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NORTH GOSFORTH ACADEMY 

HEALTH & SAFETY POLICY 
 
Within the context of the Newcastle upon Tyne Education Committee's policy and procedures on Health, 
Safety and Welfare the safety policy at this school aims to establish a safe working environment for staff and 
students by promoting:  
 
1. knowledge of possible hazards and the means of overcoming them  

2. good organisation regarding responsibility and procedures  

3. correct attitudes towards safety 
 
THE PRINCIPAL HAS RESPONSIBILITY FOR: ensuring that where reasonably practicable the health and safety 

policies of the school and Newcastle upon Tyne LA are complied with at all times. Health and Safety issues are 

reviewed by the Local Advisory Group.  

The Local Advisory Group 

The Local Advisory Group has the following responsibilities: 

 Ensuring that the Principal has made adequate arrangements to discharge his/her responsibilities for 
health and safety within the school and ensuring that responsibilities for health, safety and welfare are 
allocated to specific people and those persons informed; 
 

 Taking an active role in the development of the health and safety policy for the school that reflects local 
procedures and policies and reviewing these annually; 
 

 In conjunction with the Principal, providing a monitoring role for the school for health and safety 
performance.  Inspection reports should contain the following: 
 

o Action allocated to individuals who are responsible for the function; 
o Time limits set for action; 
o Remedial action to deal with problems identified; 
o Identification of any long-term action required in order to address underlying causes of problems. 

 

 Ensuring health and safety issues are covered at meetings of the Local Advisory Group, either through a 
special meeting or a standard agenda item.  This should include discussion of any safety reports or 
information issued; 
 

 Providing information to the Local Authority on health and safety matters when requested; 
 

 Ensuring adequate resources are given to safety issues; 
 

 Reviewing performance periodically; 
 

 To ensure training is given priority for both governors and staff.   
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Principal 

The Principal has the following responsibilities: 

 To ensure the LA Health and Safety Policies are adhered to within school; 
 

 To ensure that all full and part-time employees under their control carry out their work so as to avoid, 
so far as reasonably practicable, risk to the health or safety of pupils, students, employees, or any 
member of the general public; 

 

 To ensure health and safety is an integral part of the management of the school, including setting 
objectives as part of a planned approach to full legislative compliance; 
 

 To produce and update a clear written local policy document for health and safety, detailing 
arrangements with respect of implementation of local policies and procedures; 
 

 To ensure the policy is communicated adequately to all staff and ensure that staff are aware of and 
follow procedures relating to health and safety; 
 

 Nominating staff to be responsible for specific aspects of health and safety and ensuring all staff are 
aware of such delegations; 
 

 Ensuring only appropriately qualified and experienced members of staff supervise potentially hazardous 
activities; 

 

 Ensuring there are adequate arrangements for the supervision of pupils at all appropriate times; 
 

 Ensuring adequate arrangements for the reporting of accidents and potential hazards and that such 
reports are forwarded to the LA; 

 

 Ensuring fire safety advice is adhered to, and that all reasonable precautions are taken by staff to 
minimise the risk of fire; 

 

 In liaison with the LA, carry out procedures to ensure that only competent contractors are brought onto 
the school site to carry out works; 

 

 In liaison with the LA, make adequate arrangements for the site induction of any contractor brought 
onto the site so that the activities do not interfere or cause a risk to the safety of staff and children on 
site; 

 

 Immediately inform the Newcastle H&S Department of any unsafe practice or condition arising from the 
work of a contractor on the site, which may endanger the health or safety of staff, pupils or members of 
the general public; 
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 Ensure that staff are fully aware of any asbestos material in the school and make arrangements to ensure 
that no person brought onto site is exposed to risks from asbestos.  Any asbestos that is disturbed should 
be reported to Health and Safety and staff and pupils removed from its vicinity; 
 

 Ensure that all defects and unsafe conditions are reported; 
 

