. 

 

 

 Reportable Specified Injuries, including:  
o Fractures, other than to fingers, thumbs and toes 
o Amputations 
o Any injury likely to lead to permanent loss of sight or reduction in sight 
o Any crush injury to the head or torso causing damage to the brain or internal organs 
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o Serious burns (including scalding), which: cover more than 10% of the body; or cause significant 
damage to the eyes, respiratory system or other vital organs 

o Any scalping requiring hospital treatment 
o Any loss of consciousness caused by head injury or asphyxia 
o Any other injury arising from working in an enclosed space which: leads to hypothermia or 

head-induced illness; or requires resuscitation or admittance to hospital for more than 24 hrs. 
 Physical Violence 

o Examples of reportable injuries from violence include an incident where a teacher sustains a 
specified injury because a pupil, colleague or member of the public assaults them while on 
school premises. This is reportable because it rises out of or in connection with work. 

 Reportable Occupational Diseases includes (which a doctor confirms in writing): 
o Carpal tunnel syndrome 
o Severe cramp of the hand or forearm 
o Occupational dermatitis e.g., from work involving strong acids or alkalis, including domestic 

bleach 
o Hand-arm vibration syndrome 
o Occupational asthma e.g., from wood dust and soldering using rosin flux 
o Tendonitis or tenosynovitis of the hand or forearm 
o Any occupational cancer 
o Any disease attributed to an occupational exposure to biological agent 

 Incidents to Pupils and other People who are not at Work (only reportable under RIDDOR if the 
accident results in):  

o The death of the person, and arose out of or in connection with a work activity 
o An injury that arose out of or in connection with a work activity and the person is taken directly 

from the scene of the accident to hospital for treatment (examinations and diagnostic tests do 
not constitute treatment) 

The lists of specified injuries and diseases only apply to employees. If a pupil injured in an incident 

remains at school, is taken home or is simply absent from school for a number of days, the incident is 

not reportable. 

There is no need to report incidents where people are taken to hospital purely as a precaution, when no 

injury is apparent. 

 Dangerous Occurrences in schools typically include: 
o The collapse or failure of load-bearing parts of lifts and lifting equipment 
o The accidental release of a biological agent likely to cause severe human illness 
o The accidental release or escape of any substance that may cause a serious injury or damage to 

health 
o An electrical short circuit or overload causing a fire or explosion 

 
Who should report and who to report to?  

All cases of serious injury or dangerous occurrence must be reported in the first instance to the CEO or Deputy 

CEO who will advise and support on the actions to be taken. 

The RIDDOR reporting system is only for notification of those incidents which require reports under the RIDDOR 

ǊŜƎǳƭŀǘƛƻƴǎΦ wŜǇƻǊǘǎ ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ǎǳōƳƛǘǘŜŘ ōȅ ǘƘŜ ΨwŜǎǇƻƴǎƛōƭŜ tŜǊǎƻƴǎΩ ƛΦŜΦΣ tǊƛƴŎƛǇŀƭ ǿƛǘƘ ŘǳǘƛŜǎ ǳƴŘŜǊ ǘƘŜǎŜ 

regulations, in control of work premises where incidents occur. It is not appropriate for injured persons, members 

of the public or others who do not have duties under RIDDOR to use this reporting system.  

The Principal at each academy may delegate reporting to the Academy management team. 
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You can report all incidents to our current health and safety provider - NYCC Health and Safety section on 01609 

532589 or 01609 532545 who will advise on any further action required.  

Alternatively, you can report all incidents online: http://www.hse.gov.uk/riddor/report.htm where you will find 

the appropriate form. 

There is a telephone service for reporting fatal and specified injuries only:  

Incident Contact Centre on 0345 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm). 

All cases of serious injury or dangerous occurrence must be reported in the first instance to the CEO or Deputy 

CEO who will advise and support on the actions to be taken. 

