
1 
September 2023  

 

Health and Safety Arrangements  

 

Introduction  

This document sits alongside the Health and Safety Policy for the Bosco Catholic Education Trust and 

details the specific requirements for management of specific health and safety hazards/topics within 

the Trust. The specifics within this document must be met as a minimum.  

It has been created to support Head Teachers, School Business Managers, Heads of Department and 

Premises Staff to understand the statutory requirements for the management of health and safety 

within the schools within the Trust. 

Not all sections of this document will apply to every school and School Leaders need only apply the 

areas that are relevant to their school. Where there are changes to the school, or where new 

equipment is purchased, the relevant section of this document should be checked to ensure that 

new statutory requirements are met.  

Each section detailed below will provide the requirements for successful management of the specific 

hazard, who is responsible for completing any required tasks and where evidence of checking should 

be stored.  

Where appropriate, forms have been provided and these can be found in the appendix section.  

Where hazards are present that are not detailed within this document, please contact the Estates 

Compliance Manager who will update these Health and Safety Arrangements. Where updates are 

required, communications will be sent to the Headteacher and School Business Manager who should 

cascade this change to relevant staff.  

This document should not be saved locally to prevent an older version of the document being 

referenced. The most recent copy of this document will be saved centrally with the forms for easy 

reference.  
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1. Accessibility  

Each school will have a documented accessibility plan that should be saved on the Parago system.  

Personal emergency evacuation plans (PEEP) will be completed for any person within the building 

who has reduced mobility or has a sensory impairment, either temporary or permanent that would 

impact on their ability to evacuate the building in an emergency. This document should be 

completed in conjunction with the person who requires the PEEP, and where possible should allow 

them to self-evacuate during an emergency evacuation drill.  

Any equipment that is provided to improve accessibility of building occupants at the school will be 

subject to suitable maintenance. This equipment will be added to the Parago system and suitable 

inspection programme will be implemented. Evidence of checking and servicing will be saved 

electronically on the Parago system against the relevant compliance check.  

Equipment  Inspection programme (unless stated otherwise in the 
equipment operation manual) 

Evacuation chairs  Quarterly in house inspections in addition to an annual service by 
a qualified contractor  

Hearing loop Annual service   

Accessible washroom alarms  Weekly activation check 

Hoists  6 monthly statutory inspection and servicing under the Lifting 
Operations and Lifting Equipment Regulations  

 

The use of the above equipment will be risk assessed and any staff who use this equipment will be 

required to read this risk assessment. Lifting equipment used for the movement of a person, will 

require a detailed lifting plan to be completed that is specific to the person being moved. These 

lifting plans will need to be communicated to staff who assist or lead on lifting of that individual.  

Staff who use the above equipment will be provided with training, and this will be recorded by the 

department head/lead.   

Forms: Personal emergency evacuation plan template  

2. Accidents and Near Misses 



https://www.hse.gov.uk/riddor/reportable-incidents.htm
https://www.hse.gov.uk/pubns/edis1.pdf




https://www.hse.gov.uk/construction/cdm/2015/index.htm
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7. Consultation 

The Trust has a responsibility to ensure that it consults with staff on health and safety matters, such 

as:  

- the introduction of any measure which may substantially affect health and safety at work, eg 

the introduction of new equipment or new systems of work;  

- arrangements for getting competent people to help the Trust comply with health and safety 

laws; 

- the information given on the risks and dangers arising at work, measures to reduce or 

remove these risks and what staff should do if they are exposed to a risk;  

- the planning and organisation of health and safety training; and  

- the possible health and safety consequences of introducing new technology. 

Staff will be sent an email on an annual basis to remind them to review the Health and Safety Policy, 

to review risk assessments for the school/their role and to provide feedback if they do not feel that 

they cover foreseeable hazards and how to report concerns that they may have.  

A poster will be displayed in the staff room of each school to remind staff of where they can find key 

health and safety information and how to report any health and safety concerns that they have. This 

poster will be in addition to the HSE poster that will also be displayed.  

Consultation will take place via staff meetings (either whole school or in department) and a 

suggested agenda will be provided to Head Teachers to enable them to facilitate this. The aim of the 

meeting will be to encourage two-way communication between the school/department and staff 

and remind staff of where to find key health and safety information and how to report any concerns.  

If staff have any health and safety concerns, they can raise these directly with their line manager, to 

their Health and Safety Governor or speak directly with the Estates Compliance Manager.  