 Ensuring appropriate consultation arrangements are in place for staff and their Trade Union 
Representative; 

 

 Ensuring that risk assessments have been completed and are regularly reviewed for all activities; 
 

 Ensuring safe systems of work are in place as identified by risk assessments; 
 

 Ensuring emergency procedures are in place and that all staff and pupils are aware of such arrangements; 
 

 Ensuring all purchases have been assessed for suitability and compliance; 
 

 Ensuring all equipment is inspected, tested and maintained to ensure it remains in a safe condition; 
 

 Ensuring records are kept of all relevant health and safety activities e.g. assessments, inspections, 
accidents etc; 

 

 Ensure that the health and safety standards and compliance with procedures are adequately monitored; 
 

 Reporting to the Local Advisory Group annually on the health and safety performance of the school; 
 

School Health & Safety Co-ordinator 

The school’s Health & Safety Co-ordinator has the following responsibilities: 

 To co-ordinate and manage the annual risk assessment process for the school; 
 

 To co-ordinate the annual workplace monitoring inspections and performance monitoring process; 
 

 To make provision for the inspection and maintenance of work equipment throughout the school; 
 

 To manage the keeping of records of all health and safety activities including management of the fabric 
of the building and building services; 
 

 To advise the Principal of situations or activities which are potentially hazardous to health and safety of 
staff, pupils and visitors; 
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 To ensure that staff are adequately instructed in safety and welfare matters about their specific work 
place and the school in general; 
 

 Carry out any other function as directed by the Principal. 
 

Curriculum Leaders 

Curriculum Leaders have the following responsibilities: 

 To ensure all members of staff in the department are aware of any safety precautions to be taken when 
undertaking potentially hazardous activities; 

 

 To ensure that the curriculum of the department includes instructions in the correct and safe methods 
of carrying out potentially hazardous activities; 

 

 To ensure that the curriculum of the department does not involve staff and pupils in procedures likely 
to cause accidents; 

 

 To ensure that all equipment and machinery is maintained in a safe and serviceable condition, and 
defective equipment is not used until the necessary repairs are carried out; 

 

 To ensure that competent members of staff carry out risk assessments for all activities within their 
control.  The assessments should cover general risks as well as the specific risks involved with the 
teaching and supervision of children.  Consideration must be given to the use of hazardous substances, 
provision of personal protective equipment and selection of work equipment.   

 

 To ensure that all members of staff under his/her control adhere to all relevant aspects of the Health & 
Safety Policy; 

 

 To report all hazards to health or safety and all accidents to the Principal/School Health & Safety Co-
ordinator. 

 

Technicians 

In respect of laboratory and workshop technical staff the Technicians are responsible for: 

 Ensuring that all members of staff working in laboratories or workshops are aware of any safety 
precautions to be observed when undertaking potentially hazardous procedures; 
 

 Ensuring that only appropriately trained members of staff use potentially hazardous chemicals, 
equipment or machinery; 
 

 Ensuring that members of staff wear appropriate protective clothing; 
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 Reporting all accidents to the Principal, Curriculum Leader or School Health & Safety Co-ordinator and 
ensuring the appropriate electronic incident forms are completed; 
 

 Reporting any faulty equipment or machinery or potential safety hazards to the Curriculum Leader. 
 

Class Teachers 

Teaching staff are expected to: 

 Exercise effective supervision of their pupils, to know the procedures for fire, first aid and other 
emergencies and to carry them out; 
 

 Follow the particular health and safety measures to be adopted in their own teaching area as described 
in the health and safety guidance documents and codes of practice, if issued, and to ensure that they 
are applied; 
 

 Give clear oral and written instructions and warning to pupils when necessary; 
 

 Follow safe working procedures; 
 

 Require the use of personal protective equipment/clothing and guards where necessary; 
 

 Make recommendations to the Principal, Curriculum Leader or School Health & Safety Co-ordinator on 
health and safety equipment and on additions necessary or improvements to plant, tools, equipment or 
machinery; 
 

 Integrate all relevant aspects of safety into the teaching process and, where necessary, give special 
lessons on health and safety in line with national curriculum requirements for safety education; 
 

 Avoid introducing personal items of equipment (electrical or mechanical) into the school without prior 
authorisation; 
 

 Report all incidents, accidents, defects and dangerous occurrences to the Curriculum Leader/School 
Health & Safety Co-ordinator. 