Records must be kept for: 

 Any reportable death, specified injury, disease or dangerous occurrence that requires reporting 
under RIDDOR 

 All occupational injuries where a worker is away from work or incapacitated for more than seven 
consecutive days 

 If a worker is away from work or incapacitated for more than three days a record must be kept 
 These records must be kept for at least three years after the incident 

 

Reporting Requirements of other Regulators 

There may be other reporting requirements placed on schools by other regulators in the education sector e.g. 

Ofsted and Local Child Protection Agencies. The requirements of these other regulators are separate to and 

distinct from the legal duty to report incidents under RIDDOR. 

10. First Aid 
 

The Health and Safety (First-Aid) Regulationǎ мфум ǊŜǉǳƛǊŜ ŜƳǇƭƻȅŜǊǎ ǘƻ ǇǊƻǾƛŘŜ ΨŀŘŜǉǳŀǘŜ ŀƴŘ ŀǇǇǊƻǇǊƛŀǘŜΩ 

provision to ensure their employees receive immediate attention if they are injured or taken ill at work. 

The above regulations do not place a legal duty on employers to make first-aid provision for non-employees such 

as the public or children in schools. However, it is strongly recommended ōȅ ǘƘŜ I{9Σ ŀƴŘ ƛǘ ƛǎ ǘƘŜ ŀŎŀŘŜƳȅΩǎ 

policy that provision is made for them. 

First Aid Risk Assessment 

Exceed Learning Partnership and all academies therefore undertake an Assessment of First Aid Needs. This 

involves consideration of workplace hazards and risks, the size of the academy and other relevant factors to 

determine what first-aid equipment, facilities and personnel should be provided. Points to Consider/Impact on 

First Aid Needs include: 

 The number of people at any one time that occupy the building. These should include staff, pupils, 
visitors, work experience students and contractors 

 The type of accidents/incidents that have been identified in past 
 The size of the academy 
 Remote workplaces  
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 Higher level hazards, such as chemicals or dangerous machinery 
 Lone working  
 Alternative first-aid provision due to absence  

 
Exceed Learning Partnership defines the minimum standards per Academy site as:   

 A suitably stocked first aid kit(s) (determined by the first aid assessment) 
 Appropriate numbers of trained qualified first aiders (determined by the first aid assessment) 
 Information for employees about first-aid arrangements e.g., names of first aiders to be displayed, 

clearly identifiably and accessible first aid kit(s) 
 Provision of first-aid needs to be available at all times to people at work 

 
First Aid Boxes  

There is no mandatory list of items to put in the first aid box, it depends on what needs have been assessed. As 

a guide for low-level hazards a minimum stock of first aid items are: 

 ! ƭŜŀŦƭŜǘ ƎƛǾƛƴƎ ƎŜƴŜǊŀƭ ƎǳƛŘŀƴŎŜ ƻƴ ŦƛǊǎǘ ŀƛŘ όŜΦƎΦΣ I{9Ωǎ .ŀǎƛŎ ŀŘǾƛŎŜ ƻƴ ŦƛǊǎǘ ŀƛŘ at work) 
 Individually wrapped sterile plasters 
 Sterile eye pads 
 Individually wrapped triangular bandages, preferably sterile 
 Safety pins 
 Large individually wrapped, sterile, unmediated wound dressings 
 Medium-sized, individually wrapped, sterile, unmediated wound dressings 
 Disposable gloves 

 
Note: Tablets and medicines should not be kept in the first-aid box. Please refer to separate Policy for the 

dispensing of medication to pupils. 

First Aiders  

The amount of trained first aiders depends on the assessment of the first aid needs, or where there are additional 

special circumstances. As an example, the HSE suggested numbers available at all times at work are: 

 Low hazard - for more than 50 people at least one first aider-trained in every 100 employed 
 Higher-hazard - for more than 50 at least one first aider-trained for every 50 employed 

 
First Aiders - Training and Qualifications 

The first aider is someone who has completed training appropriate to the level identified in the assessment of 

first aid. All first aiders are required to attend an appropriate first aid course with a competent training provider 

e.g., those offering nationally recognized, regulated qualifications, voluntary aid societies (e.g. St. John 

Ambulance, British Red Cross) and undertake appropriate refresher training. 