8. Contingency planning  

Each school must document action to be taken in the event of a serious incident. These incidents 

may include the following (this is not an exhaustive list):  

- Adverse weather conditions 

- Bomb threat  

- Building service failure, such as loss of power, water, heating, telecommunication or fire 

alarm system.  

- Fire  

- Site intruder 

- Terrorist threat  

For these (and similar) events, documented procedures should be in place which can be followed, 

giving step by step instructions for the management of the incident. This will enable an incident to 

be managed with minimal decision making with swift and effective management of the incident.  

These plans should be shared with the Trust, Senior Leadership Team, School Business Manager, 

Premises Lead and a hard copy of the plans held at reception.   

It is advised that these plans are practiced, either via a drill (where possible) or via a tabletop 

exercise.  
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9. Contractor Management  

All contractors must be booked in at reception and should comply with safeguarding rules set out by 

the Safeguarding team. 

https://www.hse.gov.uk/pubns/ck1.pdf
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11. Driving for work 

All Drivers  

All staff who drive for work must supply a license checking code to their line manager on an annual 

basis to confirm that they have a valid driving license. To do this, the driver must log into the DVLA 

website to generate a code (using the link below) that they should supply to their line manager with 

the last 8 numbers of the driving license number. 

https://www.gov.uk/view-driving-licence
https://www.gov.uk/check-driving-information
https://www.gov.uk/driving-medical-conditions
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Line Managers are required to ensure that the driving for work procedures set out within these 

arrangements are followed by their staff.  

Grey Fleet (staff driving their own vehicle for work purpose, but not their daily commute) 

Staff who routinely drive for work will provide a driving license code (using the information above) 

their driving license, MOT certificate (where appropriate) and insurance documents (confirming that 

their insurance cover includes driving for work) to their line manager on an annual basis. As 

previously mentioned, these documents should not be copied, but a record of the check being 

completed should be logged on the driver checking form that is saved centrally for use throughout 

the academic year.  

A driving for work risk assessment has been documented and is held centrally. Staff who drive for 

work should refer to this risk assessment and adhere to the control measures detailed within it. 

Should they feel that the risk assessment does not cover their specific driving activities, or they have 

a medical condition that would require further consideration they should notify their line manager.  

School Minibuses  

The minibus driver must complete an inspection of the vehicle to ensure that it is roadworthy prior 

to driving the vehicle and this must be completed before each journey. This is a requirement of the 

section 19 permit and is the responsibility of the driver. The check should be documented in a form 

and handed back to the Premises staff who will file these.  

Risk assessments for the use of the minibus to transport students must be completed prior to 

journey and subject to review as per the requirements of the risk assessment section of this 

document. This would normally be included as part of the trip risk assessment.  

Staff driving a minibus must hold a valid D1 entitlement and will also complete MIDAS style training 

to ensure that they are competent to drive a school minibus. They must also confirm that they have 

no health conditions that would affect their ability to drive a minibus and meet the requirements for 

eyesight.  

The driver of school minibuses must be made familiar with the specific vehicle. This should be done 

by a member of staff who is familiar with the operation of the vehicle and should include driving the 

vehicle without passengers other than the staff member who is demonstrating the vehicle. The date 

of this training should be documented as evidence of completion. 

For minibus drivers who are employed solely as a minibus driver, there are additional requirements. 

Please speak to the Estates Compliance Manager for additional information.  

Where a section 19 permit is required, this will need to be displayed within the vehicle and will need 

to be reapplied for every 5 years. Minibuses operated under the section 19 permit will be subject to 

13-week garage inspections. The frequency of these checks should be increased based on the age 

and usage of the minibuses but must not exceed 13 weeks. These checks are scheduled in the 

Parago system, and safety report documents will be loaded against this check. In addition to these 

checks, monthly inspections completed by the Premises team using checks also located within the 

Parago system.  

Forms: Driving for work risk assessment, Driver document checking form   
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12. Electrical Safety  

Each school will complete the required maintenance for the electrical systems/equipment that they 

operate. Works on electrical systems will be completed by a competent person. 

Electrical system testing and maintenance is detailed within the compliance checks within Parago, 

and evidence of these inspections will be saved on the system by the Premises team.  