 

School Health & Safety Representative 

The Health & Safety at Work etc. Act provides for each recognised Union at a workplace [recognised = 

represented at national pay negotiations] to elect its own representative if it so chooses. However, the LA has 

asked each school to elect one representative for the time being [or two in the case of split-site schools] and 

the Constitution of the Health, Safety and Welfare Committee of the LA gives one teacher representative to 

each High School. 
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All Employees 

All employees have individual legal responsibilities to take reasonable care for the health and safety of 

themselves and for others who may be affected by their acts or omissions.  In particular, employees must: 

 Comply with the school’s health and safety policy and procedures at all times – in particular procedures 
for fire, first aid and other emergencies; 
 

 Take care of the health and safety of themselves and of others who may be affected by their acts or 
omissions at work; 
 

 Notify their line manager if they have any of the notifiable diseases; 
 

 Co-operate with school management in complying with relevant health and safety legislation; 
 

 Use all work equipment and substances in accordance with instruction, training and information 
received; 
 

 Report to their immediate line manager any hazardous situations and defects in equipment found in 
their workplace; 
 

 Report all incidents in line with the current incident reporting procedure; 
 

 Inform their line manager of what they consider to be shortcomings in the school’s health and safety 
arrangements; 
 

 Not misuse or intentionally or recklessly interfere with anything provided in the interests of health, 
safety and welfare.  Equipment must only be used for its intended manufactured purpose; 
 

 Notify their line manager when personal protective equipment requires renewal or repair. 
 

Pupils 

Pupils, allowing for their age and aptitude, are expected to: 

 Exercise personal responsibility for the health and safety of themselves and others; 
 

 Observe standards of dress consistent with safety and/or hygiene; 
 

 Observe all the health and safety rules of the school and in particular the instructions of staff given in an 
emergency; 
 

 Follow the instruction of staff in relation to health and safety, such as wearing personal protective 
equipment in DT; 
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 Use and not willfully misuse, neglect or interfere with things provided for their health and safety. 
 

Procedures and Arrangements 

General Risk Assessment 

Risk assessments will be co-ordinated by the Facilities Manager following guidance contained in the LA H&S 

Policy  

Curriculum Risk Assessment 

Risk assessments for curriculum activities will be carried out by Curriculum Leaders.  Generic risk assessments 

are available. 

Maternity Risk Assessment 

Maternity risk assessments will be carried out by the Facilities Manager and the PA / Office Manager whenever 

any employee or pupil notifies the school that they are pregnant.  

Appropriate measures will be put in place to control risks identified. Some specific risks are summarised below: 

• Chickenpox can affect the pregnancy if a woman has not already had the infection. Expectant 

mothers should report exposure to antenatal carer and GP at any stage of exposure. Shingles is 

caused by the same virus as chickenpox, so anyone who has not had chickenpox is potentially 

vulnerable to the infection if they have close contact with a case of shingles 

• If a pregnant woman comes into contact with measles or German measles (rubella), she should 

inform her antenatal carer and GP immediately to ensure investigation 

• Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If exposed early in 

pregnancy (before 20 weeks), the pregnant woman should inform her antenatal care and GP as this 

must be investigated promptly 

First Aid Risk Assessment 

A first aid risk assessment will be carried out by Facilities Manager. 

First aid boxes are located in Science, Design Technology, Art, Food Technology, PE, SEN Department, 

Reprographics and Reception.  First aid notices are located throughout the building.  School First Aiders are able 

to provide First Aid via the Reception office. 