 

When selecting a training provider, the following will be checked:  

 Qualifications expected of trainers and assessors 
 Quality assurance systems 
 Teaching and standards of first-aid practice 
 Syllabus content 
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 Certification 
 

First Aid Courses include: 

 First aid at work (FAW) 
 Paediatric first aid training 
 Emergency first aid at work (EFAW) 

 

11. Fire Safety 
 

The Responsible Person 

¢ƘŜ wŜƎǳƭŀǘƻǊȅ wŜŦƻǊƳ όCƛǊŜ {ŀŦŜǘȅύ hǊŘŜǊ нллр ǇƭŀŎŜǎ ŀ Řǳǘȅ ƻƴ ǘƘŜ ΨwŜǎǇƻƴǎƛōƭŜ tŜǊǎƻƴΩ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ its fire 

safety management and in particular, fire equipment, fire notices and fire drills are in place and up-to-date.  See 

Annex 1 for a fire safety checklist which should be used in conjunction with the academies Fire Safety Policy. 

¢ƘŜ ΨwŜǎǇƻƴǎƛōƭŜ tŜǊǎƻƴΩΣ ƛǎ ǘƘŜ tǊƛƴŎƛǇŀƭ ǿƛǘƘƛƴ ǘƘŜ ŀŎŀŘŜƳȅ ŀƴŘ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ŜƴǎǳǊƛƴƎ ǘƘŀǘ ŀǇǇǊƻǇǊƛŀǘŜ 

arrangements are in place to ensure the safety of the premises and occupants. Duties include, taking: 

 Measures to Reduce the Risk of Fire on the Premises and the Risk of the Spread of Fire on the 
Premises, including:  

o The completion of a Fire Risk Assessment 
o Ensuring fire doors are kept closed at all times (unless they are fitted with an appropriate device 

which enables the door to be closed automatically in the event of a fire) 
o Daily checks* on the premises, including security to ensure that all practical measures have 

been taken to reduce the risk of fire both internally and externally 
o Ensuring portable heaters are only used in extreme circumstances i.e. heating failure.  

 
 Measures in Relation to the Means of Escape from the Premises, including;  

o Fire action notices to be displayed throughout the building with clear emergency evacuation 
instructions in the event of a fire. 

 

 Measures for securing that, at all material times, the means of escape can be safely and effectively 
used, including:  

o Fire exit routes must be kept clear of obstructions at all times 
o Final fire exit doors must be kept clear of obstructions leading to a place of safety on the 

external parts of the building 
 

 Measures in relation to the means for fighting fires on the premises, including;  
o Appropriate firefighting equipment must be provided 
o Relevant staff members must be trained in the use of fire extinguishers (this is to aid an escape 

only) 
 

 Measures in relation to the means for detecting fire on the premises and giving warning, including;  
o Appropriate fire/smoke detection to be installed, in relevant locations 
o Viewing panels in doors and walls, where there are rooms within rooms  
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 Measures in relation to the arrangements for action to be taken in the event of fire on the premises 
including: 

o The instruction and training of employees 
o Fire Policy and Procedures to be disseminated to all staff 
o Fire awareness training to be provided to all staff on an annual basis 
o Fire Action Notices to be displayed throughout the building 
o The training of Fire Marshals 
 

 Measures to mitigate the effects, including;  
o Do not exceed the maximum occupancy 
o Maintain fire exits and signage 
o Comply with electrical and gas regulations 
o Service and maintenance of firefighting equipment, which must be easily accessible. 
o Safe storing and using of hazardous materials 
o Safety inspection of buildings 
o Maintenance of fire alarm systems 
o Fireproofing 
o Training of staff 
o Fire drills 

 
Role of Teaching Staff 

 All teaching staff have the responsibility for the safe evacuation of children in their charge 
 Teaching staff should ensure that their children line up quickly and safely and walk out of the 

building quietly, evacuating by the nearest safe emergency exit route 
 

People with disabilities 

 Teaching staff should be aware of any child in their class that has a disability and may experience 
difficulties in evacuating the building by the designated escape route e.g. where there is a difference 
in floor level with stairs or ramps. A Personal Emergency Evacuation Plan (PEEPs) must be in place.  