Testing  Inspection programme (unless stated otherwise in the 
equipment operation manual) 
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An internal risk assessment review will be completed by the Premises lead or School Business 

Manager and Estates Compliance Manger every year between external fire risk assessments. The 

annual reviews will be prompted by Parago and saved against this check as evidence that the 

internal review has been completed. The outcome of this review will be shared with the 

Headteacher to enable them to update the Local Governing Committee.   

A suitable number of fire wardens will be appointed and will receive training to undertake this role. 

This training should be supplemented with school specific briefing delivered by the Chief Fire 

Warden to share the school specific fire evacuation plan and the role that the fire warden plays 

within that procedure.   

Fire safety systems will be managed by the Premises team and School Business Manager and the 

required maintenance and servicing regime has been built into the Parago system. Evidence of 

servicing and maintenance will be saved electronically against the relevant check on Parago.  

Any faults highlighted within the inspection reports will be managed by the school Premises team. 

Documentation evidencing repair of the system should be saved with the original inspection report 

on the Parago system.   

There should be a contingency plan in place for the action to take in the event of a failure of the fire 

alarm system. Fire alarm system are normally equipped with a battery backup, but a procedure 

should be documented within the building continuity plan as to the steps to be taken in the event of 
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specific detail of how to comply with regulations. Information should be obtained from the Health 

and Safety Executive website or the British Compressed Gas Association.  

All requirements in relation to the management of the compressed gas cylinders will be met by the 

https://www.gov.uk/guidance/checking-f-gas-equipment-for-leaks
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The written scheme of control should be reviewed at least annually or in the event of a legionella 

detection within your water systems.  

Regular water hygiene tasks will be completed by the Premises team/appointed contractors and 

may consist of:  

- Descaling of spray outlets and taps, 

- Equipment inspection,  

- Flushing of infrequently used outlets,  

- Servicing and testing of thermostatic mixer valves (TMVs), 

- Temperature testing,  

- Other activities as detailed in the legionella risk assessment.  

These hygiene tasks will be documented within the Parago system and are used to demonstrate that 

we are managing our water systems. In cases where temperatures are recorded outside of accepted 

parameters (cold water above 20хC and hot water below 50хC) this must be documented in the 

remedials log stating what action has been taken to resolve the out of parameter record.  

Water systems will be managed by the Premises team and the required maintenance and servicing 

regime has been built into the Parago system. Evidence of servicing and maintenance will be saved 

electronically against the relevant check on Parago by the Premises team or the School Business 

Manager.  

Staff completing water hygiene tasks and those staff who have responsibility within the written 

scheme of control, will receive legionella awareness training. This should be completed on 

appointment and then repeated every 2 years.  External providers completing water hygiene tasks 

on behalf of the school should provide evidence that they have completed legionella awareness 

training within the last 2 years.  

Forms: Legionella written scheme of control 

19. Lettings (health and safety procedures)  

Hirers who use school must share information with the school as part of the ƘƛǊŜǊΩǎ agreement. This 

procedure covers the management of safety aspects of lettings and does not cover aspects of 

insurance or other internal procedures.  

Hirers must provide a copy of the risk assessment for the task that they are completing on our 

premises. This should be reviewed to ensure that their activities will not impact on the school 

activities or equipment.  

The school should share key information with the hirer that will include action to be taken in the 

event of an emergency. It is best practice to have a staff member on site during lettings to take the 

lead in the event of an emergency and to assist if there are any issues. Where a staff member is not 
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Responsibilities for the maintenance of fire safety passive and active systems must be set and where 

one system impacts on the other area, maintenance and testing information must be shared.  

20. Lifting Equipment  

Where lifting equipment is in place at the school it will be subject to regular statutory inspection. 

The frequency of this inspection depends on the load moved and will be completed on a 6 monthly 

basis, where equipment lifts or supports the load of a person, or on a 12 monthly basis where it lifts 

or supports goods only. Flagpoles, wires, shackles, pole carrier and slings must also be inspected 

against the Lifting Operations and Lifting Equipment regulations and should be inspected as part of 

the statutory inspection programme on a 6 monthly basis.  

In the event that a new passenger lift, platform lift or lifting equipment (such as a dumbwaiter, 

vehicle inspection lift etc) is installed at a school, the Estates Compliance Manager should be 

contracted to ensure that the new equipment is added to the Parago system and to add the 

equipment to the statutory inspection programme.  