Accident/Incident Reporting 

Accidents and incidents will be reported via the Authority’s incident reporting procedure.  Pupil accidents will 

be reported in line with the Pupil Accident Reporting System.  The LA H&S Policy guidance will be followed. 

 



Policy: Health & Safety 
Page 8 of 15 

 

Manual Handling 

It is up to individuals to determine whether they are fit to lift or move equipment and furniture. If an 

individual feels that to lift an item could result in injury or exacerbate an existing condition, they will ask for 

assistance. 

Staff and pupils are expected to use the following basic manual handling procedure: 

 Plan the lift and assess the load. If it is awkward or heavy, use a mechanical aid, such as a trolley, or ask 
another person to help 

 Take the more direct route that is clear from obstruction and is as flat as possible 

 Ensure the area where you plan to offload the load is clear 

 When lifting, bend your knees and keep your back straight, feet apart and angled out. Ensure the load is 
held close to the body and firmly. Lift smoothly and slowly and avoid twisting, stretching and reaching 
where practicable 

Workstations & Computers 

Individual members of staff are responsible for carrying out their own DSE/VDU (display screen 

equipment/visual display unit) assessments. 

COSHH (Control of Substances Hazardous to Health) 

Schools are required to control hazardous substances, which can take many forms, including: 

 Chemicals 

 Products containing chemicals 

 Fumes 

 Dusts 

 Vapours 

 Mists 

 Gases and asphyxiating gases 

 Germs that cause diseases, such as leptospirosis or legionnaires disease  

The Facilities Manager and Science Technicians will identify hazardous substances and complete the hazardous 

substances inventory in line with LA H&S Policy.  The Facilities Manager will then produce COSHH assessments. 

Fire 

1. It is the duty of all staff to make themselves aware of the nearest alarm, evacuation routes and fire 
extinguishers and to sign out whenever you leave the site 
 
EVACUATION ROUTES MUST BE KEPT CLEAR AND OPEN AT ALL TIMES 
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2. All staff should report as follows: 

 Tutors should attend their form group and report to their Head Of Year, who will provide their 
register 

 All other staff report in person to DRE at Assembly Point A (outside Main Entrance) 

 All visitors should report to TGA at Assembly Point A (Outside Main Entrance) 

 

3. All staff are reminded in the event of an evacuation: 

o To leave belongings behind 

o To be responsive to changes in procedure e.g. for blocked escape routes 

o To fulfil basic fire warden duties with regard to children ie clearing the area of persons 

o Curriculum Leaders to check subject area cleared of persons 

 

4. All staff are reminded to advise visitors to the Academy that they must sign in and out.  In the event of 
an evacuation please direct to DRE to register 

 

5. Please follow action below: once staff who are not Tutors have registered their presence, they should 
remain ready at Assembly Point A to follow any instructions 

 

Action to be Taken Responsible 

Person 

Backup 

Activation of alarm and notification to the office of the need to call 

the Fire Service.  Member of staff closest to incident is the 

responsible person.  If Fire Service called by another colleague, 

ensure office made aware immediately. 

  

Identification of scale of incident and location ADI BDA,ICO, 

SCA 

Calling the Fire Service. ADI BDA,ICO, 

SCA 

Exit from building of emergency registers, staff signing out book, 

student signing out book,  visitors’ book and PARS laptop pack  

(Laptop charged – to be accompanied by charged mobile phone and 

torch) 

RE,CMO, YCO BDA 
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Action to be Taken Responsible 

Person 

Backup 

Collection of registers from admin staff at front of Academy Heads of Year Tutors  

Alert Head of Year of any unexplained absence Tutor  Head of 

Year/ 

Substitute 

Teacher 

Collect and hand over registers to JHA of students and staff assembled 

on tennis courts (assembly point C) 

RSM CAY 

Alert to JHA of any unexplained absence of students Head of Year RSM 

Alert to DRE of any unexplained absence of Tutors Head of Year RSM 

Alert to DRE of any unexplained absence of visitors 

 