 Line Managers must complete a Personal Emergency Evacuation Plan for all people with a disability 
 

All staff members 

 Must take reasonable care for their own health and safety at work and that of other persons who 
might be affected by their acts or omissions 

 Should follow evacuation procedures 

 All staff are required to take mandatory fire awareness training. 

 

Fire Risk Assessment 

A fire risk assessment is an organised and methodical look at the premises, the activities carried on there and 

the likelihood that a fire could start and cause harm to those in and around the premises. 

The fire risk assessment should demonstrate that, as far as is reasonable, the needs of relevant persons 

including the disabled have been identified. 
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A suitable and sufficient fire risk assessment must be completed by a competent Fire Risk Assessor and 

reviewed at least every 12 months, or sooner if there have been significant changes e.g., in the layout of the 

building, if there are contractors working on site that may pose a hazard. 

Competence of a Fire Risk Assessor 

The academy defines as a minimum that a competent Fire Risk Assessor to be as follows: 

 Be a member of the Institution of Fire Engineers 
 Hold at least the NEBOSH National Certificate in Fire Safety and Risk Management, or equivalent 
 Has demonstrable experience in completing school/college Fire Risk Assessments 
 Has a current DBS check 

 
Exceed Learning Partnership have contracted with North Yorkshire Council as the competent body to provide 

our annual Fire Risk Assessment in all academies within the Trust. 

Exceed Learning Partnership have contracted Pyro Fire to undertake annual fire door surveys.  

Housekeeping 

Good housekeeping is essential to reduce the risk and spread of fire within the school building and outbuildings. 

 Combustible, materials should be kept to a minimum, do not allow waste to build up 
 Aerosols not to be kept on site 
 Empty waste bins regularly 
 Do not store skips and waste bins near to the school property 
 9ƴǎǳǊŜ ƭŀǊƎŜ ŀƳƻǳƴǘǎ ƻŦ ŎƻƴǘǊŀŎǘƻǊΩǎ ƳŀǘŜǊƛŀƭǎ ŀǊŜ ǎǘƻǊŜŘ ǎŀŦŜƭȅ ŀǿŀȅ ŦǊƻƳ ǘƘŜ ōǳƛƭŘƛƴƎǎ όǿƘŜǊŜǾŜǊ 

possible) 
 Keep flammable materials away from sources of ignition 

 
Display materials and decorations 

An evaluation of the material(s) used in displays and decorations should be made sprayed with fire intumescent 

protector - paper, cardboard and plastic provide a means for the rapid spread of fire. 

To reduce the risk of fire spread: 

 Avoid the use of 3D displays in corridors and foyers 
 Minimise the size and number of display areas to discrete, separated areas 
 Do not put displays down stairways, which are part of the designated escape route or where there 

is only one direction of escape i.e., dead-end conditions 
 Treat displays with proprietary flame-retardant sprays 
 Avoid the use of display boxes 
 Keep displays away from curtains, light fittings and heaters 
 Keep displays away from ceiling voids, which may lack fire barriers 
 Ensure that there are no ignition sources in the vicinity 
 Ensure displays do not obstruct escape routes or obscure fire notices, fire alarms, call points, 

firefighting equipment or escape signs 
 

Fire Safety Management (FSM) Checks 
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To ensure compliance with fire regulations, checks must be made to reduce the risk of fire at the academy. 

¢ƘŜǎŜ ǘŀǎƪǎ ŀǊŜ ŘŜƭŜƎŀǘŜŘ ōȅ ǘƘŜ ΨwŜǎǇƻƴǎƛōƭŜ tŜǊǎƻƴΩ ǘƘŜ tǊƛƴŎƛǇŀƭ ǘƻ ǘƘŜ {ƛǘŜ aŀƴŀƎŜǊκ{ǳǇŜǊǾƛǎƻǊκ/ŀǊŜǘŀƪŜǊ ŀǘ 

the academy.  