In addition to the statutory inspection, there will be a maintenance contract in place to ensure that 

the equipment remains in good working order.  

Testing and maintenance regimes are built into the Parago system and are managed by the Premises 

team. Evidence of testing and maintenance will be saved electronically against the relevant check on 

Parago by the Premises team or the School Business Manager.  

Any faults highlighted within the inspection reports will be managed by the school Premises 

team/School Business Manager, ensuring that any 
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Any faults highlighted within the inspection reports will be managed by the department who 

manages the equipment, and documentation evidencing repair of the system should be saved with 

the original inspection report on the Parago system.   

The maintenance and regular cleaning/upkeep of the extraction equipment will be managed by the 

department who operates the equipment. The evidence of these activities will be saved on the 

Parago system against the relevant check.    

22. Lone Working  

Staff may be required to lone/remote work at the school. Where this is the case, a lone working 

procedure will be completed by the school and shared with staff to ensure that they know that 

control measures in place when working alone.  

Lone working procedures may be required during the holiday period and should include details of 

the procedure for coming into school such as emailing to advise that you are in, signing in 

procedures, updates to the fire and emergency procedures and first aid measures.  

No high

https://www.hse.gov.uk/pubns/indg383.pdf
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24. Maternity Risk Assessments/New and Expectant Mothers  

When a staff member notifies their line manager that they are pregnant, are breastfeeding or have 

had a baby in the last 6 months, a new and expectant mother risk assessment must be completed. 

This will document any enhanced health and safety risks that may be present due to their pregnancy 

or new mother status.  

The risk assessment should;  

- Review the existing risk management and controls for the pregnant workers and new 

mothers,  

- 
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27. Pressure Systems  

Where pressure systems are in place at the school, they must be subject to regular statutory 

inspection. The frequency of the inspection depends on a number of factors and will be detailed 

within the written scheme of examination that is associated with each piece of equipment.  

Written schemes of examination should be saved against the asset on the Parago system. Testing 

and servicing regimes are built into Parago and are managed by the Business Manager/Premises 

team and evidence of testing and servicing will be saved electronically against the relevant check on 

Parago.  

Where there are new pressure systems are installed at a school, the Estates Compliance Manager 

should be contracted to add the equipment to the inspection programme.  

Where this equipment is located within curriculum departments, the statutory inspection 

requirement
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All documents and evidence of implementation of management measures should be held centrally 

within the Parago system.  

All schools who use radioactive sources will have a trained Radiation Protection Supervisor (RPS) 

who will complete a risk assessment for the use and storage of the radioactive sources. They will be 

responsible for the management of the radioactive sources on a day-to-day basis, with the 

assistance of the Head of Science. 

The school should also appoint a Radiation Protection Advisor (RPA) who will give additional support 

to the RPS and Head of Science as required. They will normally complete an annual inspection of the 

radioactive sources and provide feedback to the school. It is the responsibility of the RPS and Head 

of Science to manage any action plans for improvement provided from the RPA.  







https://www.gov.uk/dispose-business-commercial-waste
https://www.gov.uk/dispose-business-commercial-waste
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- Equipment containing ozone depleting substances (like fridges),  

- Hazardous waste containers.  

When disposing of hazardous waste, you must ensure that you keep the following documents.  

- Consignm
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height activities will take longer than 30 minutes, a separate task related risk assessment must be 

completed. For this reason, staff should not complete working at height activities whilst lone 

working.  

All equipment provided for working at height (ladders, step ladders, scaffolding and hop ups) should 

be inspected on a 3 monthly basis. This check is built into the Parago system, and the checks will be 

recorded on this system.  

Any scaffolding or fixed ladders that can be accessed by children within a school will be 

removed/locked off to prevent children/trespassers accessing this equipment. Scaffolding should be 

inspected by a competent person every 7 days or after alterations or extreme weather conditions.  

Perimeter guard rails and walls should be inspected on an annual basis. This check is built into the 

Parago system, and the checks will be recorded on this system.  

Any latch way systems or anchor points will be inspected on a 6 monthly basis by a competent 

contractor, and compliance checks for this are built into the Parago system and evidence of this 

check should be saved on the system electronically by the Premises team or School Business 

Manager.   

Staff who complete working at height tasks will be provided with appropriate training for the task or 

equipment that they are using. This should be provided at appointment, and this will be refreshed 

every 2 years, or at the frequency set by the training provider for specialist training.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