Identified staff 

member in 

visitor 

book/inventory 

system 

 

Recording of student attendance and unexplained absence concerns JHA CMO,DRE 

Recording of staff attendance and unexplained absence DRE CMO/ YCO 

Recording of visitor attendance and unexplained absence DRE CMO/YCO 

Management and control of unforeseen circumstances Principal ICO,ADI 

Emergency Evacuation Controller  

(including decisions about ongoing examinations) 

Principal ICO,ADI 

Fire Wardens to confirm to BDA areas are clear Fire Wardens  

Clarification of any missing persons to BDA JHA,DRE CM0 

Brief Fire Service and provide plans ADI SCA 
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In addition to the above: 

 ITT students: mentor responsibility to see DRE 

 Head of Catering to see DRE regarding lunchtime staff and customers 

 ADI/CGI to see DRE regarding cleaning staff and lunchtime supervisors 

 TGA to see DRE regarding invigilators 
 

Actions and Responsibilities in the Event of an Evacuation During Term Time and After School 

Hours 

1. All staff staying later than 4:30pm who are not taking part in a registered activity must have previously 

informed DRE of their location and must also sign out at reception on the signing out sheet as well as 

Inventry on leaving the premises. 

2. All staff must leave the premises by 7pm unless they are participating in a registered after Academy 
activity or have informed the site 
 

3. All after school activities involving students must have a key member of staff identified, be registered 
with the Reception and noted on the day sheet 

 
4. Registers must be taken at the start of after school activities 

 
5. Students must not be left unsupervised during after school activities 

 
6. Students should be notified of after school evacuation procedure prior to each session 

 
7. Academy procedure for after school evacuation should be issued to external activity contact person 

 
8. Register of participants attending external activities must be taken 

 
9. Participants in external activities must be notified of the after school evacuation procedure prior to each 

session 
 

10. All visitors and contractors are issued with evacuation procedure and assembly information when they 
sign in 

 

Action to be taken Responsible person 

Activation of alarm Person closest to incident  

Identification of scale of incident and location Person who activated the alarm 

Calling the Fire Service Person who activated the alarm 
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Action to be taken Responsible person 

Students escorted to assembly point A Key member of staff as identified on the day sheet 

Register checked at assembly point with any 

missing persons reported to Fire Service 

Key member of staff as identified on the day sheet 

Signing out sheet checked against notification of 

late working and staff present at assembly point 

JEL 

Participants in external activities escorted to 

assembly point A 

Key contact person 

Registers of external activities checked at 

assembly point with any missing persons 

reported to Fire Service 

Key contact person 

Cleaning staff assemble at Assembly point A Individual staff 

Register of cleaning staff on site checked with 

any missing persons reported to the Fire Service 

JEL 

Visitors and Contractors assemble at Assembly 

point A 

Individual visitors and Contractors 

Visitors and Contractors at Assembly point A 

checked against signing in book 

JEL 

 

Fire drills will be carried out every term in line with the guidance contained in the Children, Young People and 

Learning Health & Safety Policy. 

Fire evacuation procedures will be developed and documented by the Facilities Manager and fire notices 

displayed throughout the premises. 

Lock Down 

In the event where a person(s) are identified as being potential threats to students and/or staff then lock 

down procedures should be initiated  

Action to be taken Responsible person 

Lockdown bell to be sounded as soon as danger Located  at reception entrance, Principal’s PA office 



Policy: Health & Safety 
Page 13 of 15 

 

Action to be taken Responsible person 

identified. and West Wing main entrance 

Staff who happen to be located near doors when 

bell is sounded must then (using keys in break 

glass) lock doors to prevent intruders entering. 

Any staff member located near to doors. 

All Staff and students must then stay in classrooms 

or offices until danger has passed 

All Staff 

Emergency services called SLT 

In the event of bell being sounded during break, 

then students in refectory should stay where they 

are, children outside will be directed by duty staff 

into gym and sports hall, staff will then lock doors 

when students inside. 