FSM checks Daily/weekly/monthly/three-monthly/six-monthly/annual checks must be made and records 

kept.  

Each Academy has its own maintenance agreement for the Fire Fighting Extinguishing and Fire Alarm system.  

Fire Marshalls 

Staff expected to undertake the role of Fire Marshalls (often called fire wardens) would require comprehensive 

training. Their role may include: 

 Performing a supervisory/managing role in any fire situation 
 Assisting those on the premises to leave 
 Checking the premises to ensure everyone has left 
 Using firefighting equipment if safe to do so 
 Liaising with the fire and rescue service on arrival 
 Shutting down vital or dangerous equipment 

 
Safe Emergency Evacuation Procedures 

Under no circumstances are lifts to be used for evacuation purposes in the event of a fire, unless the lift is 

clearly identified as an emergency evacuation lift, and this may only be used for disabled people. 

Fire Action notices must be displayed in appropriate locations throughout the buildings next to fire call points. 

These will include clear instructions on what to do it when raising the alarm and information regarding the 

nearest fire exit and assembly point(s). 

All staff must be aware of emergency procedures. Including: 

 Fire Action notices 
 The locations of fire alarms 
 How to activate the fire alarm as a means of raising the alarm 
 Locations of Fire Extinguishers (fire extinguishers must only be used to aid escape in event of a fire) 
 Emergency exit routes/final exit fire doors 
 Fire assembly points 

 
 
 
 
 

On Sounding or Hearing the Alarm 

In all cases, unless otherwise informed, all staff should treat the alarm as a real event and should respond 

accordingly in a calm manner. 

On discovering a fire 

 Sound the alarm by pressing one of the emergency fire alarms 
 Call the Fire & Rescue Service telephone 999 
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 Leave the building by the most direct route 
 Attack the fire using fire extinguishers only if your escape route is blocked by the fire and in order 

to enable a safe evacuation 
 

On hearing the fire alarm 

 Leave the building by the most direct route, closing all doors behind you 
 Report to the assembly point for the building 
 Do not take risks 
 Do not return to the building for any reason until authorised to do so by the Fire & Rescue Service 

 
Fire drills 

Fire drills are intended to ensure, by means of training that: 

 People who may be in danger act in a calm and orderly manner 
 Those with responsibilities carry out their tasks to ensure the safety of all concerned 
 Escape routes are used in accordance with a predetermined and practiced plan 
 Evacuation of the building is achieved in a speedy and orderly manger 
 People will react rationally when confronted with a fire or other emergency at school 

 
How often to carry out a fire drill? 

It is the policy of the academy to carry out fire drills at the beginning of each term; these should be carried out on 

different days and times of the day. 

Should you inform staff before a fire drill? 

The advantage of informing all staff of fire drills beforehand is that firstly they will not panic, which avoids 

potential injuries that could be caused in a rush to exit a building. Secondly if the alarm sounds without a prior 

warning, there will be no ambiguity as to if it is a drill or not and people will behave appropriately. 

Preparing for a fire drill 

When planning a fire drill decide on something specific that will be monitored. This could be a specific aspect of 

the escape plan that has been highlighted as needing improvement or a more general goal, such as reducing the 

amount of time it takes for everyone to exit the building. 

Amongst the staff, a team of fire marshals with a chief fire marshal should be appointed to supervise fire drills 

and check that everyone gets out safely. All marshals will require special training so that they can carry out their 

duties safely and effectively. 

Informing the fire service of a fire drill 

If the academy has a system that automatically informs the fire service when the alarm is triggered, appropriate 

measures must be taken to stop this from causing the fire service a wasted journey. Take any systems off line 

before the fire drill but be sure to get them back up and running once the drill has finished. 

During the fire drill and/or Emergency Evacuation 


