Duty staff 

In the event of students being taught PE outside 

when bell sounds then students may be taken 

indoors to sports hall or gym if it is safe to do so, 

or alternatively staff may lock themselves in 

MUGA or leave site via MUGA if safe to do so 

PE Staff 

In the event of the situation evolving so the site 

then needs to be evacuated then normal fire 

alarm will be sounded, staff and students must 

then follow normal procedures unless senior staff 

direct them in to another safe area. 

SLT 

A single bell will be sounded to let everyone know 

that lockdown has ceased, and normal school to 

continue. 

SLT to inform reception staff to ring 

Principal to inform parents of incident via email 

and website. 

Principal/ SLT via PA  

Principal to inform Gosforth Academy of incident Principal or SLT 

 

Bomb Threat 
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Once a bomb threat has been issued , then the Fire Alarm should be sounded and all the procedures followed 

to evacuate the buildings, however once the building has been evacuated then all will be advised to move to a 

safer area, dependent upon where the threat is, possible areas are:- 

 Back of school playing fields. 

 Back of Car Park 

 Nature Reserve 

 Evacuate property completely, moving students off site 

Educational Visits 

RSM is responsible for overseeing procedures and documentation for educational visits.   

When taking pupils off the school premises, we will ensure that: 

 Risk assessments will be completed where off-site visits and activities require them 

 All off-site visits are appropriately staffed  

 Staff will take a school mobile phone, a portable first aid kit, information about the specific medical 
needs of pupils along with the parents’ contact details  

Premises Management 

A Property Handbook for Premises Managers in North Tyneside has been developed and distributed to all 

schools. 

The LA H&S Policy will also be applied.  Health and Safety audit will be carried out by Newcastle City Council. 

Contractors on Site 

Guidance contained in the LA H&S Policy will be followed. 

All contractors must report to reception where they will sign the visitors’ book and they will be given access to 

the Asbestos Register, which they also must read and sign. 

The Facilities Manager is responsible for monitoring the contractor where the work may directly affect staff and 

pupils. When defects are identified, ensure someone has responsibility for correcting them and that effective 

action is taken.  Records must be kept of all contract work. 

Health & Safety Training 

Health & Safety Induction training will be provided for all new employees. Training records for staff will be kept. 

Inspection and Test of Plant & Equipment 

All plant and equipment requiring statutory inspection and tests will be done so at the required intervals by 

competent contractors.  The person for arranging the inspection and test is the Facilities Manager.  All plant and 
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equipment will be logged and all tests/inspections documented. 

Portable Appliance Testing 

Inspection and testing of all portable appliances will be overseen by the Facilities Manager.  Following guidance 

contained in the LA H&S Policy.  Staff are responsible for carrying out pre-use checks of equipment as detailed 

in the PAT guidance in the LA H&S Policy. 

Working at height 

We will ensure that work is properly planned, supervised and carried out by competent people with the skills, 

knowledge and experience to do the work.  

In addition: 

 The Facilities Manager retains ladders for working at height 

 Pupils are prohibited from using ladders 

 Staff will wear appropriate footwear and clothing when using ladders 

 Contractors are expected to provide their own ladders for working at height 

 Before using a ladder, staff are expected to conduct a visual inspection to ensure its safety 

 Access to high levels, such as roofs, is only permitted by trained persons 

Visitors 

All visitors must report to reception where they must sign -in and be issued with an ID badge. 

Traffic Management 

Cars must be parked in designated parking bays.  Traffic routes are a one-way system and speed limits of 10mph 

enforced.  Speed limit signs are displayed. 

Medication in School 

See separate managing medicines policy 

 

 

Date approved:  ………………………………………………………………………….. 

Signed:   …………………………………………………………………………... 

Date to be reviewed: ……………………………………………………………………………. 

September 2020 

September 2021 


